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Seed Project Accounting Quiz

Complete this quiz and email it to Quizzes@SeedsProjectNonProfits.com
 .

This is a short quiz to show us that you have a basic understanding of what is and what is not a valid business expense, and how to keep the necessary financial records for your project. You should know the answers to all of these questions. (And if you do give any wrong answers we will let you know what was wrong.)

Answer by checking Yes or No or by filling in the blank space:

1. If you purchase a sculpture for your project’s office that cost $75,000 can you pay for it with funds from your project? (Yes __  No __)

2. (True __ False __) If you decide to rent a Porsche to drive on project business, the project cannot reimburse you for more than the cost of a standard car rental. You must pay the additional cost without reimbursement.
3. (True __ False __) You drive 100 miles to attend a conference for your project and decide to drive an additional 30 miles to visit your brother. You can log 130 miles as your trip mileage for the purpose of the project conference.
4. (True __ False __) To receive reimbursement for mileage driven you must record date, miles driven and purpose of that trip.
5. (True __ False __) Your project receives a donation valued at $275. You are required to give that donor a receipt and keep a copy in your files. 
6. (True __ False __) We do not recommend giving receipts for any donations valued under $50.

7. (True __ False __) You receive a donation valued at $500. You cannot give that donor a receipt. You must email the Board to request that a donation receipt be sent to your donor from our Treasurer.

8. You receive a donation of a great desk for your office. What is one way that you can determine what value to put on the receipt to the donor? _______________________________________________________________

9. (True __ False __) If you will receive a non cash donation (shares of stock, jewelry, Real Estate) valued over $1000 you must email the Board to get approval PRIOR to receiving that donation.

10. You receive a donation of shares of stock. 

· Are you required to sell this stock?  (Yes __  No __)    

· Do you need to record the stock’s value at the time of donation?  (Yes __  No __)                                                                                                        

How do you determine the value of this donation for the donation receipt? ____________________________________________________________

11. You go door-to-door to raise money for your project’s orphanage in Uganda. You receive at total of $1800 in donations, both cash and checks. Should you have copies of receipts for all of these donors? (Yes __  No __)

12. Your project purchases an airline ticket for your trip to Beijing to meet with other project leaders. In the project expense ledger you record the expense like this: 12/11/07, United Airlines, $1567.23. What else do you need to record for this expense? _____________________________________________________________

13.  A staff member used personal funds to pay for project related travel expenses. He wants to be reimbursed. Which of the following statements are true (T) and which are false (F)?

· (T __  F __) The project can reimburse him for any magazines and newspapers he bought while traveling if he has receipts for the purchases.
· (T __  F __) It does not matter where he travelled as long as it is a valid expense for the non profit purpose of the project.

· (T __  F __) The project must refuse to reimburse an expense that is not clearly identified.
13. The project writes 3 checks to reimburse a staff member for her project related travel expenses, a computer purchase, and fundraising supplies. Which of the following statements are true (T) and which are false (F)?

· (T __  F __) The project accounting file should have 3 itemized lists of expenses and receipts, one for each of the 3 reimbursements paid.

· (T __  F __) The project can’t reimburse her for the fund raising supplies.
· (T __  F __) She does not need receipts for anything under $20.
14. (T __ F __) The minimum period to store all of your project accounting and receipts is 7 years.

