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Quarterly/ Doomsday 
Reporting
 What is the report?

 Explained in Chapter 7 of the Exchequer Handbook
 Excel versions available online

 http://exchequer.atlantia.sca.org – Forms

 Most branches can use Small 
 Use Medium for branches that have inventory, regalia, 

depreciated or non-depreciated property, newsletter, 
multiple funds, or more than one bank account.

 Which pages are required?
 Pg 2a, 3, and 4 signed by exchequer and seneschal
 Pg 1 (contact), 13 (fin committee), 14 (only if multiple 

funds)
 Any worksheets with numbers on them
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Subsidiary vs non-subsidiary

 Who is a non-subsidiary?

 Virginia

 North Carolina

 South Carolina

 Georgia

 Who is a subsidiary?

 Maryland

BE SURE TO CHOOSE THE CORRECT REPORT FORM!
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Reporting

 A complete report consists of

 The completed and balanced Excel report

 A pdf version of the completed report SIGNED by the 
Exchequer and the Seneschal

 Bank statements from the quarter

 The 4th Quarter report also includes the January bank 
statement from the year

 If you have written checks, include receipts

 If you have had an event, include the event report
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Reporting: Due dates

 Reports are due the same times each year:
 Q1 (Jan 1 – Mar 31) due April 30th
 Q2 (Jan 1 - Jun 30) due July 31st
 Q3 (Jan 1 - Sept 30) due Oct 31st
 Q4 (Jan 1 - Dec 31) due Jan 31st of the next year

 Q4 is the Domeday (or Doomsday) report
 Due dates are “received” – not post-marked.

 Note: 30 day late reports = possible suspension of 
group and/or removal of Exchequer

 BUT …a late Q4 or doomsday = automatic 
suspension!!!!
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Reporting

 Where are the reports sent?

 In Atlantia, reports are sent to the Regional 
deputies after they are signed by the 
Seneschal.

 Who gets copies of the report?

 Local exchequer keeps the original and gives 
one to their Seneschal

Cantons should send courtesy copies to their 
Barony

 Baronial exchequers may give copies to their 
landed Baronage
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What if my group is 
Incipient?
 If your group is new and either has no funds yet or their 

funds are still controlled by another group your $ will be 
handled by your sponsoring group.

 The sponsoring group reports any money as a Fund on 
pg14.

 Note: The sponsoring and incipient groups should get 
together quarterly and make sure the amount each 
thinks they have matches, but the incipient can track this 
in a ledger or Excel sheet.

BUT:
 The incipient group must submit a  “negative activity” 

form. 
 Send it to the Regional and sponsoring group

 Establishes a pattern of reporting regularly and on-time
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How do I start?

Everything starts with your ledger
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Maintaining the Ledger or 
Checkbook Register
 You must have a ledger or checkbook register.  This can be:

 The little book provided with the checks

 An Excel (or similar) spreadsheet (if you need help balancing your 
quarterly report, this is the best option)

 Checking account management software

 A lined piece of paper!

 No matter what format your ledger is

 If you write a check, record it immediately and subtract the 
amount of the check from the balance

 If you make a deposit, record it immediately and add the 
amount of the deposit to the balance

 Put a comment with each transaction so you know what it is
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How to Balance Your 
Checkbook
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When Your Bank Statement 
Arrives…
Look at it for fees.  A bank may charge fees for:

 Providing check images (required for Exchequers!)

 Deposited checks that bounced

 Deposits exceeding a stated number

 Transactions exceeding a stated number

(see next 2 pages for images showing where you find this 
information)

These fees show up on the statement as debits. You must 
enter these debits into your ledger.

If a check bounced, you must also subtract the check 
amount from your balance, and record both the fee and the 
check amount as a Receivable in your quarterly report!
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12
FEE FOR BOUNCED CHECK -

DEBIT

AMOUNT OF BOUNCED CHECK - DEBIT

CHECK IMAGING FEE - DEBIT
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If your bank charges fees based on a minimum 
balance, this will show here. “Waived” means the 

minimum balance has been maintained.  The actual 
fee will also be in the debits column (see previous 

page)

If your bank charges fees per transaction, this will show here.  The 
columns show how many units you used, how many are included 

for free, how many used in excess, and what the charge is per 
excess unit.  The total service charge is in the last column, and it 

will also be in the debit column for Transaction History (see 
previous page) as a “Cash Deposited Fee” or a “Transaction 

Fee”.

Failure to record the 
bank fees from the 
statement in your 

ledger will mean you 
can’t balance the bank 

statement.  Also, you 
may end up bouncing 

your own check!



 Once you have recorded all fees from the bank 
statement in your ledger, you can then identify checks 
and deposits that have cleared the bank.

 What does “cleared” mean?  It means those 
checks/deposits in your ledger that are on the bank 
statement.

 TIP:  You also need to check that the amount shown on 
the bank statement matches the amount in your 
ledger.  You could have made a mistake in recording 
the transaction.  The bank could have made a mistake 
in recording the transaction.  If you find bank mistakes, 
you need to go to the bank to discuss it with them.
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Check off transactions that cleared
15

Starting 
Balance

$ 1,952.67

Check# Date Name Purpose R Out In Balance 

nnnn 12/12/2017 person 1 Fun Event refund R $     71.00 $1,881.67

nnnn 12/12/2017 person 2 Fun Event refund R $     80.00 $1,801.67

nnnn 12/12/2017 person 3 Fun Event refund $     27.00 $1,774.67

nnnn 12/12/2017 person 4 Fun Event refund R $     22.00 $1,752.67

nnnn 12/12/2017 person 5 site fee for Fun Event R $  100.00 $1,652.67

12/15/2017 deposit Fun Event Gate R $  400.00 $2,052.67

12/29/2017 Wells Fargo check copying charge R $       2.00 $2,050.67

These examples both 
contain the same data. 
One was done using an 
Excel spreadsheet to 
maintain the ledger.  One 
was done using the check 
register booklet that comes 
in a box of checks.

On the spreadsheet, the column marked 
“R” shows the transactions that were 
reported on the bank statement.

On the booklet, the column marked with a 
check shows the transactions that were 
reported on the bank statement.

As you can see, there is one check for $27 
that has not cleared the bank, written to 
person 3.
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Do the Calculations
Use the form provided on the bank statement.

It even has instructions!
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The amount shown in field A comes 
from the first page of the statement.

If you made any deposits after the 
end date of the statement, they’ll be 
in your ledger, and in your ledger 
balance, but not on the bank 
statement.  Put them in B, add them 
up, and add the total to the amount 
in A.

If there were any checks written after 
the end of the statement period, OR 
if any checks have not cleared the 
bank, put them in the chart to the 
right, and put the total amount of 
outstanding checks in C.

The ending balance is the total of the 
statement balance (A) plus 
outstanding deposits (B) minus 
outstanding checks (C).

That should match the ending 
balance in your ledger.



What if it does not balance?

• Double-check your math. Make sure you added and 
subtracted everything correctly since the checkbook last 
balanced correctly.

• Double-check the amounts.  Make sure the amounts in 
your register match the amounts on the statement.

• Look for missing transactions. Did you forget to write 
something down? Has something not cleared or have 
you recorded something that happened after the 
statement date?

• Subtract the balance in your check register from the 
balance on the statement. Does the amount match the 
amount of one of the transactions? If so, that transaction 
has probably not been accounted for correctly yet.

• If the difference between the balance in your checkbook 
and the balance on your statement has an even number 
of pennies, divide the difference by 2. Does this new 
amount match the amount of one of the transactions? If 
so, that transaction was probably added instead of 
subtracted or vice versa.
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IT BALANCES!

 You are finished balancing the bank statement for this 
month.  You should:

• Sign and date the first page.

• Sign and date the calculation worksheet.

• Scan the entire statement to PDF.

• Send it to your Seneschal for signature.

• When you receive the signed statement back from the 
Seneschal, put it in your electronic folders.  It must be 
attached to your quarterly report.
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The Report - Navigation

 If you have computer access, Please do the 
reports electronically. It does a lot of the work for 
you!

 Hyperlinks on the right side help you move 
around the Excel workbook

 Cells are protected that have calculations or 
other info you shouldn’t change

 The report tells you when it is balanced
 The report tells you if anyone’s membership 

is expiring

20



Contact Info:
Contents Page

- Use legal name for Seneschal & Exchequer 

- Quarter is 1, 2, 3, 4. 

- Quarter type – use cumulative for every quarter. Quarter 4 
is your Domesday report.

- When you create a new report from the previous one, all 
this is automatically filled out for you.
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Contact Info:
All about you - pg 1

 Your information

 Please keep current and fill 
out completely.

 Deputy information

 Required – it will be the 
Seneschal on an emergency 
basis until you can find one

 Other deputies might be 
property deputies, such as 
quartermaster or 
chamberlain
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Contact Info: Signatories –
pg 2a
 Signatories

 Include all current actual signatories

 Not who you’d like to have on the account

 Keep the expiration dates current!
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Banking:
Primary Account 
Reconciliation 
- pg 2a

 Bank Information

 Reconciliation

 Shows how you 
reconciled any 
outstanding 
checks or 
deposits

 Make sure you 
check the  box to 
note if this is 
interest or non-
interest bearing!!

 Must be signed!
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Banking:
Primary Account Reconciliation
(a common mistake)

This should be exactly what your bank statement says

This is the balance shown in your checkbook, on the last 
day of that quarter.
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2nd acct Reconciliation Sheet –
pg 2b

 Only needed if you 
have two bank 
accounts
Ex. Two checking 

accounts while 
changing banks or 
checking and savings

 List signatories on 
account (actual ones, 
not who you would like 
on the account).

 Include all bank 
statements for the 
quarter
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Make sure that 
the “End” number 
from the previous 
year is the “Start” 
number for every 
quarter.  All 
reports are 
cumulative.

 Do not deviate 
from this unless 
told to by your 
Regional or the 
KExch

Starting Point: Comparative Balance 
Statement - pg 3



Income & 
Expense - pg 4
 Income

 line 5 - add any interest 
here if you have an 
interest bearing account

 All other numbers will fill in 
from the worksheets

 Expenses
 Fill in any expenses that 

have not been filled in 
from worksheets. Make 
sure you don’t list any 
transfers as expenses.

 Note: Hall rental from 
churches always counts 
as Occ & Site Charges, 
never donation

 This page must be signed!
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Expenses (continued)

Categories listed here are defined in the 
Exchequer Handbook

Office & Admin (OA)
Expenses for running the SCA or SCA newsletters

Activity Related (AR)
Any expense for something used at or for an 

event, collegium, feast or Pre-1600 AD 
educational or research activity

Fund Raising Expenses (FR)
This is fundraising OUTSIDE of the SCA, such as 

expenses for things like non-garb bake sales
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Asset Detail - pg 5a - TOP

 Undeposited Funds and 
Late Transfers 
 Money on hand
 Event held at end of quarter 
and gate take not deposited, 
or transfer checks not arrived 
by the end of a quarter

 Receivables
 Money owed to you
 This is money that has 
gone out that will not come 
back within a quarter 
 Ex: cash advance for 
gate/troll ONLY if it has not 
been repaid by the end of 
the quarter
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Asset Detail –
Pg 5a BOTTOM

 Prepaid Expenses

 This is where non-refundable
site deposits go for a future 
event

 Other Assets 

 This is where refundable site 
deposits go! 

 We might not get the 
money back so it’s not 
a receivable.  

 Also it’s not an 
expense, just a 
change of cash on 
hand.

 If deposit returned, remove 
the ‘other asset’ and move it 
back to cash

 If site fee is not returned 
(deposit lost), remove the 
‘other asset’ and put this 
item down as an O&A 
expense.
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Liability –
page 5b
 Deferred Revenue -

money paid for an 
event in one quarter 
that wont happen 
until a later quarter 

 Payables - money you 
owe
Ex. Someone submitted 

receipts for an event 
but you haven’t 
written the check 
yet.

 Other liabilities
 Other monies that 

we owe that don’t fit 
into either of the 
above categories
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Inventory – pg 6

 Baronial trim, t-shirts etc.
 This is only if you buy more than $250 worth at one time.  If you do 

not spend more than $250 then you report it on page 7 Other 
Sales Income

 The tops of each columns are for item descriptions.
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What is Regalia?

 Regalia is limited to items that will not decrease in value with 
age and which will not wear out with use, such as crowns, 
coronets, signet rings, swords of state, scepters, orbs, chains of 
office, and similar jewelry items.  Not only are they not 
expected to decrease in value, they may even increase in 
value.  

 Regalia does not include tabards, cloaks, thrones, or similar 
items which do wear out with use.

 If it has not been previously reported (most regalia is held for 
many years) do not report as regalia items that cost less than 
$500.

 Regalia is defined by what it is, not by who uses it
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Regalia & Asset 
Removal Worksheet 
– pg 7

 Don’t list new items costing 
less than $500 as regalia.  
Report them as General 
Supplies on page 4

 If you sell property (not items 
from Inventory page) the 
income goes here.

 Note – this is also where you 
add value to regalia for 
Income page 11a

 Released or Sold Regalia or 
Equipment previously 
reported on p7 or p8.
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Depreciation –
pg 8 

 Note – the 5 year is on top 
and 7 year is on the bottom!!

 This page has items that cost 
more than $500 and will lose 
value over time and use.

 Depreciation should be done 
only the 4th Quarter.  The 
report automatically 
calculates it.
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Transfers In -
Report pg 9

This is money received from 
other groups

 Within the Kingdom
ex: event profit split from 

another branch or 
donation from another 
branch

 Outside the Kingdom
 ex: volunteer hours 

paid from Gulf Wars or 
Estrella

 Transfers between MD 
and not-MD ARE NOT 
REPORTED HERE

 If not enough space, use 
page 9a also
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Transfers In - Subsidiary Groups
(meaning Maryland)

Checks from other SCA groups within the 
subsidiary are Transfers In and are recorded 
on page 9

Checks from other SCA groups that are not 
in the subsidiary are recorded as donations 
on page 11c, Direct Contributions – list each 
transaction by group, check number, date 
check was written. Kingdom has to reconcile 
all Transfers In and Out for Kingdom 
Domesday!
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Transfers Out – pg 
10

 Within Kingdom

 Money moved to other 
branches or to the Kingdom. 
Ex: Kingdom of Atlantia for 
profit sharing or NMR or 
Herald fees

 Out of Kingdom or To 
Corporate Office 

 SCA, Inc, usually for 
insurance certificates 
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Transfers Out - Subsidiary Groups
(meaning Maryland)

Subsidiary groups do NOT use this 
page except to records checks sent 
to other groups within the subsidiary

 Transfers out to Kingdom, Corporate 
and other non-subsidiary SCA groups 
use page 12b Donations to SCA Inc 
Subsidiaries and Other 501(c)(3).  

Checks written for supplemental SCA 
Inc insurance is reported on page 
12a in the Fees and Honoraria section
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Income Detail 
Part 1 – pg 11a
 Fundraising Income

 Internal (directed at us, within 
the SCA, usually at events)

 External (directed at the 
general public)

 Direct Contributions

 Comes from entries on page 
11c

 Demo and Activity Fees 

 Demos (schools, scouts, etc)

 Heraldic or MOL Income

 Other activity fees
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Income Detail 
Part 2 - pg 11b
 Event income 

 Top section is for gate income 
and pre-registration by check. 

 Bottom section is for pre-
registration by PayPal

 Include NMR fees in column A

 Report refunds in column B

 Advertising income 

 Other income 

 Use to report stale checks, or 
debts that have now been 
recovered

 Consult Regional before using for 
other purposes
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Income Detail 
Part 3 – Pg 11c
 Report Donations on this page

 Donations – NON-SCA are from 
individuals or groups that are not 
SCA groups (the check is not from 
“SCA Inc, Barony of xxxx” for 
example)

 Donations – SCA are for donations 
received from a Maryland group, if 
your group IS NOT in Maryland, or 
from a group outside of Maryland if 
your group IS IN Maryland

 The totals from this page will 
automatically transfer to page 11a 
Section 2 – Direct Contributions
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Expense Detail 
Part 1 – pg 12a
 Note column on left

 Advertising (Non-SCA)

 Outside of the SCA (not the Acorn or other 
newsletters)

 Bad Debts

 If we have bad debts (unrecovered NSF) we 
have no hope of getting back, this is where 
they go after they come off the receivables 
page!

 Fees and honoraria

 Fees and tips for services such as custodians, 
lifeguards or security or honoraria paid to guest 
teachers or lecturers

 Fees for web domains (NOT ATLANTIA’S –that’s 
a transfer to Kingdom)  go here!!

 Fees for fire inspections, etc go here

 Insurance purchased from SCA Inc goes here
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Expense Detail 
Part 2 - pg 12b
 Non-SCA Insurance 

 Checks not written to SCA Inc. for 
Insurance. Usually required by an event 
site.

 Other Expenses:

 Should almost NEVER be used

 Consult Regional before using

 Other 501c3:

 Organization must have a 501c3 tax ID. 
Check and get this # before you 
donate!!

 American Red Cross  YES

 Local Flood Famine Relief 
probably not (pass the hat - don’t 
use group money)

 Non-subsidiary to subsidiary  YES 
See tax IDs at bottom
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Financial 
Committee 
Membership 
– pg 13

 Mark one of the top 3 check boxes of 
who makes up the Fin Com

 Fill out the rest of the members

 Fill out completely please, including 
membership numbers and expiration 
dates. 

 Keep this current!!
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Group Funds –
pg 14

 If your group sets aside $200 
for new equipment and has 
just raised $400 for a new tent 
- these are both dedicated 
funds.

 Note - the sum of all the funds 
(including the general fund) 
must equal the amount in the 
bank
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Newsletters – Report pg 15

 If the newsletter is sold by 
subscription, the Chronicler 
is required to complete the 
Newsletter Subscriptions 
Due Worksheet (or work 
with exchequer to 
complete it) and calculate 
subscription liability!

 Income for newsletters from 
donations with no promise 
of a newsletter is reported 
under Direct Contributions.

 If your chronicler tallies this 
information for you - Great! 
- but understand how it’s 
done.
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Comments Page

 Use it!
 Describe any thing that isn’t obvious
 Examples:

 Status of signature cards if signatories are out of date
 Describe situations when you use “other” and who 

gave you approval
 Identify where individual checks or deposits are 

reflected in more than one place
 Describe activity going across quarters (“these 

expenses are for an event next quarter”)

 Remember: you are documenting for someone 
who might have to understand this stuff up to 
seven years from now
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The Moment of Truth – Report pg 3

Fill in the numbers 
from the back 
pages to the front 
let Excel do it for 

you

You should 
balance, i.e. 
IIIA=IIIB!

Must be signed!
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Tracking “stuff” – Inventory
 This is a list of everything 

your group owns.
 You can use any format 

you like; this is an example 
form.

 This should be turned in at 
least yearly and MUST be 
inventoried a minimum of 
2x a year.

 It should list what you 
have, where it is and, if 
you know, when you 
bought it and what it cost.

 This is not part of the 
quarterly report form, and 
the inventory does not 
need to be kept in the 
format shown.
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Property Sheet – a quick 
note
 Do I really track it all?

 YES!!  If you bought it with group money – you 
MUST TRACK IT!

 If you have more than10 of an item –
group them and list “12 butter dishes”, 
box misc silverware.

 Disposables – Paper plates, loaner 
arrows, things that change every time 
you use them may just be listed as a 
category (i.e. don’t have to count each 
arrow each time you have an event just 
note that you have them) 
 ex: 1 case paper plates, 1 box loaner arrows
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Summary

 It’s all about:

 Work WITH your group

 Follow law/policies

 Document.  Document. Document.

 Communicate.  ASK !!

 See the handbooks

 Check out the web

 Ask your Regional Exchequer

 Ask your Kingdom Exchequer
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