This is an explanation on how to use the Impact report shown on this website.  This is an extended version that you can fill out during the year and then transfer the information to the Impact report that we receive from Department and is filled out and sent to the 3rd District President.  The President then tallies all the forms sent to her and sends the District Tally form to Department.  This modified impact report is color coded with additions to try to help the units understand which area to put the information under.  
The modified impact report is the same as the one the Department sends out except for the items listed under Lines 2, 9, 18,20 and 23, which list the programs, donations and activities so the units know which section to put their donations and hours.  The modified impact report can be changed to fit each unit’s donations and hours depending on what kind of activities the unit participates in.  
It can also be modified to fit the needs of your unit for your members to fill out for their volunteer hours and donations.  If the members bring their hours and donations to the meetings, these hours can be added in after each meeting and if donations are added after each meeting, then the totals are ready for yearend reporting, and you don’t have to back track to fill out the form.  You can just transfer the numbers to the Department form and send it to the District President.  She will tally up the numbers from each unit and forward the information to Department.
If you are familiar with the American Legion Auxiliary Department donation form (which was sent in the September Department Unit mailing and printed on Green paper), this is the form that your unit should be sending in with any donations you make to the Department programs. 
Just a note here about the Department Donation form, the second item on the left is the ALA hospital program, when sending any donations to Department for Veterans Homes and Hospitals they should be put under the ALA hospital program and in the memo line of the check write which Hospital or Veterans Home you are donating to so they know which fund to put it under.
On the 3rd District website, we now have a form for the units to send in their per-capita, donations for the Presidents Project, the Honorary Jr Presidents project, and the St Peter fund for the Christmas and Spring Fling parties.  This form was also in the September newsletter.
The Impact Report is color coded.  The Department Donation sheet information is shown in the 2nd column under the different sections that the donations should be reported under. (The donation sheet information is Bordered in green.) I made this determination by looking at the explanation sheet for each program which was included in the Department September Unit mailing.  The Department donations are listed under line 2, Line 9, Line 18 and Line 23 depending on what the donation is for.
This Impact Report was created as a excel spreadsheet and If you know excel, I could send this form to you, there are formulas in the file and when you type the amounts in the columns the formulas will total the amounts from the column and put the totaled amount in the space/cell it belongs.  
For instance. If you look at the 1st section of the impact report which is Yellow, Service for Veterans/Military and includes Line 1 through 7.
Line 1 shows total hours volunteered.  These are the total hours your members spent in Service for Veterans and Military.
Now if you look under line 2 which is the total dollars spent in Service for Veterans and Military.  There are programs listed that the Auxiliary participates in.  In the 3rd column labeled Member Hours are the members volunteer hours next to the programs they participated in.  These volunteered Hours are shown totaled on line 1 under member hours and again on Line 1 under total.  When you type in the hours, they automatically total to Line 1 under Member hours shown in yellow (because of the formula located in this cell) the number of hours is also totaled on the far right column under Total shown in yellow (because of the formula located in this cell).
Under Line 2 in the second column the items shown in the green box are some of the program donations listed on the Department donation form that is filled out and sent to Department with the donations. These donations are solely for our Veterans and Military so you would put the amount donated from the members under the member donation in column 4 and the amount your unit donated under unit donations in column 5.
If any unit members donated to the programs listed under line 2, member donations, when the donations are typed in, they automatically total on Line 2 shown in yellow with the $50.00 in it. (because of the formula located in the space/cell under member donations)
If your unit donated to the programs listed under line 2, when you type in the unit donations, they automatically total on Line 2 which is shown in yellow. (because of the formula located in the space/cell under unit donation any donations typed in will total to line 2)
Then the total of member donations and unit donations on line 2 are totaled into the far right Total column because of the formula in that cell to show the total donation from members and unit shown in yellow.
If you look at Section 1 Line 6 and 7 for poppy items distributed and dollars raised from poppies it does not list volunteer hours.  
If you look in Section 4 under Line 20 It lists Poppy Donation hours.   The hours spent on Poppy items distributed and Donations should be typed in here and they will be totaled on line 19 under member hours along with the rest of the hours reported under Section 4 Our Service representing the ALA in our Community Line 19 Member Hours.  
Also notice that Donations for unit scholarships are listed in Section 5 on Line 22 and 23 but there is no column for volunteer hours.  
As with the Poppy Hours, If you look in Section 4 under Line 20 It lists Unit Scholarship hours.   The hours spent on scholarships should be typed in here and they will be totaled on line 19 under member hours along with the rest of the hours reported under Section 4 Our Service representing the ALA in our Community Line 19 Member Hours.  
If you use the modified impact report, because your unit is sending this information to the District President for her to tally the numbers from the units for the District Impact Report form sent into Department, you could just send a copy of this report to the President as it is the same as the one that is sent out by Department except for the addition of the programs under each section and the information tallied would have the same line numbers.
If you are not familiar with excel, I could create the form with the programs and activities your unit donates to or participates in for you to print out and write the information on.  Then each year your unit would have a record of what was donated and in which section the information goes for reference for the following year.
In sections 1 through 5 the spaces that have color in them have formulas but some spaces that do not contain color have formulas.  Any space that contains a 0 or $0.00 most likely has a formula in it.

