
Guide to Annual Reports 
 

This guide is intended as a supplement to the instructions 
provided by P.E.O. International for the Local Chapter 

Corresponding Secretary and Treasurer. 



Instructions for Local Chapter (LC) 
Corresponding Secretary Annual Report  



The corresponding secretary will receive these 
items from the chapter president by February 1:  

Letter from State Corresponding Secretary that includes any changes to 
local chapter’s membership during the past year (March 1-February 28/29) 

 Annual Report of Corresponding Secretary (ARCS) 

Chapter Membership Summary (CMS) 

Mailing Label page 

Instructions for Annual Report of Corresponding Secretary of Local Chapter 
 

 



Letter from State Corresponding Secretary 

In this letter you will see the following statement: “The following 
changes in membership have been reported and received as of 
Month/Day/Year. These changes are included on the Chapter 
Membership Summary (CMS).” 
 
Notice the date indicated in this statement.  



The Annual Report of 
Corresponding Secretary 
(ARCS)form will be used by 
your chapter to indicate 
only any details about your 
membership numbers that 
have changed since that 
date. This is not to be used 
to update current 
members’ addresses or 
emails.  

ARCS 



First, you will be 
asked to enter any 
increases in 
membership after 
the date listed. 



Next, record any 
decreases in 
membership since 
that date.  

Daisy Love 



Changes on Annual Report of Corresponding 
Secretary Regarding Inactives 

 
• Add names/membership number of members going inactive as of 

March 1st. (List February 28/29 as the inactive date for all new 
inactives.) 

• Enter any changes in information regarding past inactives if different 
from Chapter Membership Summary (address/email, etc.). 

• List as “Lost Contact” any members who have been inactive for 25 
years AND whose whereabouts are unknown. 



Adjusted Total Actives 

• You have now entered on the ARCS form any changes not already in 
International records. The number listed as “Total Active from CMS” is from 
International records (what they know as of the date in the letter you received 
from the state secretary).  

• Now you will need to see how the changes you made (increases/decreases) 
affect the totals at the bottom of the form, determining the adjusted total 
active for your chapter. 
 



Adjusted Total Active Formula 

• Use the following formula to determine the Adjusted Total Active: 
• Start with the number listed as “Total Active from CMS.” 

+ new Initiates 
+ new Transfers In 
- new Transfers Out 
- new Inactives 
+ new Reinstatements 
- new Active Deaths 

• This number determined by the formula is entered as the “Adjusted Total Active.” 
 
 



Adjusted Total Inactive Formula 

• Use the following formula to determine the Adjusted Total Inactive . 
• Start with the number listed as “Total Inactive from CMS.” 

+ new Inactives 
- new Reinstatements 
- new Inactive Deaths 
- new Lost Contacts (or any member Expelled) 

• This number determined by the formula is entered as the “Adjusted Total 
Inactive.” 

 
 



Annual Report of Corresponding Secretary 
(ARCS) 

• Ask your chapter president to sign the completed form. 
• Make two copies of the ARCS—Retain one for recording 

changes in the ensuing year. Mail the original and one 
copy to the State Secretary. 

• Complete Report of Election of Officers online 
• Complete Report of Delegates to State Convention 

online. 
• Complete LC Project Chairman online. 
• When you receive the Release letter from the State 

Secretary, retain it for six years. 
 

 



Chapter Membership 
Summary (CMS) 

• Retain the new CMS record. Do not mail it to the State Secretary. 
• Destroy the old CMS. 

 



Instructions for Local Chapter 
Treasurer Annual Report and IRS-LC 

Form 



The treasurer will receive these items from 
the chapter president by February 1: 
3 copies of Annual Report of Treasurer of Local Chapter  
Copy this page to use as a worksheet. 

2 copies of IRS-LC form (front and back)  
Copy this page to use as a worksheet.  

Mailing Label page 

Annual Report of Treasurer of Local Chapter and IRS-LC Instructions 

Detailed instructions for completing IRS-LC form 



Enter the active number 
of members in your 
chapter as of March 1st. 

Annual Report of Treasurer of Local Chapter 



The corresponding secretary and the treasurer 
must consult with each other and agree on the 
number of active members.   



Obtain from the 
corresponding secretary 
the number of new 
initiates and 
reinstatements since 
March 1 of the previous 
year. 



Total up #1, #2, #3, 
#4, and lll (Resource 
Fee). This total 
amount is entered on 
#6 and is the amount 
of your chapter’s 
check written to the 
WV State Chapter. 



Double check that the Federal 
ID number and Chapter letter 
are correct on your form.  
Make sure that Letter A (Total 
Chapter Assets) of this year 
matches Letter D from last 
year’s form. If the numbers do 
not match, please call the state 
treasurer. 

Completing the Annual Financial Summary of Treasurer of 
Local Chapter – IRS-LC 



Enter all Receipts – 
Total is entered as 
Letter B. 
 
Enter all 
Disbursements – 
Total is entered as 
Letter C. 



Disbursements: 
 
#11 – Amount should match #6 from 
the Annual Report form. 
 
#12 – Money donated to International 
projects. 
 
#13 – Money donated to Rita Carper 
Terry Cottey College Scholarship fund 
(RCTCCSF). 
 
#14 – Money donated to Local Chapter 
scholarships and/or Local Chapter 
Foundation funds. 



Add Letter A to Letter B.  
 
Subtract Letter C to determine Letter D.  
 
Enter Letter D on form.  
 
  Triple check math. 



 
 
Enter assets in 
#20 through #26. 
Total them to 
determine Letter 
D on bottom of 
form.  
 
 

BOTH LETTER Ds MUST MATCH! 



Turn form over and 
complete any 
necessary sections. 



The president and treasurer must sign 3 copies of 
the Annual Report and 2 copies of the IRS-LC form. 
All 3 copies of the Annual Report and 1 copy of the 
IRS-LC form are mailed to the State Treasurer.  



ALL FORMS MUST BE MAILED BY MARCH 10th 
 
 
 
 

 

 

Please contact your state officer with any questions. 

 2 copies of the Annual Report form are returned to the 
treasurer. One copy is kept by the treasurer, one copy is 

kept by the president. 

 Check is dated the last day of February 
regardless of the date it is actually written. 
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