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Unless your branch has no an-
nual income or fi nancial ac-
tivity, you must fi le with the 

Offi ce of Labor-Management Stan-
dards (OLMS) one of three types of 
fi nancial reports, depending on the 
total annual receipts of the branch. 
The Labor-Management Reporting 
and Disclosure Act (LMRDA) requires 
unions to fi le the report within 90 
days after the branch’s (or state asso-
ciation’s) fi scal year. Most branches 
have fi scal years ending Dec. 31, so 
most should be fi ling by March 30 
each year. Branch presidents and 
secretary-treasurers are responsible 
for ensuring that required reports 
are fi led timely and accurately. The 
LMRDA does not provide for or per-

mit an extension of time for fi ling for any reason.  
The fi ling requirements are:

• Form LM-2—Lengthy report fi led electronically by 
branches with $250,000 or more in annual receipts. 

• Form LM-3—Four-page report fi led by branches with 
total annual receipts of at least $10,000 but less 
than $250,000. The Department of Labor (DOL) in-
stituted a new electronic fi ling system, the Electron-
ic Forms System (EFS), which replaced the Adobe 
Acrobat and digital signature system. With a web-
enabled computer, treasurers may complete, sign 
(along with the president) and electronically fi le the 
LM-3 without purchasing a digital signature or down-
loading special software. In addition, EFS performs 
all calculations for the LM report and completes a 
form error check prior to submission to the DOL.  

• Form LM-4—Two-page report fi led by branches with 
annual fi nancial receipts of less than $10,000. Al-
though paper may be used, the EFS is more benefi -
cial (see above).

The offi cers required to fi le annual fi nancial reports are 
responsible for maintaining records that will provide in suf-
fi cient detail the information and data necessary to verify 
the accuracy and completeness of the report. The records 
must be kept for at least fi ve years after the date the report 
is fi led. Any record necessary to verify, explain or clarify 
the report must be retained, including, but not limited to, 
vouchers, worksheets, receipts and applicable resolutions. 

Willfully failing to fi le a report or to keep required records 
can lead to criminal penalties—specifi cally a fi ne of not 
more than $100,000, imprisonment for not more than one 
year or both. Knowingly making a false statement or repre-

sentation of a material fact or knowingly failing to disclose 
a material fact in a report or other required document; and/
or willfully making a false entry in, or withholding, conceal-
ing or destroying documents required to be kept may result 
in the same penalties listed above.

More information on fi ling the appropriate LM form 
for your branch or state association can be found at dol.
gov under “Compliance Assistance,” “Unions and Union 
Members,” “Financial Reporting and Fiscal Controls,” and 
“Compliance Assistance Materials.”

In addition to information on fi ling the LM report, the 
same sequence of links can be used to fi nd other impor-
tant information, including, but not limited to: 

• Conducting Audits in Small Unions—A guide for trust-
ees with a limited, focused review of fi nancial records 
that was developed for use by trustees from small 
unions. This guide is ideal for all NALC branches and 
state associations. Not only should trustees be aware 
of and use the guide, it also is helpful to other branch 
offi cers with fi duciary duties. The guide will assist all of-
fi cers in understanding their responsibilities in ensur-
ing that the NALC constitutionally mandated require-
ment that trustees perform an audit of the branch’s 
books at least once every six months is met thoroughly 
and accurately.

• Bonding Requirements Under the LMRDA—All branches 
and state associations that have liquid assets and annual 
receipts of $5,000 or more in value must be bonded.

• Bonding Computation Worksheet—Many NALC branch-
es and some state associations either do not have a 
bond and should, or are under-bonded. This worksheet 
will assist the branch treasurer in assuring that any 
branch offi cer who handles funds or who has access to 
funds is bonded for at least the minimum amount re-
quired by the Department of Labor. 

• Internal Financial Controls—Provides information on 
the general fi duciary responsibility for offi cers and 
employees of labor organizations who occupy posi-
tions of trust. 

• OLMS En Español—Provides links to OLMS Spanish 
language resources.

Registration for the Secretary-Treasurer Training Seminars 
remains under way. The announcement and form were in the 
December Postal Record, the Nov. 13 NALC Bulletin and also 
are available online at nalc.org. The seminar is primarily for 
branch and state association secretary-treasurers; however, 
other offi cers who deal directly with branch fi nances are in-
vited.  The fi rst seminar is Feb. 25-27 in Orlando; the second 
is in Cleveland April 22-24. Each seminar is limited to 150 
members, so act quickly to guarantee a space.
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