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1.  Using the OLMS web site
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The Highlights section is frequently 
updated to direct you to topics of current 
interest, including rulemaking and 
annual reports.  
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www.unionreports.gov allows you 
to search for union financial 
reports, officer, employer and 
labor relations consultant reports, 
as well as collective bargaining 
agreements.  

This tutorial shows you how to locate 
any union’s LM report

http://www.unionreports.gov/�
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Under Resources, it’s also possible to 
access the OLMS Online Public 
Disclosure Room, obtain copies of all 
our report forms and the instructions, 
get information about OLMS 
enforcement activities (next slide) and 
publications, including our new 
Compliance Tips and copies of our 
Employee Rights Poster, in multiple 
languages.  

Compliance audit closing letters can 
also be accessed here (by year, in 
alphabetical order by union)

Also, our eLaws election adviser and 
our mailing list can also be accessed

The “Resources” section allows you 
to pull up all our forms and 
instructions, most recent 
enforcement activities (by year), 
publications, compliance tips and 
audit reports (by year)
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Finally, you can call OLMS for help, 
or send an email, find out about 
seminars or workshops, look up the 
nearest OLMS field office or get on 
our mailing list.  If you have 
questions about electronic filing, you 
can call our software support desk



8

2.  Internal financial controls and 
segregation of duties
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Use of signature stamp (from Compliance Audit closing letters)

• Again, although neither a specific recordkeeping nor reporting violation, a 
number of affiliates reported using a signature stamp in lieu of a second 
signature.  Here is an excerpt from an actual closing letter:

– During the audit, ____________ advised that it is Local ____ practice for her to 
sign all union checks and to stamp the signature of President ___________ on 
union checks. ___________ indicated that she is the only officer who reviews the 
checks before they are issued.  Local _____ bylaws require that checks be 
signed by the president and treasurer.  The two-signature requirement is an 
effective internal control of union funds.  Its purpose is to attest to the authenticity 
of a completed document already signed.  However, the use of a signature 
stamp for the second signer does not attest to the authenticity of the completed 
check and negates the purpose of the two-signature requirement.  OLMS 
recommends that Local ____ review these procedures to improve internal control 
of union funds.
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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
• Here are two samples from actual closing letters:

– According to the (local union’s) constitution, the local’s president and secretary-
treasurer are required to counter-sign all checks.  Currently, Local ___ is not 
requiring all checks to be counter-signed.  The two signature requirement is an 
effective internal control on union funds.  Its purpose is to attest to the 
authenticity of a document.”

– During the audit, you learned that the bank had a former president listed as a 
signatory on your checking account instead of your current president.
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No written policy for expenses (or lost wages)

• Although neither a recordkeeping nor reporting violation, many CAP closing 
letters noted a lack of a written policy for expense reimbursement (and lost 
wages).  Below is an excerpt from one of the closing letters:

– As I discussed with you during the exit interview, the audit revealed that the ____ 
does not have a clear policy regarding the types of expenses that can be 
charged to union credit cards.  OLMS recommends that unions adopt written 
guidelines concerning such matters.
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Segregation of duties:  overview

• Segregation of duties is an internal control intended to ensure that no one 
individual has exclusive control over any aspect of the finances, such as 
receipts or disbursements (think of “checks and balances”).

• Segregation of duties helps prevent and detect the misuse and/or 
embezzlement of funds.

• When duties are not properly or completely segregated, it increases the 
likelihood that individuals handling funds will become careless and even 
perhaps commingle their own funds with those of the organization.
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Segregation of duties:  Typical constitutional requirements

• While it may seem difficult for a small local union to segregate 
duties, most union constitutions already require this.  Here are some 
sample excerpts:

– The Financial Secretary shall “receive all monies and funds paid to the 
local union” and then to transmit these funds to the Treasurer “upon 
receiving the Treasurer’s receipt therefore”.  

– The Treasurer is required to “receive and hold all funds collected by the 
FS and to give the FS a receipt for moneys delivered to him”.

– The Recording-Corresponding Secretary is required “to sign all orders 
on the Treasurer for disposition of funds authorized by the Local Union”.  

– The Treasurer cannot make any “disbursements without approval of the 
local union and only upon written order of the President and Recording-
Corresponding Secretary”.
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Segregation of duties:  Receipts

• OLMS recommendation for handling receipts:

– One staff member (or officer) lists all incoming receipts; 
– a second staff member (or officer) records all receipts to the general 

ledger; 
– a third staff member (or officer) prepares deposit slips and makes bank 

deposits; and 
– the first staff member (or officer) reconciles receipts to the cancelled 

bank deposit slips.”

• In very rare circumstances, such as when there are no part-time or full-time 
office employees:

– One officer receives and lists the receipts;
– A second officer records the receipts in the ledger or journal
– The first officer then prepares the deposit slips and makes the deposits
– Using the deposit slips from the bank, the second officer reconciles the 

deposits from the bank statement each month.
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Segregation of duties:  Disbursements

• OLMS recommendations for handling disbursements:

– Someone other than the person preparing or recording the checks 
should distribute the checks for signature and then disburse the signed 
checks to the appropriate payee.

– Someone other than the person who prepares the payroll should 
actually submit it for processing.
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Segregation of duties:  Written policy, training and accountability

• The union should adopt a written policy which spells out segregation of 
duties.

• The very best possible policy on segregation of duties, however, will not 
work unless all officers and employees are trained in the policy and held 
accountable for it.

• These policies must be monitored regularly to ensure that they are strictly
adhered to. 
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3.  Delinquent LM reports

AFGE receives quarterly delinquency (DARS) reports from OLMS.  
The  Delinquent Affiliates Report System (DARS) report is shown in 
the next slide.  
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Delinquency reporting (DARS)



21

4.  Bonding
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Bonding

• The minimum bonding amount for each covered officer or employee is 10 percent of the funds 
handled by the official and his or her predecessor, if any, during the preceding fiscal year. For a 
new union, the bond must be at least $1,000 for a local union and not less than $10,000 for other 
unions or for a trust. 

• A worksheet is found on the OLMS website at 
http://www.dol.gov/olms/regs/compliance//bonding.htm#appendixa

• The maximum bond required for any one person in any one union or trust is $500,000. However, a 
person who handles funds for more than one union or trust may be required to be bonded for up 
to $500,000 for each union or trust.

• A quick formula (this is more suited to LM-4 and LM-3 filers) for computing the approximate 
amount of required bonding coverage is:  

– Liquid Assets + Total Receipts x 10%
equals
Amount of Coverage Required 

• The amount of bonding coverage must be computed at the start of each fiscal year and any 
necessary increase in coverage should be promptly obtained. Any lapse of adequate coverage is 
a violation of the LMRDA. To prevent a lapse in coverage, national and international unions that 
purchase bonding coverage for their affiliates should examine the timetables established for 
affiliates to report the funds handled during the fiscal year.

• While your International provides blanket bonding, frequently local unions do not use the amount 
of coverage that the international provides.  You should check with the ST’s office each year 
before you file your LM and you can also use the above formula to check the adequacy of your 
bonding coverage.

http://www.dol.gov/olms/regs/compliance/bonding.htm�
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Bond 
Difference 

MAXIMUM_BOND 
REPORTED Min Bond Reqd

AdjustedAssetsFor
Bonding DESIG_NAME DESIG_NUM

$        18,264 $          20,000 $          38,264 $            382,636 LU 3615
$        22,113 $            5,000 $          27,113 $            271,127 LU 589
$        22,637 $          10,000 $          32,637 $            326,366 LU 548
$        22,994 $                   - $          22,994 $            229,943 LU 644
$        23,417 $            5,000 $          28,417 $            284,174 LU 2554
$        24,752 $          40,000 $          64,752 $            647,517 LU 1148
$        27,442 $          30,000 $          57,442 $            574,420 LU 2607
$        29,689 $        250,000 $        279,689 $        2,796,888 LU 987
$        32,574 $            5,000 $          37,574 $            375,736 LU 3627
$        32,947 $          20,000 $          52,947 $            529,470 LU 2109
$        33,443 $          25,000 $          58,443 $            584,427 LU 1546
$        54,414 $          50,000 $        104,414 $        1,044,140 LU 2437
$        63,471 $        150,000 $        213,471 $        2,134,708 LU 1613

This is a partial listing of AFGE locals, who, based upon their 2010 LM 
reports, appear to be under-bonded.  The next slides show the bonding 
calculations for locals 1613 and 2437.
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Maximum Reported Bond (item 
14 of LM-2) is $150,000.

Minimum Required Bond is 
calculated on the next two 
pages and compared with item 
14.
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For the Form LM-2, Minimum Required Bond  (MRB) is the sum of items 22 –
26 plus 28 for the beginning of the year (start of reporting period) in column A 
plus total receipts (item 49) less any receipts from the sale of investments held 
at the start of the reporting period (Schedule 3).  This entire amount is 
multiplied by 10% to obtain the MRB.

Sum of items 22 – 26 plus 28 = $467,107
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Total receipts are $1,667,601 – $0 (Schedule 3) Sale of investments from the 
start of the reporting period.

To this we add the adjusted assets from the previous slide ($467,107)

Adding the two together, we get $1,667,601 + $467,107 = $2,134,708

Multiplying this amount by 10%, we get a minimum required bond of $213,471.

Compared to the maximum reported bond, they are under-bonded.
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Maximum Reported Bond 
(item 14 of LM-2) is $50,000.

Minimum Required Bond is 
calculated on the next two 
pages and compared with 
item 14.
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For the Form LM-2, Minimum Required Bond (MRB) is the sum of items 22 
– 26 plus 28 for the beginning of the year (start of reporting period) in 
column A plus total receipts (item 49) less any receipts from the sale of 
investments held at the start of the reporting period (Schedule 3).  This 
entire amount is multiplied by 10% to obtain the MRB.

Sum of items 22 – 26 plus 28 = $81,474 + $21,893 = $103,367
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Total receipts are $940,773 – 0 (Schedule3) Sales of investments at the start of 
the reporting period.

To this we add the adjusted assets from the previous slide ($103,367)

Adding the two together, we get $940,773 + $103,367 = $1,044,140

Multiplying this amount by 10%, we get a minimum required bond of $104,414.

Compared to the maximum reported bond, they are under-bonded.



5.  Recordkeeping best practices (from Compliance 
Audit closing letters for AFGE)
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Officer/employee reimbursed and credit card expenses

• 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. 

• Below is a sample excerpt from a CAP closing letter:

– “_____Workers ___ did not retain adequate documentation for reimbursed 
expenses and credit card expenses incurred by union officers and employees 
totaling at least $835.51.  For example, President ____ had reimbursed 
expenses for tolls, faxes and check fees that did not include any back up 
documentation.  Recording Secretary ___ had reimbursed expenses for 
transportation to and from the airport that did not include any receipts.  
Additionally, several credit card charges failed to have receipts attached.  
President ___ failed to provide a receipt for a rental car in November 2006.  
Treasurer ___ and Recording Secretary ___ also had charges on the union 
credit card but did not provide receipts as supporting documentation.  As noted 
previous above, labor organizations must retain original receipts, bills, and 
vouchers for all disbursements.  The president and treasurer (or corresponding 
principal officers) of your union, who are required to sign your union’s LM report, 
are responsible for properly maintaining union records.”
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Officer/employee meal expenses

• Inadequate or missing documentation in support of officer or employee 
claims for meal expenses are involved here.  You must retain the original, 
itemized meal receipt and record the names and titles of those included in 
the meal as well as the specific union business purpose of the meal, as the 
following excerpt from a CAP closing letter demonstrates:

– Local ___ did not require officers and employees to submit itemized receipts for 
meal expenses totaling at least $4,475.  The union must maintained itemized 
receipts provided by restaurants to officers and employees.  These itemized 
receipts are necessary to determine if such disbursements are for union 
business purposes and to sufficiently fulfill the recordkeeping requirements of 
LMRDA Section 206.  Local ___ 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.  For example, meal expenses 
incurred by union officers and employees while in attendance at the National 
Convention and while on other union business did not include written 
explanations.  Union records of meal expenses must include written explanations 
of the union business conducted and the full names and titles of all persons who 
incurred the restaurant charges.  Also, the records retained must identify the 
names of the restaurants where the officers or employees incurred meal 
expenses.
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Items sold or given away

• Unions giving away (or even selling) union T-shirts, hats and other supplies, 
selling raffle tickets or giving away door prizes such as gift cards at union 
meetings or other events need to keep records of all items purchased and 
maintained by the union and records of all items sold or given away (i.e., all 
who purchased tickets, who received prizes or even free T-shirts, hats or 
other supplies).  This is necessary to establish that the funds were spent for 
their authorized purpose.

• Here is a sample excerpt from an actual CAP closing letter:
– “Local ___ did not record in its receipts records some payments received for the 

sale of raffle tickets and tickets to the union’s picnic totaling as much as $3,099.  
Moreover, the Treasurer’s Report list each check paid to the union for picnic 
tickets, and there is a receipt in the union’s records for those payments, but the 
union did not list individual cash payments in the Treasurer’s Report, nor did it 
maintain a receipt for each cash payment.  Union receipts records must include 
an adequate identification of all money the union receives.  The records should 
show the date and amount received and the source of the money.”
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Lost wages

• This type of recordkeeping violation involves incomplete or inadequate 
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.

• The following is a sample excerpt:

– Local ___ did not retain adequate documentation for lost wage reimbursement 
payments to Treasurer _____ and Vice President ____ totaling at least 53 times.  
The union must retain records in support of lost wage claims that identify each 
date lost wages were incurred, the number of hours lost on each date, the 
applicable rate of pay, and a description of the union business conducted.  The 
OLMS audit found that Local ___ officers did not identify on the lost wage 
vouchers the union business conducted.  Local ___ must describe the reason for 
lost wage reimbursements both for LWOP and the “hour for hour” lost time 
claims.  During the exit interview, you provided a sample of an updated lost time 
voucher that Local ___ will use to satisfy this requirement.  The revised voucher 
now allows for the identification of the business conducted while receiving lost 
wages.  
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General receipt records

• For all income received (“receipts”), the affiliate must record at least 
three things:
– The amount received
– The date it was received
– The source of the funds received.

• Frequently, unions forget to record receipts such as employer 
payroll deduction dues check-off, rental income, sale of supplies, as 
the following excerpt demonstrates:
– “Local ___ failed to record receipts.  Union receipts records must 

include an adequate identification of all money the union receives.  The 
records should show the actual date and amount received and the 
source of each amount received.  Additionally, entries in Local ___’s 
general ledger reflect the date the union deposited money, but not the 
date money was received.  Union receipts records must show the date 
of receipt.  
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Salary authorization and meeting minutes

• When the union pays officers or employees a salary (other than lost wages), 
it needs to maintain documentation or records, such as minutes of 
meetings, in which the level of salaries were actually authorized.  

• Here is a sample excerpt:

– Local ____ did not maintain records to verify that the salaries reported in Item 24 
of the LM-3 were the authorized amount and therefore were correctly reported.  
The union must keep a record, such as meeting minutes, to show the current 
salary authorized by the entity or individual in the union with the authority to 
establish salaries.

• Minutes must also be maintained to verify disbursement authorizations.  
Here is another sample excerpt:

– “Local ___ did not maintain its 2006 fourth quarter local meeting minutes.  
Minutes of all membership or executive board meetings must be maintained to 
verify disbursement authorizations made at those meetings.”
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OLMS Compliance tips
Go to http://www.dol.gov/olms/regs/compliance/compltips.htm to find 

them

• Lost time payments
• Credit card policies
• Updating by-laws
• Travel expense reimbursement
• Salary and paid leave authorization

http://www.dol.gov/olms/regs/compliance/compltips.htm�
http://www.dol.gov/olms/regs/compliance/CompTipLostTime.pdf�
http://www.dol.gov/olms/regs/compliance/CompTipCreditCard.pdf�
http://www.dol.gov/olms/regs/compliance/CompTipLM1.pdf�
http://www.dol.gov/olms/regs/compliance/CompTipTravelExpenseReimbursement.pdf�
http://www.dol.gov/olms/regs/compliance/CompTipSalaryLeaveAuth.pdf�


6.  Reporting violations for Form LM-3 and LM-2 
filers
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LM-3 Payments to officers

• 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.

• Here is a sample of the latter problem from a closing letter:

– Local ___ did not include some salary or reimbursement payments to officers totaling at least 
$8,295 in the amounts reported in Item 24 (All Officers and Disbursements to Officers).  It 
appears that the union erroneously reported these payments in Item 46 (Employees) and 
Item 48 (Office and Administrative Expenses).

– Also, Local ___ did not report the names and total amounts of payments to or on behalf of 
the local’s five installation stewards in Item 24.  According to the union’s constitution, the 
local officers include one steward from each installation within the area local with at least five 
people.  The union must report in Item 24 all persons who held office during the year, 
regardless of whether they received any payments from the union.  The union must report 
most direct disbursements and some direct disbursements made on behalf of its officers in 
Item 24.  A “direct disbursements” to an officer is a payment made to an officer in the form of 
cash, property, goods, services or other things of value.  An “indirect disbursement” to an 
officer is a payment to another party (including a credit card company) for cash, property, 
goods, services or other things of value received by or on behalf of an officer.  However, 
indirect disbursements for temporary lodging (such as a union check issued to a hotel) or for 
transportation by a public carrier (such as an airline) for an officer traveling on union 
business should be reported in Item 48.
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Failure to file updated bylaws and constitution

• When changes are made in their constitution and bylaws (other than rates 
of dues and fees), the affiliate is required to submit a copy of its revised
constitution and bylaws along with its LM report.

• Here is an excerpt from an actual closing letter:

– The audit disclosed a violation of LMRDA Section 201(a), which requires that a 
union submit a copy of its revised constitution and bylaws with its LM report 
when it makes changes to its constitution or bylaws.  Local ____ amended its 
constitution and bylaws in 2002, but did not file a copy with its LM report for that 
year.  Local ___ has now filed a copy of its 2002 constitution and bylaws.

• Instructions on when you are required to send in amended (and approved) 
by-laws and Form LM-1 can be found at:  

http://www.dol.gov/olms/regs/compliance/GPEA_Forms/LM-1_instructions.pdf

http://www.dol.gov/olms/regs/compliance/GPEA_Forms/LM-1_instructions.pdf�
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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.

• Here is an excerpt from an actual closing letter:

– The audit revealed a violation of LMRDA Section 502 (Bonding), which requires 
that union officers and employees be bonded for no less than 10% of the total 
funds those individuals or their predecessors handled during the preceding fiscal 
year.  Local ____’s officers and employees are currently bonded for $45,000, but 
they must be bonded for at least $64,213.  Local ___ should obtain adequate 
bonding coverage for its officers and employees immediately.  Please provide 
proof of bonding coverage to this office as soon as possible.”

• OLMS has a bonding worksheet to help you determine the amount of 
bonding coverage required:  
http://www.dol.gov/olms/regs/compliance//bonding.htm

• You should check your bonding coverage after you’ve completed each 
year’s Form LM but before you sign and send it in.

http://www.dol.gov/olms/regs/compliance/bonding.htm�
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Acquiring or disposing of assets

• This is the reporting side equivalent of failing to adequately keep 
records regarding the disposition of union T-shirts, hats and other 
items, as well as gift cards, door prizes and lottery tickets.  In other 
words, if you fail to keep adequate records (or no records at all), 
then you will obviously be deficient on the reporting side.

• Here is an excerpt from an actual closing letter:
– “Item 13 (During the reporting period, did your organization acquire or 

dispose of any assets in any manner other than by purchase or sale?) 
should have been answered “Yes”, because the union gave away door 
prizes at the annual union picnic.  Records show that Local _____ 
disbursed approximately $625 for door prizes that were given away at 
the union picnic.  The type and value of any property received or given 
away in the additional information section of the LM report along with 
the identity of the recipient(s) or donor(s) of such property must be 
identified.  Every recipient of such giveaways need not be itemized by 
name.  The recipients can be described by broad categories if 
appropriate such as “members” or “new retirees”.  



43

Cash reconciliation (LM-3 only)

• When the LM-3 is filed electronically, the software automatically verifies that 
the ending cash balance reconciles with the previous year’s ending cash 
balance plus the current year’s receipts minus current year disbursements.  

• When the LM-3 is not filed electronically, it is up to the filer to manually 
reconcile the cash balance.  A number of affiliates’ Form LM-3 did not 
balance.

• In addition, the union should obtain account balances from its books after 
making sure these balances have been reconciled to the balances shown 
on its bank statements, as the following excerpt from an actual closing letter 
demonstrates:

– It appears that the cash figures reported in Item 25 are not the cash figures 
according to the union’s books after reconciliation to the bank statements.  
Specifically, the ending cash figure according to the 2007 LM report was $27,168 
more than the ending cash figure on the December bank statement.
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Cash on hand at BOY = $32,300                                                           Subtotal                        $43,218

Total receipts           $10,918                                                           Total disbursements    ($  6,735)

Subtotal                   $43,218                                                           Cash on hand EOY   $36,483

Has this local reconciled its cash on hand (note the rounding effect)?
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CDs (or mutual funds) reported as investments

• Notwithstanding the instructions for the LM forms, a number of unions 
mistakenly report certificates of deposit (CDs) or even mutual funds as 
investments.  Here is a sample excerpt from an actual CAP closing letter:

– Local ____ improperly included the value of certificates of deposit as investments 
in Statement A (Assets and Liabilities).  For LM reporting purposes, OLMS 
considers a certificate of deposit to be cash.  The purchase or redemption of a 
certificate of deposit is a transfer of cash from one account to another and, 
therefore, the local should not report these transactions as receipts or 
disbursements.  



Frequent LM-2 reporting error:  Incomplete itemization 
pages for Schedules 14 - 19

Itemization pages contain incomplete descriptions of 
either the purpose (column C), the type/classification 

(column B) or have been incorrectly completed



Itemization sheets:  key facts to remember

• Note that an Itemization page must be completed for Schedule 14 if Other 
Receipts from a single payer equal or exceed $5,000 or more per reporting 
year; likewise, an Itemization page for Schedule 15 through 19 must be 
completed if a disbursement is made to a single vendor of $5,000 or more 
within that functional activity category.  

• If no single receipt (in the case of Schedule 14) or no single disbursement 
(in the case of Schedules 15 – 19) within the appropriate functional activity 
category equals or exceeds $5,000, then columns A (Name and Address), 
B (Type or Classification) and “Total of All Non-itemized Transactions with 
this Payee/Payer” line must be completed. 

• If there is one or more receipt (in the case of Schedule 14) or disbursement 
within a functional activity category of $5,000 or more, then in addition to 
columns A and B, items C (Purpose), D (Date) and E (Amount) must also 
be completed for each transaction of $5,000 or more.

47
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Itemization sheets:  key facts to remember

• Here are a few things to keep in mind when you complete columns B and C 
of an Itemization page:

– The “Type or Classification” section (item B) does not refer to your chart of 
accounts, but rather the payer (in the case of Schedule 14) or the vendor (in the 
case of Schedules 15-19).  The instructions require that you describe the type or 
classification of the vendor or payer that you’re preparing the itemization page 
for.  For example, if you have received a rebate or refund from a conference 
hotel, your entry in item B should be “Hotel”.  If your disbursement was for legal 
representation in an arbitration hearing to your law firm, your entry in item B 
could be “Law Firm” or “Legal Counsel”.

– The rule of thumb to follow is that the “Purpose” section (item C) must be 
sufficiently descriptive so any reader can confirm that you have properly placed 
the receipt or disbursement in the correct functional activity category.  If the 
rebate is from a conference hotel, the item C entry needs only to say “Rebate 
from Hotel.”  If the disbursement is to outside legal counsel for representation in 
an arbitration hearing, the item C could be “representation in arbitration case.”

49



• Note that the threshold for itemized transactions is $5,000.  None of the 
individual transactions neither equal nor exceed  this amount.  However, 
transactions with this vendor aggregate to more than $5,000, so the “Total 
Non-itemized transactions” line should reflect the $7,200 total.  

•The name of the vendor isn’t clear; is “4400 Broadway Tower” the landlord 
or agent’s name or simply an address?

50



The term “Travel” is not sufficiently descriptive of the “Type or 
Classification”.

51



Is this a payment to an employee?  If so, it should be included in 
Schedule 12, not as an itemization sheet under Schedule 15.
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Once again, the itemization threshold is $5,000.  Since none of the itemized 
transactions equal or exceed $5,000, the $538 should be included in line 5 
of the Detailed Summary Page – Schedules 14 Through 19. 

In addition, the entry in item B, “Gifts and Grants” is a bookkeeping 
category, not a description of the payee in item A.
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This is an incorrect use of the itemization page.  Credit card transactions 
must be itemized by vendor.  See the LM-2 instructions dealing with 
credit card transactions.

54



Frequent LM-2 reporting error:  insufficient responses to 
informational items

Insufficient details provided in response to 
informational items 10 – 21.  When items 10 – 18 are 

checked “yes”, the filer is required to provide more 
details in item 69 pursuant to the instructions; often, 
this required detail is not provided or is insufficiently 

descriptive.  The following chart provides more 
information about the level of detail required
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Item Number and Description Details required in Item 69 if Item Number is checked 
“Yes”

10.  Create or participate in 
administration of trust?

Provide the name, address and purpose of each trust or 
fund.  If a report has been filed for the trust or other fund 
under ERISA, the ERISA file number (EIN) and plan number, 
if any, must be provided.

11 (a).  Political Action Committee? Provide the full name of each separate political action 
committee fund and the name of any government agency, 
such as the Federal Election Commission or a state agency, 
with which the PAC has filed a publicly available report, as 
well as the file number.

11 (b). Subsidiary Organization? Provide name, address and purpose of each subsidiary 
organization.  Indicate whether the information concerning 
the subsidiaries financial condition and operations is 
included in the Form LM-2 or in a separate report.

12.  Audit by outside accountant or 
parent body 
auditor/representative?

If an outside accountant performed the audit/review, provide 
the name of the accountant or firm.  

13.  Discover any loss or shortage 
of funds or other assets?

Provide a detailed description of the loss or shortage include 
the amount of loss or shortage of funds, or a description of 
the property that was lost, how it was lost and whether there 
has been an agreement to make restitution or any recovery 
by means of repayment, fidelity bond claim or insurance 
claim.



Item Number and Description Details required in Item 69 if Item Number is checked 
“Yes”

15.  Acquire or dispose of any 
assets in a manner other than 
purchase or sale?

Describe in detail the manner in which you acquired or disposed of 
the asset, such as donation to a charitable organization, trade in, 
writing off a receivable, etc.  The description should include the type 
of asset, its value and identity of the donor or recipient, the cost or 
other basis at which any acquired asset were entered on your 
books, and the cost or other basis at which any assets disposed of 
were carried on the books.  For trade ins, the cost, book value and 
trade in allowance must be entered in item 69.

16.  Any assets pledged as security 
or encumbered in any way?

Identify those assets pledged or encumbered at the end of the 
reporting period, including the fair market value of those assets and 
details of the transactions related to the encumbrance.

17.  Any contingent liabilities? A lawsuit in which the union is named as a defendant with payment 
being sought be the plaintiff need not be reported as a contingent 
liability if, in the opinion of legal counsel, a loss resulting from the 
lawsuit is remote, i.e., unlikely to occur.  Additionally, a lawsuit need 
not be reported as a contingent liability if the union has insurance to 
cover any possible loss.  A lawsuit should be reported as a 
contingent liability if, in the opinion of legal counsel, it is reasonably 
possible the union will be required to make some payment.  If this 
item is checked “Yes”, the instructions require that the union provide 
the name of the plaintiff and the court in which the suit was filed; it is 
not necessary to include the amount sought by the plaintiff.
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Item Number and Description Details required in Item 69 if Item Number is checked 
“Yes”

18.  Any changes in constitution, 
bylaws or in 
practices/procedures listed in the 
instructions?

Attach a copy of the complete document that has been 
amended to your LM-2 form.  Please see the 
Instructions for attaching documents.
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Enter zeros under the “Amount”, “Minimum” and “Maximum” column 
instead of leaving them blank.
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Since item 12 is checked “Yes”, the name of the accounting firm or parent 
body representative must be provided.
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Here, the PAC fund name and government agency with which the PAC has filed a 
publicly available report must be provided in item 69.  

Note that this union also reported acquiring or disposing of any assets in a manner other 
than purchase or sale, but they did not provide sufficient detail (such as the original cost 
of the fax machine) sufficient to reconcile the Fixed Assets schedule 61



Because item 17 is 
checked “Yes”, a detailed 

explanation must be 
provided in item 69.  The 
instructions require the 

union provided the name 
of the plaintiff and the 

court in which the suit was 
filed.  The amount sought 

does not have to be 
included.
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Since item 15 was checked “Yes”, 
additional explanation must be 
provided in item 69.

The information provided in item 69 
is insufficient because it does not 
provide sufficient detail to reconcile 
the Fixed Assets schedule (e.g. the 
original cost is needed).
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ELECTRONIC FORMS SYSTEM (EFS)
Guide to 

Preparing the LM-3

Office of Labor-Management Standards (OLMS)
http://www.olms.dol.gov



ELECTRONIC FORMS SYSTEM (EFS)

LM-3

EFS is a web-based system for completing and filing Form 
LM-3 Labor Organization Annual Report.

This tutorial demonstrates basic features and functionality of 
the EFS LM-3 form. It does not contain instructions for what 
information should be provided on your report.  

You can download a complete set of LM-3 Instructions from 
the OLMS website at: 
http://www.dol.gov/olms/regs/compliance/LM-
3_Instructions_AR.pdf

w
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http://www.dol.gov/olms/regs/compliance/LM-3_Instructions_AR.pdf�
http://www.dol.gov/olms/regs/compliance/LM-3_Instructions_AR.pdf�


System Requirements and Settings
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To access and use the EFS, OLMS recommends you use one of 
the following browsers:

•Microsoft Internet Explorer – Version 6 or higher

•Firefox – Version 3 or higher

Screen Resolution:

For optimal viewing, set your screen resolution to 1280 x 1024 or 
greater. OLMS recommends that at a minimum you set your screen 
resolution to 1152 x 864 to avoid horizontal scrolling.
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Log into EFS using your user ID and password and the filing union’s six-digit 
file number and unique union PIN.

(Please see the tutorial on how to register if you do not have a user ID or a 
union PIN.)

Accessing the System
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Select one of the options displayed on the screen.

(Please note that the only forms that you can amend in EFS are ones that were 
filed using EFS.)   

Note: You must 
change the “period 

covered” dates before 
obtaining the form!

Accessing the System

Select LM-3 
from the 

dropdown



LM-3 Page 1
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The EFS form looks similar to the old Adobe form. Your union information is 
pre-filled, as are the start-of-period figures on Statement A.



Navigation 
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You can easily move through the form by using the navigation links to the 
left to go directly to a page or by scrolling through pages using the arrows 
at the top.



Getting Help Within the Form
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The form has several built-in help functions.

Mouse-over text that displays information on what to report or how to enter 
data into a field is available on many items.



Getting Help Within the Form
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Click the “Help” link at the top of each page to open the form 
instructions for the current page in a new window.   



Menu Items
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The menu across the top of the form contains the following items:

1. Save and Calculate – Click this item to save the current page and perform all mathematical 
calculations. Calculations are not performed automatically because doing so would 
dramatically reduce the speed of the application. It is important to click Save and Calculate at 
regular intervals when entering data in the form. If you do not save, you will be prompted to do 
so when you navigate away from a page. 

2. Import – Click this item to open the Import page for importing schedule data. You can import 
into any schedule by clicking this link. You do not need to have a schedule open to import data 
for its completion. 

3. Add Attachments – Click this item to open the Add Attachments page where supplemental 
information (like a constitution and bylaws or audit report) can be uploaded. The uploaded 
data can then be submitted with the form.

4. Validate – Click this item to run the form validation routine, which checks the form for missing 
data. Each page has its own set of validations, and you will be prompted to fix these items 
before leaving the page if you wish. All validations must be satisfied before the form can be 
signed and submitted. 

5. Help – Click this item to take you to page-specific instructions for completing the form. You 
can navigate through the instructions page by page, or download/print a copy from our 
website at: http://www.dol.gov/olms/regs/compliance/LM-3_Instructions_AR.pdf

6. Print – Click this item to open a facsimile of the electronically completed LM-3. You can save 
a copy of this report to your computer and share it with others who may need to prepare or 
review the document. You may save a copy of the final signed report prior to submission.

http://www.dol.gov/olms/regs/compliance/LM-3_Instructions_AR.pdf�


Additional Information
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Additional Information entered

Additional Information needs to 

be entered

Throughout the form, there are 
places where the system will 
prompt you to enter additional 
information. You have the option 
to check a box to enter the 
information later, and the 
Additional Information prompt 
will remain red to remind you 
that you will need to enter 
additional information before 
submitting your report. 

To go back and enter the 
additional information, double-
click on the AI icon and enter the 
additional information. The 
prompt will turn green, indicating 
that additional information has 
been entered. 

The Additional Information 
Summary can be found in the 
left navigation pane.



Additional Information
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Click the ADDNL INFO link in the left navigation pane 
to display the Additional Information Summary page. 

To go to the item, click 
on the blue additional 
information text.

To enter any other 
additional information 
required by the form 
instructions, click the 

General Information link.



Entering Data into the Form
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There are two ways to enter schedule data in the form: manually 
entering data and importing data.

Manual entry may require you to add more rows to a schedule. A 
blank schedule in EFS has ten rows. If you need more than ten rows, 
click the “Add More Rows” link located at the top of the schedule. 
This will add an additional ten rows.



Entering Data into the Form
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After entering data in a schedule, click the “Save & Calculate” link to 
perform calculations.

The calculated totals will display in the Totals fields:



Entering Data into the Form
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The schedule data carries forward to the statements.



Importing Data into the Form
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To import data into the form, click the “Import” link on the top 
menu bar.

Item 24, All Officers and Disbursements to Officers, can be 
imported into Form LM-3. Select the import source from the 
dropdown menu.

A file in CVS or XML format is required to import data. These are the 
same formats used in the previous Form LM-3 system. For detailed 
information on creating import files, download the Data Specification 
Document found on the OLMS website at: 
http://www.dol.gov/olms/regs/compliance/dsd.htm

http://www.dol.gov/olms/regs/compliance/dsd.htm�


Importing Data into the Form
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Click “Browse” to select the file to be imported.



Importing Data into the Form
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Click “Submit” to import the data file.  If the import is successful, 
the data will display in the schedule.  Click the “Save & 
Calculate” link before moving to the next schedule. 

Note: 
Large import files will import quickly, but saving the imported 
files to the database will take some time. An hourglass icon or 
the “Please wait” indicator bar shown below will let you know 
the system is working to save the data. Please be patient when 
working with large amounts of data. 



Importing Data into the Form
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If any formatting problems are found in the data file during 
import, a list of errors needing correction will display.  

You can save and print the error report 
to help with the correction process.  

All errors must be corrected before the 
file can be imported. 

The Data Specification Document 
located on the OLMS website gives 
detailed guidance on the required data 
schema. 



Attachments: Attaching Supplemental Data
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As with the previous forms system, EFS allows you to attach data, 
such as constitutions and bylaws, that may be required to be 
submitted with the report.  

To begin the process of adding an attachment, click the “Add 
Attachments” link on the top menu bar. 

Note: While the system does not prevent them from being uploaded, 
certain file formats cannot be read by our system. The following file 
formats can be read:   

•Adobe PDF
•Microsoft Word
•Microsoft Excel
•Rich Text Format
•HTML
•Standard Picture formats JPEG, BMP, GIF 
•Text files



Attachments: Attaching Supplemental Data
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Select the type of attachment you want to upload. Reviewers can view 
attachments by selecting the check box to the left of the attachment 
name and clicking the open link. 



Validation
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There are two types of validations built into the form to help ensure that the 
correct data is being entered into the form: Page Level Validations and 
Form Level Validations. 

Page Level Validations occur before you navigate away from a page.  A 
pop up message will alert you of items that must be corrected before the 
form can be signed and submitted. 

If you click OK you can correct the item before leaving the page.

If you click Cancel, you can correct the item later. You will be prompted to 
make the correction during form validation.



Validation
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Form Level Validations occur as a final check before the form can be 
submitted. You must click the “Validate” link on the top menu bar.

The system will open the Validation Summary Page containing a list of 
items that must be corrected.   

You can click on each item and be taken to the page where the item can 
be corrected. For more information on what should be provided for these 
items, consult the form instructions.



Signing the Form
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Once all of the validation items have been corrected, the form is ready to 
be signed. 

The signature blocks will turn red, indicating the form can be signed.

Note: 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.



Signing the Form
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You must re-enter your password to sign the form. By doing 
so, you are legally attesting that you are the person identified 
by name in the signature block and a duly authorized officer 
of the union.  



Signing the Form

w
w

w
.olm

s.dol.gov

A minimum of two signatures are required to submit the report. 

Once the report has been signed, if any changes are made to any fields 
on the form, the signatures will be removed and the form must be 
validated and signed again. 



Save a Signed Copy
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Click the “Print” link and click “File Save As” to save a signed copy of the 
report as a PDF to your computer. Do this before submitting the report. 

Note: You can obtain a copy of the submitted report from the Online Public 
Disclosure site. Please see the next section for information on this. 



Submitting the Form
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Once the signatures have been applied, the form can be submitted. 

Click the “Submit” link from the top menu bar. Once the form has been 
processed (this may take a few minutes) a confirmation message will 
display: 

You can print this message by going to “File Print,” or simply copy and 
paste the text from the page into an email or word processing document. 

You should now be able to view your submitted report in the Online Public 
Disclosure Room, by using the link shown above. 



Troubleshooting
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During peak filing periods, you may experience a slowdown in saving 
and validating the report.  

During these busy periods, you may see an error that looks like this:

Please wait a few minutes and try again. However, if you continue to 
experience the problem, please contact our technical support desk.  See 
the next page for information on how to get help. 
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Getting Help

If you experience difficulty using EFS, please contact 
OLMS Form Technical Support toll-free at:

1-866-401-1109

This PowerPoint presentation and other information regarding EFS can be 
found on our website at the following URL:

http://www.dol.gov/olms/regs/compliance/efs/efsintro.htm

If you have additional questions or comments please contact OLMS:
E-mail OLMS at olms-public@dol.gov
or contact your local OLMS District Office

http://www.dol.gov/olms/regs/compliance/efs/efsintro.htm�
mailto:olms-public@dol.gov�
mailto:olms-public@dol.gov�
mailto:olms-public@dol.gov�
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