DISTRICT GUIDELINES FOR QUARTERLY AND ANNUAL REPORTING
3-21-26
DONATIONS 
Conferences get donations in two forms: cash and goods (food, clothing, furniture). Cash is deposited into the bank; goods are given directly to the neighbors. How to report this:
All moneys received from special collections for SVdP, including portions donated by Vincentians, should be reported in the Treasurer report as 2- Church.
The goods received have no impact on the financial side, but they need to be accounted for in the database for the annual report. “In-Kind” is the term used to report these items. Here are some examples:
Example 1 – Food Pantry = A food pantry hands out a bag of food to a neighbor; the bag would cost $45 if bought at the local grocery store; but $10 worth of the food was donated by parishioners dropping off food at the church, by a school holding a food drive, by a store donating day-old bread or other items, etc.; $5 worth of food was purchased by the conference at the supermarket; $30 worth of food was bought by the conference from the Food Bank, but the conference only paid $18 for it. How to report this:
The conference Treasurer will record all the money spent either at the grocery store or at the Food Bank as 6-Aid to Neighbor.  This is $5(paid to the store) + $18(paid to the Food Bank) = $23.
The Vincentian handing out the bag of food should make one entry, at the neighbor level, for $22.  $10 donated by the parishioners and $12 donated by the Food Bank. 
Category = ‘Goods – Food’ and ‘Payment Type’ = ‘In-Kind’
The $23 that was spent on food will be properly entered into the annual report through the Treasurer’s Report.
Example 2 – Season of Sharing, Catholic Charities or Shelter Inc =	 When conferences apply to Catholic Charities, Season of Sharing or Shelter Inc. to help a neighbor, the conference never sees the money. Therefore, the treasurer does not have to make any entries into the database. However, the Vincentian that made the Home Visit needs to make an entry into the database as follows:
Category = ‘Services – Rent ‘and ‘Payment Type’ = ‘In-Kind’. We should take some credit for processing the paperwork and getting our neighbor assistance with their rent
Example 3 – HOPE Conference = If the HOPE conference writes a check to help a neighbor with their rent, then the HOPE’s Treasurer will record the money spent as 7 – Housing Aid. While the conference did the Home Visit and collected the documents, they did not spend any money but should make an entry into the neighbor’s file as:
Category = ‘Referral – Other SVdP’ and Payment Type = ‘Pre-Paid’
However, if the conference gives money to the HOPE conference to help with paying part of the rent for the neighbor, this money should be recorded, by the conference’s Treasurer, as 9- Twinning Expense. The HOPE conference will record the money as Income; under 4- Other SVdP.
Example 4 – Clothes voucher = The Vincentian who gave the voucher to the neighbor needs to make an entry into the database, in the neighbor’s record as:
Category – ‘Goods – Clothes’ and Payment Type = ‘In-Kind. 
Please remember that neighbors can only receive a clothing voucher once every three months, so a search should be done in the Seattle database to see if another conference wrote them a voucher.
Example 5 – Gift Cards = If a parishioner donates a gift card to the conference, there is nothing for the Treasurer to record. However, when the gift card is given to the neighbor, it should be recorded in the neighbor’s file as follows:
Category = ‘Goods – Food’ and Payment Type = ‘In-Kind’.
However, gift cards purchased by the conference should be treated as an expense and recorded as 6 – Aid to Neighbors. When the gift card is given to the neighbor, an entry should be made in the neighbor’s file as follows:
Category = ‘Goods – Food’ and Payment Type = ‘Pre-Paid’.
SPECIAL WORKS
National defines Special Work as: Generally speaking, a Special Work is something you devote to a special location and people resources all year round. Otherwise, it is considered a project. Normal conference work, such as Home Visits, paying rent or utility bills, delivering groceries, is not a special work. But a food pantry is a special work and therefore the Special Works annual report form must be filled out and submitted.
Line 3A of the Annual Report is Fund Raising – Special Works. Only include in this line money generated by a special event. If someone gives your conference a check marked that it should be spent on food for your pantry, it does not belong to this line because that money was not raised by a specific fund-raising event.
Line 12A of the Annual Report is Operating Expense – Special Works. Buying food for the pantry is not an operating expense; that should be reported as 6 – Aid to Neighbors. Buying a refrigerator to store the food, bags to put the food in, gloves to be used by the people making the bags, is an operating expense. 
TWINNING
National defines twinning as the ‘unrestricted’ transfer of funds from one SVdP conference to another, not when helping to pay for a neighbor’s rent or utilities. However, the District Council has decided that we will be reporting all moneys as ‘Twinning’, regardless of how it was used by the receiving conference. Therefore, when a conference helps another conference with money, either to pay for rent for a specific neighbor or for the receiving conference to use as they see fit, the sending conference’s Treasurer should record the money as 9-Twinning Expense. The receiving conference will record this money as Income, 4-Other SVdP. 
If a conference is helping another conference pay for part of a PG&E bill, the conference can ‘pledge’ the amount directly to PG&E (if they choose not to do so and instead, they send a check to the asking conference, then the money should be handled the same as stated above). The Vincentian that is pledging the money makes an entry in the neighbor’s files as:
Category = ‘Services – Utilities’ and Payment Type = ‘Pledge’. 
The Treasurer then will record the payment as 6-Aid to Neighbors.

