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Filing Your Annual Report Early

It may be necessary to file before the end of December if you will be unavailable during January. Please do not file before January 1st unless it is unavoidable. We will still need the complete accounting report through December 31st. You could complete and file your Annual Project Report Form and then have someone else complete your project’s accounting report and fee payment if you are unavailable during January. 

If you must file before December 31st, please follow these steps: 

1. Fill out the Annual Project Report Form. [Annual Project Report Form] Email it to AnnualReport@SeedsProjectNonProfit.com. 

2. Compile the electronic documents for all of your accounting records through November. Use the [Annual Accounting Report Checklist] to be sure you have included all the necessary receipts. Send emails with the documents attached to Accounting@SeedsProjectNonProfits.com. Send an additional email with the subject “Partial Filing of Year’s Accounting”. Explain in this email that you need to file early and your filing will be missing December’s data. Tell us the date by which you will provide us the December data. For example, “I will return on February 3rd and will file the December data no later than February 15th. 

3. Estimate your project’s total annual income including December. Multiply your estimate of the year’s income by 2% or .02 to determine your estimated fee. Mail your fee payment with a note showing your project’s total income from January through November and the amount of income you estimated for December. 

4. When you return, you need to promptly complete your filing. 

a.) File the actual report for December, including the bookkeeping record and all required receipts, by email to Accounting@SeedsProjectNonProfit.com. 

b.) Determine your project’s annual fee for the current year. You already paid us based on your estimated income. If you overpaid, determine how much we need to reimburse to your project. Send a reimbursement request explaining the overpayment to : Accounting@SeedsProjectNonProfit.com. 

c.) If you underpaid your fee, determine what additional payment is due. Send a check for that amount, with your explanation, to The Seeds Project, 2110 South Bascom Ave., Suite 201, Campbell, CA 95008. Include a note identifying your project’s name and actual annual income.
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