Mistakes to Avoid

 Report doesn’t balance (44-55)=(25B-25A)
e Omitting Officers
e By-law changes

o
® ©
)
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DOL Review of NALC Forms LM-3

LM-3 NUMBER OF
TIMES FOUND
1. Cash doesn’t reconcile 11
2. Item9: 2
3. Item 14: 3
4. Fidelity bond inadequate: 16
5. [Item 23 incomplete or incorrect 39
6. Item 24: 17
a. Column (D) blank (1)
b. Line 8 not completed (1)
¢. No total on Line 9, Column (D) (1)
d. No payroll deductions reported on Line 10 (13)
e. Total doesn’t agree with Item 45 (1)
7. Beginning and Prior Assets don’t agree 5
8. Not all items in Statements A and B completed with a number or zero 6
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Expense
dacurmentaton

NALC, Last Two Years, Most Prevalent Violations

3 - R e

= — J& R
; S
ftem 24 Inadequate Lostwages Fadureto fie Meal Blank
incomphete (LM-3) receipts bylaws decumentation  checksfcounter-
signature
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Expense Documentation

= Generally, this type of recordkeeping violation relates to the lack of (or

inadequate) supporting documentation for reimbursed or credit card
expenses (other than meal expenses) submitted by officers or
employees.

Inadequate Bonding

All labor organizations covered by the LMRDA are required to be
bonded for a minimum of 10% of the total funds handled by union
officers and employees during the preceding fiscal year.

[tem 24 Incomplete (LM-3 Filers Only)

Item 24 of Form LM-3 reports payments made to officers. Generally,
there are at least two types of reporting violations here:

— Failing to list all individuals who held office during the reporting
year, even if only for a very short period of time, and regardless of
whether they received any payments or not

— Incorrectly reporting payments or reimbursements to officers under
items 48 or 54 instead of reporting them in item 24.
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Failure to Record Receipt Dates

# |t is not sufficient for union records to simply record the date funds were
deposited; they must also record the date the money was actually
received.

Lost wages

s This type of recordkeeping violation involves incomplete or inadeqguate
documentation for lost wage claims by officers or employees. Claims
for lost wages must be supported by, at a minimum, the following:

The date(s) wage loss actually occurred
The number of hours of wage loss on each day claimed
The rate of pay the applies to each incident of wage loss

The specific union business purpose involved in each claim of wage loss. It
is not sufficient to record “union business”; more specificity is required.

Failure to File Updated Bylaws and Constitution

s When changes are made in their constitution or bylaws, the affiliate is
,.mﬂ‘___,ma to submit a copy of its revised constitution and bylaws along
wit

its LM report.
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Meals Documentation

* Inadequate or missing documentation in support of officer or employee
claims for meal expenses are involved here.

— The union must maintained itemized receipts provided by restaurants to
officers and employees.

— Branch records of meal expenses did not always include written
explanations of union business conducted or the names and titles of the
persons incurring the restaurant charges.

— the records retained must identify the names of the restaurants where the
officers or employees incurred meal expenses.

No counter-signature, signing blank checks or signatory
problems

®  While these are neither recordkeeping nor reporting violations, they
certainly are recognized internal controls:
— Requiring all union checks be counter-signed by at least one other
authorized union officer
— Not signing blank checks under any circumstance

— Keeping all signatories on all union accounts, including checking accounts,
up to date




Overview: OLMS Electronic Forms System

Electronic Forms System (EFS) is the Office of Labor-Management Standards’
(OLMS) web-based reporting system for filing annual LM-2, LM-3 and LM-4
reports.

To use EFS, a union will select a representative to register with EFS online and
obtain a unique Private Identification Number (PIN) for that union.

The union representative will then distribute this PIN to any individuals who
will need access to prepare, review, or sign the LM Forms. This will safeguard
access to the union’s forms and data.

Unions will need to obtain a new PIN every year to maintain authorized access to
union files. Further, if an active PIN becomes compromised, OLMS can cancel that
PIN and issue a new one.

In smaller unions one person may end up serving as the union representative who
registers the union with EFS and the preparer, as well as a signing officer. Each officer
who must sign the form will need to register for and establish an individual user

account.
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Overview: OLMS Electronic Forms System

 Each user, including union officials responsible for signing the form, will need to
register for an EFS individual user account and password to gain access to the
system. Individual users need to register only once: after they have an account
established in the system, users can log in with the union PIN and union LM file
number to access the LM reports.

 Preparers such as accountants who have registered for an individual user
account will be able to access multiple union forms with their user accounts,
provided they have the correct union PIN for each union.

« Because the system is web-based, the form can be easily accessed by multiple
individuals in different locations, making preparing and digitally signing the form
much simpler.

« The form can be prepared over a period of time and saved in draft before
submission.

« The system performs a series of validation checks to help the filer ensure all

data is completed.
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10 Steps to Electronic Filing

On the first page click “Validate” at the top of the screen. If there are
any problems, they will appear on the “Valuation Summary” page. After
fixing any problems save the form and validate again.

Once the form passes the validation check, the two signature boxes on
the first page turn red and read “Click Here to Sign.”

Each officer signing the form must log into the website separately using
his or her own personal login and password.

The first officer will click on the red signature box then will be taken to a
new screen to re-enter the password used to access the form.

Click on “Sign” then save and log out of the form.
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10 Steps to Electronic Filing (cont.)

6. The second officer then logs into the form and clicks the red signature box to “sign” the form.

7. Please note: at this point, if any changes are made to the form, the signatures will disappear
and the form will need to be validated once more before it can be signed again.

8. After the signatures are attached and no further changes will be made, this is the best time
to make a copy of the form for your records. Click “Print” on the upper right corner then
when prompted, click “File > Save As” to save an electronic copy on your computer. After
the form has been submitted, you will no longer have this option.

9. Now you are ready to click “Submit” at the top of the first page. Be patient, it will sometimes
take several minutes. Once the transmission is successfully completed, you will receive a
message saying that your form has been accepted for processing. This message will
contain a confirmation number. This screen should also be printed out or saved as a pdf file
to save for your records.

10. As with any electronic system, there are sometimes unexpected problems that arise. If
something happens so that the form does not transmit properly, instead of a confirmation
number you will receive a message that includes an error message, instructions, and a
phone number to contact if the problem cannot be easily corrected. Often the problem can
be solved by simply waiting a few minutes and trying again.
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Office of Labor-Management Standards (OLMS)

OLMS Electronic Forms System: Frequently Asked Questions

What is a PIN?

The Private Identification Number (PIN) is a unique number assigned to each union as a way to securely allow only those persons who should
have access to complete and submit reports with the Office of Labor-Management Standards’ Electronic Forms System (EFS). Users can obtain a union
PIN by going to the_EFS home screen and selecting the "Obtain a Union PIN' link.

How do I obtain a PIN?

Each union should select one representative to register with EFS online and obtain the PIN for that union. Once a union PIN has been requested, a
confirmation email containing the PIN will be sent to the representative. At the same time, a letter will also be sent to the union confirming issuance of
this PIN.

The union representative should then distribute this PIN to any individuals who will need access to prepare, review, or sign the LM Forms. This process
will safequard against unauthorized access to the union’s draft forms and data. Preparers such as accountants will be able to access multiple union
forms, provided they have the correct union PIN and an EFS account.

You can obtain a PIN by going to the EFS home screen and selecting the 'Obtain a Union PIN” link.

Do I need a new PIN every year?
Yes! Unions will need to obtain a new PIN every year to further prevent unauthorized access to union forms and data. In addition, if a PIN becomes
compromised, lost or no longer private at any time, a new PIN can be obtained by contacting our Forms Help Desk at 1-866-401-1109.

What do I do if an officer or employee leaves the union? Can I get a new PIN?
Yes! If a union officer or union employee who knows the PIN leaves the union for whatever reason, or if the union PIN becomes compromised, lost or
no longer private in any way at any time, a new PIN can be obtained by contacting our Forms Help Desk at 1-866-401-1109.

What is the difference between obtaining a PIN and registration?

Reqistration refers to obtaining a personal user account to access EFS. Every EFS user needs an individual user account to access the EFS system. The
PIN is a unique number assigned to each separate union. Anyone who needs to prepare or sign an LM Form in EFS will need the specific union PIN for
their union as well as an individual user name and password.
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I cannot remember the PIN, what should I do?
If you need to cancel ar re-issue a union PIN, please contact the Forms Help Desk at 1-866-401-1109. Only a union representative can cancel or obtain
a new PIN.

When will I receive the PIN?

I'he PIN will be emailed to the union representative who registered the union at the email address he or she provided. This process should occur
immediately; however, a short delay may occur due to possible recipient email spam filters. If you do not see the PIN email in your Inbox after 15
minutes, please check your spam or junk mail folders for the email.

I never received my PIN, what should I do?

First, check your spam or junk mail folder. Some email spam filters may not recognize the PIN confirmation email and automatically forward it to your
spam or junk mail folder. If you still do not see it, verify that we have the correct email address on file by going to the EFS Home Screen and clicking
the link for *Edit User Account Information” (https: //efs.dol-esa.gov/efsuifauthentication.do). After you have done this, contact the Forms Help Desk at
866-401-1109 for further assistance,

How do I find my union file number?

The easiest way to find your file number is to look at last year’s filed report. The union file number is Item 1 on the LM Forms. You can also look up
your file number on the OLMS Public Disclosure Room by dlicking here. If you still cannot locate your file number, please contact the OLMS Division of
Reports, Disclosure and Audits at 202-693-0123.

What do I do if I cant remember my username or password?
Please go to the EFS home screen and you will see links below the log-in section to recover yaur username or password.

Who must sign the LM Form?
The completed Form must be signed by both the president and treasurer, or corresponding principal officers, of the labor organization. A minimum of
two signatures is required to submit the completed report.

How do I sign the LM Form?

Once the form has passed the validation check, the signature blocks will turn red, indicating the form can be signed. All officers who must sign the
form must have established user accounts and must log into EFS with their account information to sign the form. You must re-enter your
password to sign the form. By doing so, you are legally attesting under penalty of perjury that you are the person identified by name in the signature
block and a duly authorized officer of the unian.

Can I make changes/corrections to the form after it has been signed?
Yes, but your changes or corrections will cause the signature to be removed. You must then validate and sign the form again.

Last Updated: 04-10-12
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Basic Assumptions - Form 990EZ Part |

DISBURSEMENTS
Officer Salaries
Officer Expenses
Employee Salaries
Employee Expenses
Utilities
Payroll Service
Office Expense

Insurance

Donations
Scholarships
Employment Taxes
Property Taxes
Member Benefits
Legal & Accounting
Newsletter
State/Regional AFL-CIO
Equipment

Total Disbursements

ADJUSTMENTS LM to 990
Officer Reimbursement
Fixed Assets Capitalized
Fixed Assets Donated

Total for NO FIXED ASSETS

106,935
9,300
10,200
1,430
5,890
950
3,641
4,450
6,645
1,000
5,400
2,800
8,219
3,940
5,400
8,400

2,615

187,215

Ahmmv
(2,615)
3,000

187,115

186,730

10

Grants

11 12

Benefits  Salaries

13 14

Prof Fee

Occupancy

15

Printing

16

Other

6,645
1,000

106,935

10,200

8,219

5,890

3,940

5,400

9,300

1,430

950
3,641

4,450

5,400
2,800

7,645

8,219 117,135

3,940 5,890

5,400

38,501



