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Practical instructions 
 

This document should be used as a reference tool. We recommend a progressive 

reading of the various sections. However, depending on the treasurer’s knowledge of 

bookkeeping and accounting procedures used in his organization, he may like to move 

directly to those sections that appear relevant according to his context. 

In addition, this guide is accompanied by some tools such as an Excel matrix, which can 

be readily usable. For each of the Excel files, we have attached a sample sheet to 

familiarize you with the tool and a model sheet that you can adapt to the reality of your 

organization. 

Some basic knowledge of the Excel software may be required. 

Throughout this document, the following words are used interchangeably: organization, 

organism and registered charity 
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Introduction  
 

This guide is based on more than 15 years’ experience of the Quebec Council of 

Christian Charities (QCCC) and the Accounting, Financial and Administrative 

Service Center for Christian Charities (SCCC) dealing with various Christian charities. 

It goes from the alarming observation on the difficulty of such organizations to fulfill with 

excellence the responsibility of sound administrative management. It is important to 

stress that managing with excellence is an effective way to promote the quality of 

Christian stewardship, where this speaks a lot about the spiritual well-being of the 

organization. 

Through our many contacts with charities, we have noticed that administrative 

constraints rising on the path of excellence such as a mountain often result from some 

recurring problems. Such as: 

- The continuous turnover of affected persons in charge of managing the group's 

financial resources. Indeed, the administration and the finances of a great 

number of organizations are entrusted to volunteers. Even if, at first glance, this 

situation seems to be beneficial since it allows for certain operational costs to be 

reduced, however it also has some limitations. As a matter of fact, the volunteers 

not being paid employees cannot guarantee the availability of their services. 

- This state of things brings to mind a second constraint: the absence of a 

structured transfer of knowledge in the eventuality that a volunteer quit. When a 

volunteer in charge of the group's finances, having developed an appreciable 

experience over time, leaves his role, generally there is no transferring of this 

knowledge. The replacing volunteer in spite of his motivation and interest for the 

job, will feel a little lost while confronted with the tasks at hand. This situation 

creates an inefficient cycle of continuous starting over. 

- In the case of replacing staff, there are often no reference documents on which 

the new treasurer can rely on to gain knowledge on his new functions. 

- One last thing that we have observed is that the person in charge of finances, in 

many cases has limited knowledge in administration and accounting. 

At first glance, though the situation seems alarming, the good news for the treasurer and 

managers of a charity is that the objective of a healthy administrative management is 

attainable. This guide was created especially with that goal in mind. The objective is to 

provide simple, practical and judicious instructions in the matter of financial 

management. It goes without saying that disciplined and rigorous bookkeeping is closely 

related to the systematic application and good practices in all that concerns the handling 

of financial information. It is not necessary to be an expert in accounting and finance to 

carry out these tasks. The practical approach in the presentation of the guide aims at 

helping the reader adopt and adapt his learnings to the context of his organization. 
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This guide focuses on the four main pillars that will support the vault of administrative 

management excellence to which all Christian organizations should aspire to reflect a 

stewardship in accord with Christian standards, namely: 

1st pillar: the managing and organization of accounting documents 

2nd pillar: the bookkeeping and data compiling  

3rd pillar: the production of financial statements 

4th pillar: Disclosure to tax authorities 

 

We wish you a constructive reading. 
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1. The necessity of a sound financial management 
 

Christian organizations (churches, ministries) with a registered charitable status, 

granting them as such, the privilege of issuing official donation receipts for income tax 

purposes, will very often call to their members and various other donors to obtain the 

financial resources necessary to carry out their mission. It is the responsibility of these 

organizations to report first to their donors on the appropriate use of funds collected. In 

other words, the board of directors is accountable to donors, but also government 

authorities and other external entities that may need such information. 

Beyond this legal requirement - which is closely monitored by the government to ensure 

that the resources of the registered charity are effectively used for the purposes of their 

mission - it is incumbent on a Christian organization to be concerned about the 

stewardship of the resources it has been entrusted with, so that to preserve its Christian 

testimony. This need is all the more urgent given the fact that in previous years this 

testimony has often been hampered by financial scandals in Christian circles.1 

In fact, various users will use information related to the financial health of the 

organization. The most significant group of users include: donors (public), the 

government, creditors (banks) and service providers in accounting. 

The private and institutional donors: The contributions of this group represent the largest 

percentage of revenues collected by the registered charity, hence the importance of 

keeping them informed on the management of their contributions. For these 

organizations, annual general meetings are the dedicated place to get this information. 

Canada Revenue Agency (CRA): This institution, through the Directory of registered 

charities wants to ensure that the voluntary disclosure process that is the responsibility 

of any charity is effective under the Income Tax Act. To do so, the registered charity has 

a duty to produce a tax return (T3010) for each fiscal year which will later be published in 

the CRA's website. This document summarizes the main lines of the administrative 

management of the charity. CRA will also carry out audit engagements to ensure that 

the disclosed information corroborate with that in the organization's Books and 

accounting records. 

The creditors: In many cases, when an organization requests a loan from a financial 

institution, the latter requires a number of information readily available from their 

financial statements. Therefore, an operational financial system can only contribute to 

the attainment of such a requirement.  

                                                
1 Journal LaPresse: Des fidèles réclament un meilleur contrôle – can be found at 
http://www.lapresse.ca/actualites/201011/14/01-4342669-des-fideles-reclament-un-meilleur-
controle.php 
 

http://www.lapresse.ca/actualites/201011/14/01-4342669-des-fideles-reclament-un-meilleur-controle.php
http://www.lapresse.ca/actualites/201011/14/01-4342669-des-fideles-reclament-un-meilleur-controle.php
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Accounting service providers: Regardless of the task a charity decides to outsource, 

whether financial management, bookkeeping, payroll, production of financial statements 

or tax returns, the quality of the financial information provided has the effect of 

increasing the effectiveness of the external services. The benefit is for the organization, 

saving time and reducing subcontracting costs and accounting fees 

It goes without saying that a charity that decides to adopt rigorous practices in the 

management of its resources, will better anticipate and eventually make corrections to 

achieve its objective and programs. Moreover, this fosters an environment that allows 

the organization gaining greater credibility with its members and partners. 

Sound financial management will thus always generate positive impacts to the 

organization, in that it promotes the emergence of a virtuous circle that benefits both the 

main users of financial information as well as the organization itself (Figure 1). All the 

stakeholders are successful in implementing such a system, members are proud of the 

achievements of their organisms, governments are encouraged to continue their support 

for registered charities, creditors have more confidence on the information to help them 

in decision-making process, business suppliers are more efficient in delivering the 

expected services and the organization is increasing its capacity for management and 

planning. 
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Figure 1: A virtuous circle resulting from excellence-oriented financial management 

 

As you have certainly noticed at this point, the goal of excellence can be reached by 

any Christian organization that truly commits itself to it, yet a virtuous circle can 

emerge insofar as each of the processes outlined above (Figure 1) are rigorously 

applied. Therefore, an excellence-oriented financial management system will essentially 

rely on the four pillars, which will be explored in details in the remainder of this guide. 
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Figure 2: The 4 pillars of a financial management of excellence for registered charities 

 

2. Pillar 1: Organizing accounting documents 

 

It often happens that a charity is caught off guard during an audit of the CRA or while 

preparing its financial reports due to the disorganization or in worst cases the loss of its 

supporting documentation (source documents). We mean by supporting documents, a 

document in which a transaction between several parties is recorded and described. It 

also happens quite regularly that invoices related to some expenses cannot be linked to 

a transactional cash account (petty cash, bank). In such situations, the treasurer of the 

organization goes more on guesswork than the reality of the operations that actually took 

place. This problem, faced by many Christian organizations, is primarily due to the lack 

of an effective management system about the filing of supporting documents. It is in 

order to remedy such shortcomings and to take advantage of the benefits of a good 

organization of files (cf. see Box 1), that your organization must have an efficient 

filing system. 
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2.1. Good practices in filing documents 

 

Classification refers to the physical process of classifying supporting documents in the 

month and year in which they were produced. This may also involve the electronic filing 

of documents. In such a situation, organizations which have opted for a reduction in the 

use of paper will systematically scan the paper documents in their electronic version, in 

order to send them in the corresponding channels and files. We focus first on some rules 

regarding physical classification of supporting documents, as it is definitely the method 

often used by many charities. As presented in Box 2, the organization may have to 

handle various categories of supporting documents. 

 

 

 

 

 

 

 

  Box 1: Benefits of good filing 

  A well-organized record keeping can help you:  

▪ follow up on your present and past financial situation and allow you to make comparisons; 

▪ plan your eventual financial situation and make predictions; 

▪ information that will help you make informed decisions about your programs and projects; 

▪ satisfy the reporting requirements, namely those of the CRA; 

▪ save time and avoid stressful situations if your organization should be audited. 
                         

Adapted from the CRA web site - http://www.canadabusiness.ca/fra/page/2640  

 

http://www.canadabusiness.ca/fra/page/2640
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In order to respect the principle so dear to accounting of the independence of accounting 

years, and by extension of the periods, it is first necessary for the organization to be able 

to project itself into its operations on a monthly basis during the current fiscal year. This 

practice will allow the organization to distinguish separately the transactions carried out 

each month, which will later facilitate the reconciliation of bank, petty cash register, 

income and deposits, and monitor the level of respect for the budget, topics that are 

dealt with in the remainder of this guide. 

Before proceeding further, it seems to us appropriate in view of the critical nature of 

effective filing for an organization, to get some insights on the mandate of the treasurer 

to this end. The more he or the bookkeeper will be impregnated with his role and will be 

aware of its importance on the monitoring of the financial health of the organization, the 

better it will be. We have summarized in the box below the main characteristics related 

to his responsibility. 

 

 

 

 

 

 

 Box 2: Several types of supporting documents 

▪ Supplier invoices 

▪ E-mails and handwritten memos 

▪ Check stubs 

▪ Expense reports and receipts 

▪ Contracts entered into by the charity 

▪ Employment contracts 

▪ Register and petty cash vouchers 

▪ Bank statements and deposit slips 
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2.1.1. How to move from clutter to order? 

 

In the ongoing year (if not yet implemented) your organization would certainly take 

advantage in adopting the following practices:  

Operational practice 1:  

Obtain folders labeled for the 12 months of the year. 

Operational practice 2:  

Classify all relevant supporting documents in the months in which the transactions took 

place. 

Operational practice 3:  

Your organization must provide additional folders for all categories of expenses or 

revenues that can be reclassified. For example, an expenditure related to the purchase 

of a depreciable property (furniture, rolling stock, computer, etc.) may be considered as 

an operating expense or a long-term asset (fixed assets). In the later case, two copies of 

the invoice must be made in order to keep a copy in the file of the month concerned and 

a copy in a binder labeled – fixed assets year: 20XX. The table below summarizes some 

of the major transactions that may result in the creation of an individual file in the current 

year. 

 

  Box 3: The responsibilities of the treasurer 

The treasurer's job is to oversee the organization's finances on behalf the Board. Its responsibilities 

include: 

▪ Prepare the budgets 

▪ Coordinate fundraising 

▪ Monitor bank statements and reconcile them with the organization's books and records 

▪ Check bank statements and reconcile them with the organization's books and registers 

▪ Report to the Board of Directors and donors on the organization's financial situation 

▪ Ensure that forms are completed and up-to-date 

▪ Advise on the financial implications of project proposals 

▪ Prepare the annual financial statements to be presented at the annual general meeting 
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Table 1: Transactions to be filed in an individual folder 

Transactions Type of supporting 

documents 

Name or label on 

the document 

holder 

Example 

Purchase of an asset 

that will be used for 

more than one year 

Invoices; lease-

acquisition contract 

Fixed assets - 20XX 

 

Computer bill, car, 

furniture, etc. 

Loan for the purchase 

of a building 

Mortgage loan 

agreement; loan 

amortization schedule 

Mortgage loan -20XX Contract specifying the 

terms of the loan - 5 

years, interest rate: 

5% amount $225,000 

Any other sorts of loan 

contracted by the 

registered charity 

Contract of loan or 

acknowledgement of 

debt, whether due to 

an institution or an 

individual 

Other loan Mr. ABC's loan to the 

church, due… 

Invest money in order 

to make interest 

Investment contract 

issued by the bank; T5 

statements on 

investment income 

Investment RBC GIC or others 

documents specifying  

rate  

and maturity 

Payment in advance of 

insurance or taxes 

Insurance policy; 

property tax accounts 

paid 

Insurance and taxes  

Donation of a good in 

kind 

Professional evaluation 

of the property if higher 

than $1000 

Gift-in-kind Donation of an 

automobile with a fair 

value  

of $800 
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2.1.2. What types of tools are available for filing? 

 

Various types of filing and archiving supplies are available in most specialized stores at 

affordable prices. The most famous brands are Grand and Toy[1], Hilroy, Pendaflex 

which offer a wide variety of briefcases, folders, filing cabinets and other filing tools. 

(Figure 3). 

 

 

Figure 3: Essential supplies for documents filing available on the market 

 

                                                
[1] Filing and archiving supplies Grand and Toy: 
https://www.grandandtoy.com/FR/search/pages/category/Fournitures-de-classement-et-d-
archivage/_/N-ahw.aspx 
 
 

https://www.grandandtoy.com/FR/search/pages/category/Fournitures-de-classement-et-d-archivage/_/N-ahw.aspx
https://www.grandandtoy.com/FR/search/pages/category/Fournitures-de-classement-et-d-archivage/_/N-ahw.aspx
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The expandable files are recommended for the classification of the year's accounting 

documents and have the advantage of being reusable from one year to the next. The 

labeling of the compartments of the file can therefore be done (to identify each month 

and the special transactions) and be kept as such according to the needs of the 

organization. The choice will have to be made for files which offer more than 12 

compartments, one for each month of the year and 3 or 4 additional compartments for 

the classification of invoices for depreciable goods (e.g., computers, vehicles, furniture, 

etc.); loans from the organization; annual service contracts (e.g., insurance, warranties). 

Once information on documents (invoices, contracts, check stubs, donation receipts, 

GST/QST notices, etc.) has been registered in the accounting system (Excel worksheets 

or accounting software) and the bookkeeping is completed, the accounting documents 

must be transferred to the filing folders. 

The file folders will essentially be used for the classification and organization of the 

documents for a given year. Ideally, the documents classified therein must remain so 

permanently. The classification procedure is similar to that of the expandable files. A 

month of the year ➔ a file folder; a particular transaction ➔ a file folder. The file folders 

will be stored in a filing box or drawer (the drawer models shown in figure 3 are provided 

as a guide only). For example, when the organization needs to trace the supporting 

documents for a transaction related to a particular year, it will simply need to search 

through the box or storage drawer for the corresponding month, and the documents will 

be found. 

Finally, the hanging folders are inserted in the filing drawers. By inserting the file 

folders, the accessibility to documents for a particular year is improved. Thus, a hanging 

folder of the corresponding year can be labeled. 

A rigorous use of the above tools, according to the method described will allow your 

organization to have a better visibility in the classification and the archiving of their 

documents. In the event of an audit by the CRA, this will facilitate the traceability of the 

organization's source documents. For all practical purposes, Table 2 provides an 

overview of the legal deadlines for archiving documents. The information contained in 

this table is of a general nature and is provided for information purposes only. The list 

presented is not exhaustive; it is therefore advisable for the treasurer to keep himself up 

to date as regularly as possible. 
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Table 2: How long must you keep documents? 

 

TYPE OF DOCUMENT PERIOD OF RETENTION 
Constituent documents Permanently* 
Tax receipts 7 years 
Tax receipts (long term donations) Permanently* 
Minutes of meetings - Director Permanently* 
Minutes of meetings - Executive Committee Permanently* 
Minutes of meetings - Members Permanently* 
Payroll register 7 years 
Personal information human resources Permanently* 
Hiring register 7 years 
T4, Relevé 1 - leaflets and summaries Permanently* 
General ledger Permanently* 
Trial balance 7 years 
Bank reconciliation 7 years 
Financial statements (work documents) 7 years 
Budget 7 years 
Year end financial statements Permanently* 
Bank statements (with cleared checks) 7 years 
Bills / payment receipts 7 years 
Inventory report 7 years 
Register of donations 3 years 
Donation envelopes 3 years 
Insurance policies Permanently* 
Employment applications Permanently* 
Personnel evaluations Permanently* 
Volunteers job applications Permanently* 
Protection of children investigative reports Permanently* 
Permissions and consents (minors) Permanently* 
Claims and reimbursements (for tax reasons) Permanently* 

 Permanently = 2 years after the revocation of registration of the registered charity 
The archives to be kept for a given period (e.g., 2 or 6 years after the fiscal year) have been 
rounded up to the following year (e.g., 3 years or 7 years). 

Source: Adapted from CCCC, July 2013, updated September 2016 
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In assuming that the prerequisite related to an effective filing system of the supporting 

documents described above is satisfied, we will move on to a more detailed stage of 

organizing accounting documents. 

In general, the two categories of transactions that punctuate the life of an organization 

are cash receipts and disbursements, a broader parallel of which relates to income and 

expenditure. It is therefore up to your organization to put in place the procedures 

and the methods of managing the supporting documents and source documents, 

which can enable not only to keep books more efficiently, but also to better retrace the 

documents if necessary. 

In the next section, we will look at the physical process of classifying documents 

resulting from income related transactions. 

2.2. Organizing income-related documents 

Although the revenues of registered charity may come from different sources, yet a 

significant proportion of these revenues are related to donations made by members. For 

each donation, the donor may receive an official donation receipt. The government will 

therefore be very careful, on the use of this privilege by the registered charity, to ensure 

that abusive schemes are not implemented. It is important for the organization to ensure 

compliance with a number of rules when it comes to the donations it has been entrusted 

for. In addition, irrespective of the type of income generated by the organization, the 

supporting documents for each transaction must be produced every time. This may be 

the case with an organization that charges membership fees or dues to its members, 

one will therefore expect to find a register of contributing members; or for a charity 

making rental income to have a synthetic document or contract detailing the leases 

available, along with information on the lease term, renewable or not, the monthly 

amount and other relevant clauses. 

Effective treatment of donation income implies to be rigorous in each step of the 

process. The figure below summarizes the main lines of this process. 
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Figure 4: Steps for processing donation income 

 

 

We will therefore concentrate on the implementation of a system of donations per 

envelope. This system, besides allowing a good organization of the financial data 

relative to the donations, is an excellent means of internal control and follow-up of the 

amounts perceived by your organization. 

2.2.1.  1st step: Implementation of a system of donations per envelope 

 

A system of donations per envelope is necessary to allow rigorous monitoring of 

the issuance of official receipts for tax purposes. It also ensures the confidentiality of 

donors. 

(i) The treasurer shall assign numbers to the members who so request. The 

allocation of the numbers is ideally done according to a numerical sequence, as 

the numbers are requested (e.g., 600, 601, 602, preceding number+1). This not 

only allows better tracking of allocated numbers, in order to avoid double 

attribution, but rather a more efficient use of the receipts registry, the use of 

which will be discussed later. It is therefore imperative that the treasurer 

know exactly at what donor number they are at. He keeps the list of names 

and numbers of the donors in a safe place. At this stage, it may be necessary to 

design an information form for those wishing to obtain a donor number. The 

information collected relates essentially to the full name, address, gender, and 

member or not. 

 

(ii) For a given organization, the donor must at all times enter his/her donor 

number on the envelope and specify the date of the donation. The 

management of the numbers will be done through an Excel list or a software 
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such as the DDR (produced by the Quebec Council Of Christian Charities 

(QCCC)), which allows the compilation and the follow-up of the donor's 

donations. The revenue register can also track donations by donor number and 

allow faster compilation when issuing receipts for tax purposes. 

 

The envelopes must be kept for a period of 7 years before being destroyed. 

 

(iii) The envelope also allows you to indicate the broad categories of income for 

which your organization wishes to obtain information. This allows the distribution 

of donation income according to funds and ongoing projects. These donations 

may be either: (a) designated (internally or directly by the donor) in which case 

the organization will have no right to spend the money, but for the purpose for 

which the donation was made, (b) or non-designated, which will be operating 

funds used primarily for ordinary activities. 

Did you know that the designated donations that your members make for particular individuals (e.g., a love offering 

to a person in difficulty) should not qualify for a tax receipt? Indeed the law does not consider a donation made to an 

individual as an eligible donation. 

Figure 5: Envelope models for collecting donations 
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2.2.2. 2nd step: Counting of cash offerings 

 

The offering is usually picked up in bags or boxes every week. The treasurer must not 

be involved in the handling and calculating of the offerings. This task should be 

entrusted to other people in groups of 2 or 3. 

The separation of tasks reduces the risk and it is a way for charity leaders to 

demonstrate their transparency. The group of persons responsible for the counting of 

the offering must be limited to a few trustworthy individuals. 

(i)  The counting of the offering is done using a counting sheet or donation form (see 

the template for the donation form in Annex 1). A person "A" will separate the 

plate offering (anonymous) from the donations in envelopes. He announces to 

person "B" the total for each denomination ($0.25, $1.00, $20.00, etc), person "B" 

enters the amounts on the form in the Free section (without envelope). Person 

"A" then opens the envelopes. He shall notify person "B" of the amount in the 

envelope. He returns the empty envelope to person "B" and keeps the money on 

his side. Person "B" records the amount on the envelope and on the form 

opposite the donor's number. 

When all the envelopes are processed, person "A" totals the change, the bills 

and checks that he kept on his side. Person "B" totals the amounts written on the 

form. When both come to the same totals, they sign the form. 

(ii) If a designated donation is part of the offering, the amount is entered in the 

appropriate box at the bottom of the form page. In the note section, the number 

of the donor making the donation is written down. When the designated donation 

is to another registered organization, the donor is entitled to receive a tax receipt. 

The details of the donation will be entered in the Special Donations file with 

donations receipt (see document Annex 2). A member who makes a donation in 

favor of another member of the assembly must not receive an official receipt for 

tax purposes. The details of the donation will be entered in the Special Donations 

file without receipt of donations (see document Annex 3). The treasurer must be 

familiar with the laws relating to the issuance of official receipts for tax 

purposes. 

(iii) One of the persons in charge of the settlement prepares a bank deposit slip and 

deposits the money at the bank branch as soon as possible. The use of bank 

deposit bags is useful when no one is available to go to the bank during business 

hours. The duly signed offering memorandum form is delivered to the treasurer 

together with the deposit slip. 

(iv) It is equally important to keep the envelopes by making sure to classify them for 

each collection with the corresponding donation form following the series of 

donor numbers either increasingly or decreasingly (e.g., #205, 206 …, 220). 
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(v) The treasurer compiles the forms of donations (or settlement) to the detailed 

Revenue Register, a model of which appears in Annex 4. It also makes entries to 

special donation files. The total obtained must be equal to the bank deposit slip. 

The registrar will be used to issue tax receipts that are usually produced at the 

end of the calendar year. During the preparation of the bank reconciliation, the 

treasurer ensures that the deposits are recorded on the bank statements. 

At this last stage, the treasurer may also choose to make his entries via some 

accounting softwares such as ACOMBA or SAGE 50. As mentioned earlier, data 

from these forms (donation or cash and disbursement register) can also be 

compiled into donor management software such as DDR available at Quebec 

Council of Christian Charities. 

Did you know that the issuance of a tax receipt for in-kind donations (e.g., inventory of items, materials) must be 

carefully monitored by your treasurer? The fair market value of an independent appraiser must be determined for 

donations in excess of $1,000. For inventory donations by a company, the organization must always solicit from the donor, 

an invoice (as would have been the case for a purchase) which will be used to support the issuing of a receipt. Obviously, if 

the business receives an advantage (e.g., advertising) from its donation, you will have to deduct the amount of this benefit 

from the value of the donation. Your organization will always have to arbitrate if the cost of assessing the market value and 

the liquidation of the property offered is worth accepting. 

Because a picture is worth a thousand words, figure 6 shows a summary of the 

sequence of operations during the implementation of the envelope donor system. 
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Figure 6: The actors and the ingredients of the system of donations by envelopes 
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2.2.3. Other methods of payment 

 

Several Christian organizations offer their donors a diversified palette of payment 

methods. Donations can be collected via a point of sale terminal (such as Moneris) or via 

the internet (Paypal, etc.). If the organization uses a point of sale (POS) for keypad PIN, 

the method for tracking donations and the organization of supporting documents remain 

broadly the same as the one we presented in the previous section. 

1st step: 

The donor writes down on an appropriate donation envelope (see model in Figure 5), 

the amount of the donation, his donor number and the type of payment. 

2nd step:: 

The appropriately filled envelope is handed to the person responsible for collecting the 

donations who validates with the donor the amount of the donation and the selected 

payment mode and hands over the terminal to the donor who can make the payment. 

3rd step: 

When the payment is completed, the apparatus then prints out two copies, one which is 

given to the donor and the second one is inserted into the envelope. The agent will 

ensure that the method of payment (Visa, Debit, Interact) is written on the envelope. 

4th step:  

Although this last step can be carried out by one person, we suggest for the sake of 

efficiency and to reduce the risk of errors that two people participate. Person “A” opens 

the envelopes successively and removes the payment coupons. He shall communicate 

the amounts of each payment coupon and the name and donor number to person “B”. 

Person “B” enters the corresponding amount on the envelope and on the donation form 

vis-a-vis the donor number. When all envelopes are processed, person “A” totals the 

voucher amounts, while person “B” totals the amounts on the donation form. When the 

two people arrive at an identical amount, they sign the form. The coupons and 

envelopes are kept in the same location. 

5th step: 

It consists in reconciling the amount of the payment coupons with the statement of 

deposits transmitted by the service provider of telebanking payments. During this step, 

the manager will ensure that the amount of the coupons corresponds to the amount 

shown on the deposit slips less the transaction fees. If there is a discrepancy between 

payment coupons and deposits, one will determine the donations that have not been 

collected and the cause of the situation. 
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Donations collected via this payment method have the advantage, especially when 

made by debit card, of being directly transferred into the organization's bank account. 

They are not only more accessible but also easily traceable. The audit trail here is that 

the amounts of transactions from electronic deposits = amount of the vouchers = 

amount on the deposit form less transaction fees. 

Some organizations may question whether a donation of a modest sum should be made 

via a telebanking terminal or whether there should be a threshold limit from which an 

official tax receipt must be issued. There is no definite position on the issue, but your 

organization will need to use its judgment and set guidelines for fundraising so that the 

costs of receiving the donations do not exceed the benefits. 

Telebanking services very often incur costs and management costs for the organization for each transaction. Some 

payment service providers charge a transaction fee that ranges between 1.5% - 3%. The organization must therefore 

ensure that the amount of the grant can at least cover the costs of operations. In which case the treatment of the donation 

would cost the organization more. 

 

 

 

 

 

As a reminder, your organization will have to implement this principle on a weekly basis. 

Thus the envelopes classified per week and the resulting donation form must justify the 

bank deposits. 

Given the rigor required to issue a donation receipt, here are two samples of receipts, 

one for a regular cash donation and the other for a gift in - kind. You will note that for a 

donation in property of a value greater than $1000, the independent assessor is included 

in the information required on the receipt. 

 

 

 

 

 

 

CENTRAL PRINCIPLE IN THE MATTER OF DONATION 

RECONCILIATION 

TOTAL AMOUNT OF DONATIONS = AMOUNT IN THE DONATION FORM = 

AMOUNT IN BANK DEPOSIT SLIP = AMOUNT IN BANK STATEMENT 
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Figure 7: Samples of donation receipts for a registered charity 
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For all practical purposes, below is a short summary of the rules governing the 

organization of accounting documents related to donations. 

 

To do!!! 

 
 

 

To avoid!!! 

 

 

Use a donation form for the counting of 

offerings (see Annex 1). 

 

Classify donation envelopes according to the 

(de-)increasing number of donor numbers on 

the donation form. 

  

Not to systematically record all donations in a 

document designed for this purpose. 

 

Throwing donation envelopes with no care, in 

a box or other storage space. 

Match the envelope stacks of the week with 
matching donation forms. 

Match the weekly deposit slips with matching 
donation forms. 

 Not to deposit all donations into the bank 

account, even those in cash. 

Involving the pastor in the counters team. 

Replenish the petty cash directly out of the 

cash donations. 

 

2.3. Organization of accounting documents related to expenditure 

 

As in the case of income-related transactions, the organism must be able to organize the 

supporting documents resulting from its expenditure so that it can be monitored and 

adequately traced. 

Different categories of expenditures or outflow of money will punctuate the life of an 

organization. The main categories of disbursements generally include: Occupancy costs 

(rent or mortgage, insurance, utilities such as telecommunications, electricity etc.); 

administrative expenses (office expenses, professional services, salaries of employees, 

etc.); the costs of carrying out charitable activities, thus justifying its existence. 

The organization's finance officer will ensure systematic follow-up of the organization's 

expenses. It is important that all expenditures incurred by the organization be 

supported by the appropriate documents and that a proper control system be put 

in place. These documents must thereafter be kept with the utmost care for the periods 

prescribed by the administrative authorities (see Table 2). 

The organization generally proceeds to settle and pay bills and other obligations in 

various ways: 
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(i) By pre-authorized bank withdrawals (e.g., mortgage payments, insurance, 

etc. or wages, etc.). The trace of such transactions is directly left at the bank 

account level, allowing easier tracking of such expenditures. 

 

(ii) By checks (reimbursement to a third party, salaries, etc.). We strongly 

recommend that the organization be able to make its payments in this way 

because a trace of the withdrawals is automatically left at the level of the 

bank account. Check stubs must be explicitly worded according to the reason 

for issuing them, along with the amount, taxes, (if applicable) and carefully 

kept. 

 

(iii) By banking cards, either debit or credit card. When the organization has a 

bank card, the trace left by the transaction is easily verifiable on the bank 

statements. 

 

(iv) By cash payments. It is strongly recommended that this type of payment can 

be made at any time through a petty cash. 

 

Although there are other means of fulfilling its obligations, for example by offering a 

service or a benefit in return of a debt, we will limit ourselves in this guide to the most 

usual methods of payment in a registered charity. 

As for the follow- up of incomes (collection), it is essential that the control centre of 

disbursements be the bank. The methods of payment mentioned above make possible 

such a monitoring. This is the reason why small payments in cash when they are made 

must be made through a petty cash, of which we will explain mode of operation 

thereafter. 

Your organization will therefore set up a bank account in its own name. By opting for 

the choice of a particular financial institution, it will always be to your advantage to verify 

items such as fees charged for withdrawals, hours of operation, privilege programs for 

registered charities, etc. 

A Christian organization must carefully monitor the amount of money it receives in the 

form of donations and the use made of it through its programs and activities. Hence the 

setting up of a system for recording and controlling expenditure, the backbone of which 

is the bank account. 

 

 

Figure 8: Bank's system of expenditure 
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An expenditure control system is based on a number of elements, the prerequisite of 

which is the collection and filing of source documents. In the third section of this guide, 

we will take a look on the essential elements of such a system. We will particularly focus 

on the following aspects: 

- The source documents and their classification; 

- The bank account; 

- The petty cash; 

- The internal budget; 

- The claim of sale taxes. 

Now, we will first elaborate on the filing of the supporting documents related to expenses 

and their ventilation. 

2.3.1. Expenditure proofs and their filing 

When an organization incurs an expense or makes a payment, this transaction should 

each time, give rise to the production of supporting document, which constitutes a 

tangible proof of its occurrence. We cannot overemphasize the importance for the 

registered charity to properly keep the supporting documents resulting from 

payments. 

The essential characteristic of a supporting document is the quality of the financial 

information it allows the bookkeeper to obtain. Thus, among the elements of information 

that are expected to be minimally found in such a document, we will mention: 

- The date of the transaction; 

- The amount of transaction; 

- The beneficiary of the transaction; 

- The object of the transaction; 
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- The supplier's GST registration number; 

- The amount of taxes (GST and/or QST if applicable); 

- The interest rate applied and the maturity date in the case of financing. 

The requirement for a sound supporting documentation is based on the accuracy and 

sufficiency of the financial information required by the registered charity to track its 

expenditures appropriately. 

The most common accounting documents without the list being exhaustive, includes the 

following documents: 

- Invoices and cash vouchers; 

- Check stubs and imaging of debited checks; 

- Bank statements; 

- Notes and petty cash vouchers; 

- Loan or financing contracts; 

- Payroll deductions and employer contributions. 

We have already provided in section 2.1 (Table 1), some practical information about the 

filing of documents by type of transaction. However, here are some important points for 

charity treasurers to remember with respect to expenditures, just as follows:  

(i) The necessity of classifying the supporting documents in the folder or file 

corresponding to the month in which the expenditure was made; 

(ii) To bear in mind that expenditure does not always necessarily result in 

disbursements or payments at the time the invoice is received; 

(iii) It is therefore important to distinguish for a given month the invoices paid 

from the unpaid ones (accounts payable). This task allows the treasurer to 

ensure that he does not delay in payment to suppliers, the credibility of the 

organization being in question.  

For an organization that uses cash accounting based on receipts and disbursements of 

money, we suggest the creation of a file that will enable to identify its unpaid invoices 

(for example, a file called "accounts payable"). However, the use of an Excel electronic 

revenue and expense registry (see Annex 5) with an "accounts payable" column, in the 

absence of accounting software, may allow for a follow-up of accounts payable. 

Accounts payable include all payments due by the registered charity to its suppliers of 

goods and services (Hydro-Quebec, employees, Videotron, Visa, etc.). 

A good filing and a better traceability of the expenses of your organization go through 

the respect of a certain number of essential rules that we address later in this section. 
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Rules for the management and organization of checks 

 

Checks are one of the means of payment privileged by Christian registered charities. 

Proper use and filing of check stubs and check images will greatly facilitate the 

bookkeeping process. The main rules for the use and handling of checks are as follows:  

(i) Use only one check book at a time before starting another one. This makes it 

easier to follow the numbering sequence of checks; 

(ii) When ordering a new check book, resume the numerical sequence, starting 

from the number that follows the last check issued; 

(iii) Do not detach check stubs from the check book. It allows to better keep them 

and to reduce losses; 

(iv) Do not throw out cancelled checks, but write cancelled across. This permits 

you to continue the numbering sequence while registering them; 

(v) Delete the amount and tear off the signature of the cancelled check and 

attach it to the check stub; 

(vi) All used checks, even those cancelled, must be registered in the accounting 

system (the disbursement ledger); 

(vii) In the disbursements ledger, write the date, the cancelled check number and 

in the description or label column, specify "Cancelled";  

(viii) Develop the reflex to download images of paid checks from your bank's 

website, as soon as they are available2 ; 

(ix) File the check stubs and the images of the checks by increasing number.  

(e.g., check 100, 101…, 110); 

(x) The check stubs must supply all relevant information (reason for the 

transaction, amount, beneficiary, date, GST/TVQ when applicable) which 

facilitates bookkeeping (see example Figure 9); 

(xi) Any check, regardless of the nature of the payment, must be accompanied by 

a supporting document. Make sure to write down the check number on it; 

(xii) Finally, for the sake of transparency, it is recommended that there should be 

two check signatories within the registered charity. Furthermore, it is 

necessary to avoid signing blank checks. 

 

                                                
2 Some banks have policies for the removal of cleared check photos after three months. After this 
period, there are relatively high bank charges. 
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Figure 9: Sample of a filled check and its stub 

 

 

Rules for the handling and classification of invoices and receipts 

 

A the risk of appearing redundant, we will stress again on the fact that the basic rule in 

organizing documents is to carefully keep in file all invoices and sales receipts from 

transactions that are imputed to the organization. 

In view of the fact that a certain number of expenses of the organization are subject to 

reimbursement, hereinafter some essential rules have been listed in order to facilitate 

this process: 

(i) Your organization must have a clear policy of disbursements and repayments 

to which the organization's executives and officers must adhere; 

(ii) The expense must have been approved by a responsible official of your 

organization so that it can be reimbursed; 

(iii) Limit expenditure on behalf of the organization to a limited number of people, 

supported by a policy document (refer below to technical sheet 1 about a 

disbursement fund policy); 

(iv) Proceed with the reimbursement only and only if the supporting invoices are 

submitted; 

(v) If the disbursement is made prior to the purchase, require a submission of the 

statement of the expenditure in the shortest amount of time; 

(vi) Indicate on the applicant's signed form (see Annex 6 Excel Reimbursement 

form) all expenses subject to reimbursement and supported by the 

corresponding invoices; 
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(vii) If reimbursement is claimed for travel expenses, use the travel form signed by 

the applicant (provided in Annex 7); 

(viii) Claim taxes if and only if invoices are available and include the GST number 

of the service provider; 

(ix) File away the form, invoices and receipts in the corresponding month folder. 

 

Technical sheet 1: Example of policy for disbursements in the organization 
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Rules about the management of bank statements 

 

The majority of banks give access to electronic bank statements right on their websites. 

However, it is always possible to request paper versions. 

Here are our recommendations for a better use of these documents: 

(i) Download a copy at the end of each period (monthly); 

(ii) Ask the bank whenever possible, to set up their system so that to provide you 

with statements that cover the whole month (e.g: December 1st to 31st). A 

statement that overlaps two months, is likely to cause mistakes in the 

bookkeeping process; 

(iii) When possible, ask the bank to send statements with copies of paid checks; 

(iv) Proceed with bank reconciliation (see Annex 8). 

 

Rules about borrowing and financing contracts 

 

Such transactions give rise to the production of financial documents. Depending on the 

type of loan, these include: 

(i) The mortgage or financing contract mentioning the interest rates, the duration 

of the loan, the guarantees offered, the amount of the loan; 

(ii) The invoice corresponding to the item financed; 

(iii) The amortization schedule of the loan, which allows the breakdown of 

payments between capital and interest (expenses). 

The filing of these documents must be carried out as discussed in section 2.1. 

 

Rules pertaining to wages and salary deductions 

 

The rules to follow for wages and documents used are presented below: 

(i) If your organization is responsible for managing payroll, please update each 

year the rates on the deductions and the contributions of the employer; 

(ii) For religious organizations, check if your pastor is entitled to the deduction for 

members of the clergy (see our toolkit II, chapter 2, Section 6, available on 

CQOC website); 

(iii) Pay your deductions at source in time to avoid penalties; 

(iv) Safely keep your deduction reports; 

(v) Make copies of government remittance forms; 
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(vi) Check that the balances of deductions and other remittances in the payroll 

are reconciled with the balances appearing on the government forms; 

(vii) Produce T4A or T4A-NR slips, RL-1 slip for any guest (speaker) resident or 

not you have paid during the year; 

(viii) Due to the complexity of government regulations related to employment, 

where possible we recommend to outsource this administrative function to 

professional staff. 

 

2.3.2. Organizing materials by project or by program 

 

Many organizations, to achieve their objectives, carry out several projects or programs 

related to their mission. For example, organizations that will carry out projects of 

missionary assistance abroad, evangelization, organize conferences for the ministry of 

youth, etc. Many organizations often want to know the cost related to their projects or the 

operation of their departments. Hence the needs for a filing system that can take into 

account the breakdown of expenditure by project. Although the subject has a certain 

amount of technicality, we recommend these few steps: 

1st step: 

Identity the projects for which cash flows are to be determined. 

2nd step: 

Create an income and expenditure folder for each of the identified projects. We remind 

you that when bookkeeping on Excel, a specific binder will be dedicated to the project. 

3rd step: 

Use objective distribution keys if necessary. For example, if a project solicits 20% of the 

employee’s time, then a portion of their wages, corresponding to the project is applied to 

the payroll. Enter the allocation key on the voucher. 

The advantage of the breakdown of expenditures is that it makes it possible to obtain 

information on the cost of a specific activity and to assess the achievement of the 

objectives. 

In the next section, we propose to explore the second pillar towards a management of 

administrative excellence, namely the charity bookkeeping. The aim of this guide is not 

to go into depth in all the details of this discipline, which requires a certain level of 

knowledge in accounting, but may share some good practices and tools that will facilitate 

the volunteer treasurer's work in his duties  
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3. Pillar 2: Bookkeeping 
The key to good bookkeeping is the organization and filing of records. Thus, if the pillar 

of organizing the accounting documents is solid, the result will be a saving of time 

and efficiency at this stage. 

Box 4: What is bookkeeping? 

 Analyze the supporting documents (deposit slips, invoices, etc.). 

 Record transactions per account by grouping them. 

 Reconcile the accounts: banking, credit cards, supplier accounts, etc. 

 Analyze the results of revenues and expenditures from the same month. 

 Make adjustment entries. 

 Transferring information for the production of financial statements. 

 

 

Some organizations use accounting software (ACOMBA, Sage 50, etc.), however the 

vast majority uses Excel spreadsheets to perform the financial data recording. This is 

why the tools we offer you in this guide were all designed on Excel. 

The main tools of the bookkeeper's work are essentially related to: 

- registers or ledgers; 

- internal control measures. 

3.1. Accounting records or ledgers 

Accounting records or ledgers (terms that we use interchangeably in this guide) must 

allow the organization to track its expenditures and revenues and to ensure the efficient 

use of its resources in the conduct of its charitable programs. These records can be kept 

on paper documents; however the electronic version by Excel spreadsheets is the most 

common, especially for organizations that do not use accounting software. The treasurer 

of the charity will have to essentially manage three types of register to make his 

recordings, namely: 

- The cash register; 

- The disbursement register; 

- The petty cash register. 

We will discuss in more detail in Section 3.2, relating to internal control measures, best 

practices for keeping the petty cash register. 
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3.1.1. Accounts, chart of accounts and general ledger 

 

The bookkeeper makes accounting entries by recording financial transactions in specific 

accounts. 

An account combines financial data of the same type. For example the "Heating-

electricity" account = Hydro-Quebec, Gas Metro. As the primary user of the financial 

reports, the charity must determine the number of accounts that best match their needs 

in order to facilitate the analysis. 

The chart of accounts represents all the accounts used by the organization. These 

accounts are classified in numerical order (account #). Table 3 provides a general model 

that can be adapted to your organization's needs. It is strongly recommended for 

practical purposes that your organization's general charter structure be similar to 

that of the registered charity financial statements (T3010). 

The general ledger represents the set of accounts that an organization uses to group 

transactions recorded in the journal book (see specimen ledger in Figure 10). Accounts 

should be filed in the general ledger in a manner that will facilitate the preparation of 

financial reports. In general, the structure of the account numbers is divided into Assets, 

Liabilities, Revenues and Expenses. 

Figure 10: Example of an extract from the General Ledger 

 

j 
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Table 3: Example of account for a Christian registered charity charter template 
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The charter presented here, is not intended to provide an exhaustive list of accounts, but 

to give an idea of the types of accounts most regularly used by Christian registered 

charities. As mentioned earlier, the most important thing at this point, is to create a 

charter of accounts that best reflects the operations of the organization. 

 

3.1.2. The cash register 

 

The recording of the financial transactions relating to the revenue of the organization 

shall be made in the detailed register of receipts (see Annex 4). As we have already 

mentioned, the income of a Christian registered charity derives mainly from donations of 

various kinds from its members and partners  

A good record of the cash receipts will therefore require the board of directors to follow 

closely the donations that are made. The essential ingredients of this step of the 

bookkeeping are just as follows: 

(i) The setting-up of a system of donations per envelope (see section 2.2.1 to 

2.2.3.). 

 

a) The donation form duly completed, verified and signed for the period 

covered (see Annex 1); 

b) The deposit slip corresponding to the donations collected in cash or 

checks; 

c) The deposit slips for donations made through telebanking services. 

 

(ii) A detailed record of receipts, in which the treasurer make entries of the 

amounts shown on the donation form(s). He also makes entries to special or 

designated donations files (see Annexes 2 & 3). The registry model provided 

in Annex 4 has the advantage that the months have been subdivided into 4 

periods to take into account the meeting days that are subject to the most 

important regular cash flows of the week. However, it is up to each 

organization to adapt it according to its operations. The detailed list of 

receipts will also be used when issuing receipts for tax purposes which are 

usually produced at the end of the charity fiscal year. 
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3.1.3. The disbursement register 

 

In this register, the treasurer proceeds to the entries of financial transactions related to 

disbursements. The organization may choose to create a journal in Excel dedicated only 

for disbursements, or use a journal for receipts and disbursements. In this guide, we 

have opted for the second option (see Appendix 5), which has the advantage of offering 

a broad view of the various financial transactions of the organization. In addition, it eases 

the process of making entries according to double- entry bookkeeping system (credit-

debit). There is no need to be an ace of accounting to use this tool; indeed many 

transactions involve the bank account (either in terms of withdrawal or deposit). Working 

with many registered charities, we are privileged to come across with various data 

compiling methods. We noticed that when it comes to the production of revenue and 

disbursement registers, organisms compete in ingenuity. For example, some 

organizations opt for a journal that groups all transactions of the year by dividing them by 

accounts in the same sheet (➔ general ledger), others opt for a monthly disbursement 

journal with an Excel sheet for each month, and finally some choose simply to include in 

their registers the possibility of carrying out a bank reconciliation and to make a direct 

comparison of the actual amounts with those budgeted. In short, each organization will 

be free to adapt the generic model suggested in the appendices according to its needs. 

 

3.2. Implementation of an internal control system 

 

An internal control system, when effectively implemented within a Christian charity, not 

only reassures its donors on the effective use of the resources it is entrusted with, but 

also eventually this will be good points in the context of an audit of the CRA. The 

measures of internal control put in place whenever possible should be supported by 

comprehensive and clear policies and straight guidelines. 

Box 5: Tips for using deposit slips 

 Indicate the source of the monies (e.g., donation forms for 17-02-15); 

 Indicate other income and amount (rental, fundraising, financing, etc.); 

 Specify the check numbers on the deposit slip; 

 Ensure that the amount of donations collected (donation form) = amount deposited  

(deposit slips) = amount on the bank statements. 
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3.2.1. The bank: Central to the control 

 

As mentioned above, the charity's bank account(s) must be the primary control centre 

of its financial affairs, whether it be in terms of cash inflows or outflows. The exception 

will be for petty expense claims, for which we usually use a petty cash. Some rules are 

essential to be respected with a view to increasing the effectiveness of this instrument, 

namely: 

Rule #1 - Compulsory deposit of money: All monies received, either cash or checks 

must be deposited in the bank account. So that the principle "Amount of donations = 

Amount of donation form = Amount of deposit slip = Deposit on the bank statements". 

Rule #2 - Compulsory payment via the bank: The organization will make sure to pay 

its invoices and various obligations through checks, direct debit or the organization's 

credit card. 

Rule #3: Bank account providing a service of bank statements and return of checks (or 

digital images). 

Rule #4 - Signature of checks by two signatories: The organization chooses two or 

three people who can sign the checks. The objective being to always have two 

signatories available should one of them be unavailable. The board of directors may also 

determine a ceiling amount below which only one signature is required. 

Rule #5 - Carry out a bank reconciliation (technical sheet 2): The objective of this 

process is to audit the bank account. During this process, the items of the cash account 

in the general ledger, that are absent in the bank statements (outstanding checks or 

deposits) are integrated therein and vice versa for those absent from the general ledger 

(such as bank charges). The purpose of this task being to come to an identical balance 

between the balance on the Books and that of the adjusted bank statements (see Figure 

12 for an example of bank reconciliation and in Annex 8 the adaptable model readily 

usable for your organization). 
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Technical sheet 2: Effective bank reconciliation process (BR) - (see Annex 8) 

❖ A few rules to include in a policy 

 

✓ Proceed systematically to BR as soon as the bank statement of the month is 

available. 

✓ The BR must be carried out by a person other than the person who issues the 

checks or deposits. 

✓ Do not switch to the next month's journal entry without doing the BR. 

✓ At the end of the process, the person who prepared it signs the BR document and 

an official from the organization approves it by signing it. 

 

❖ The stages of the process 

 

✓ Verify the checks recorded in the books versus those in the bank statement. 

✓ Identify checks not paid by the bank = outstanding checks. 

✓ Identify deposits not cashed by the bank = outstanding deposits. 

✓ Support this task using check stubs and deposit slips. 

✓ Deduct from the balance on the bank statement all the outstanding items 

identified. 

✓ Identify on the statement all bank charges or interest not recorded in the bank 

account ledger. 

✓ Deduct or add balance from the general ledger account. 
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Figure 11: Example of bank reconciliation 
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3.2.2. Petty cash 
 

As its name indicates, petty cash is used to settle small expenses. 

It is often surprising to find that some Christian organizations handle huge amount of 

cash, which should have better been deposited in their bank account beforehand. It is 

important that the use of the petty cash, because it involves cash payments, be closely 

monitored. The existence of a petty cash management policy, far from being a luxury, 

contributes to the credibility of the organization and demonstrates the will of its 

management to encourage transparent management of its assets. Before proceeding on 

“the how operating petty cash”, we suggest hereafter a model providing some guidelines 

a policy would contain with respect to managing the petty cash. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Technical sheet 3: Petty cash management policies and procedures 

Goal: 

This policy defines the policies and procedures to be followed for the creation, operation and closing of 

the petty cash of organization XYX? 

The policy of the organization is to create a petty cash where this seems relevant for the improvement 

of operations that require the availability of cash in particular during small purchases of products and 

services where the regular purchase order process is neither practical nor efficient. 

Affected users: 

All administrative staff and volunteers involved in procurement as part of the organization's operations. 

Policy: 

The organization's policy is to ensure that: 

• The funds of the petty cash are distributed according to the procedures in force. 

• Ensure that funds available in petty cash remain low. 

• The funds of the petty cash are kept in a safe disposed in a secure area. 

• Two custodians are appointed for the management of the petty cash, including a principal and 

support staff. They are responsible for the management of those funds.  

• The petty cash custodians follow appropriate procedures to create, operate and reconcile petty 

cash funds. 

• In the case of cash disbursements and their registrations, the appropriate forms and the entries 

are carefully preserved. 
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Technical sheet 3: Petty cash management policies and procedures (continued) 

Procedures: 

A- Creation of the petty cash 

 

• Write a request to the attention of the treasurer, justifying the reason for the creation of the petty 

cash with the designation of the person responsible. The request shall include the name of the 

officer or guardian and the signature of the latter. 

• Create a petty cash register (see Annex 9) for the new account. 

• Sign a check on behalf of the person in charge, with the wording "petty cash-creation". 

• Handing over a copy of the petty cash policy to the officer, obtaining his signature. 

• Carry the check number on the petty cash register. 

 

B- Daily functioning  

 

An employee or volunteer making a purchase from the petty cash must follow this process: 

• Authorization to purchase by an authorized Church official. 

• Complete the petty cash receipt issued by the petty cash manager. Enter on the receipt the 

reason for the disbursement, the date, the name of the beneficiary and the amount. 

• Obtenir des fonds équivalant au montant sur le reçu de petite caisse. 

• Make purchase and obtain a sales receipt or invoice. 

• Submit receipt or invoice to the petty cash manager. 

• If an employee/volunteer makes a purchase prior to obtaining the required petty cash, he will 

need to complete the appropriate refund form, provide the receipt and receive reimbursement as 

soon as possible following the purchase. 

• It is important that the person responsible ensures that all the reimbursement forms for the petty 

cash are accompanied by the appropriate receipts. Otherwise, it is important to find solutions to 

problems related to the inability to provide receipts. 

• The person in charge adds a number to the petty cash voucher, sequentially. 

 

C- Replenishing the petty cash 

 

• Before replenishing the petty cash, the person responsible for signing checks must check the 

available monies and receipts. 

• A reconciliation of the petty cash register is carried out (see figure 11- example). 

• The petty cash must be replenished at least once a month. 

• Determining an amount, if attained, provides sufficient time to replenish the petty cash (30% of 

the total petty cash). 

• If the total amount of petty cash is to be increased or decreased, this exercise must be carried 

out by a person not involved in the management of the petty cash. 

 

D- Closing of the petty cash 

In the event that the need for the petty cash has ceased, following its reconciliation, if there is still 

an amount of money in cash, it will be deposited into the bank account which had made it possible 

to supply it. 

 

E- Signatures of staff and petty cash managers 
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Figure 12 shows an example about the use of the petty cash register. A model to use is 

available in Annex 9, along with the Excel file of the petty cash reconciliation document. 

The documents in question are available in their Excel version, always with their 

operating instructions. 

Figure 12: Example of use of the petty cash register 

 

 

To go further in bookkeeping, some easy-to-understand are available in the markets, 

that will give you basic tools. 

3.2.3. The budget: how to control expenditures 

 

It is crucial for any organization to be able to define an operational strategy based on an 

assessment of the realistic costs related to its implementation. Hence the need for an 
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annual budget. Field observation is that many Christian organizations do not use such a 

planning tool, which could easily be compared to "sight- sailing "3. 

A budget is therefore a plan to determine how the financial resources will be spent. This 

becomes all the more relevant when these resources are limited or when they come 

largely from donations. There are several types of budget, however, in this guide we 

focus on the treasury budget, given its practicality. It is strongly recommended that the 

organization's annual budget include a cash flow projection. 

The difference between the two is that the annual budget plans the sources of revenues 

and costs for a given period. The problem that arises here is that the money does not 

pass with the exact timing with which our budget has foreseen. While the cash budget 

is based on a monthly forecast and management of revenues and expenditures and the 

bank balance, to ensure that funds are available at the required time in the year. For 

example, it is recognized that churches are experiencing a decline in assistance during 

the summer period, which has a direct impact on their income. If this reality is not taken 

into account and the organization has not provided sufficient surplus for this period, it 

may be in a situation of insolvency vis-a-vis its suppliers. Hence the need to plan its 

cash flows. 

Some elements to consider when preparing the budget: 

✓ The preparation of the budget is a participatory process, so it is important to 

consult and involve resource persons from other departments and ministries of 

the organization. The budget will thus be more likely followed. 

✓ The treasurer is responsible for collecting and compiling financial forecasts 

obtained from resource persons. 

✓ The collection of data can be carried out on budgetary forecast forms destined 

for managers. 

✓ The form should include data about the current and previous fiscal year, 

historical data and notes to help managers prepare their forecasts. 

✓ Ensure that the restricted funds (designed donations) are not used for financing 

in times of cash shortages. Unless otherwise expressly authorized by the donor. 

✓ After making the required changes, the budget is adopted by the directors and 

presented to the voting member for adoption. 

✓ Meetings for the preparation and adoption of the budget should be the subject of 

the minutes. 

✓ The budget can be incorporated into the financial statements for follow- up 

purposes. An organization that neglects to monitor its results against the budget 

on a regular basis reduces its ability to respond quickly to difficulties. 

 

 

 

                                                
3 Luke14:28 30, Jesus Christ citing the merits of planning. 
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Technical sheet 4: The budget workshop 

Stages of implementation 

1) Identify revenues and costs 

Define your goals - what is the purpose of the budget? 

(i) Make a list of of all potential revenue sources: 

• Tithes 

• Offerings 

• Donations 

• Membership 

• Bank interests 

• Rental revenues 

• Sales revenues 

(ii) Make a list of expected costs: 

a) Investment projects (e.g., purchase of a building): 

• Renovation materials 

• GST/QST non- refundable 

• Notary and architect fees 

• Assorted municipal taxes 

• Other professional services 

b) Various projects and programs (e.g., conferences; Women's ministry, etc.): 

• Salaries and treatments: 

 Gross wages 

 Employer's contributions 

 Private pension plan 

 Guest fees 

 

• General fees: 

 Rent 

 Insurance 

 Electricity 

 Heating 

 Office supplies, mail and postal services 

 Telephone, Internet 

 Volunteers 
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2) Formalize information on a table 

Prepare a simple table in an Excel spreadsheet that clearly presents information (see 

Annex 10, example of a budget and cashflow). 

 

Projected revenues • Tithe, offerings, sales revenues, etc. A $50,000 

Projected 

expenditures 

• Salaries and treatments 

• General fees 

 $20,000 

$27,000 

  B $47,000 

Net surplus  A-B $3,000 

 

When the difference between A-B gives a negative result, the budget is not viable and 

actually requires more work. If on the other hand, the result is positive, as in the example 

above, we can extend it by bringing out the details of income and expenditures. It is 

important to note that the budget is not cast in stone and may be subject to revision if 

there are significant changes. 

 

Technical sheet 5: The workshop on forecasting money flows 

As mentioned above, the budget is often combined with estimates of cash flow (income 

and expenditures). These cash flows relate to the activity of the bank account over 

the same period of time as the budget and are concerned with how this account can 

retain a positive balance. 

Importance: It is an exercise of the utmost importance because it allows you to predict 

how the balance of the bank account will vary every month and whether the organization 

will encounter problems if there is no cash inflow when needed. 

Stages of implementation 

1) In order to be effective in the structure of the forecast table, use the same headers as 

your budget and make sure that the same period is covered. 

2) Be inspired from data from the previous year and historical data. 

3) The revenues - Identity the periods when it is likely that you will have cash inflows. 

For example, a pledge from an institutional donor at the beginning of the second quarter 

can be incorporated into your projection. 
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4) Identify the periods during which payments will be made and enter them in the table. 

Thus the rent may be a payment due monthly while Hydro - Quebec will invoice every 

two months. 

5) Total all the different categories of the table by following the letters on the table. 

6) Check to ensure that the balance of the header (bank end balance) is positive. When 

the balance gets closer to zero, you have to keep an eye on cash flows and outflows. If 

this number is negative, you should then plan how you will pay the bills in order to avoid 

bank fees. For example: either by taking payment arrangements, by taking a line of 

credit from the bank or by appealing to the generosity of the members. 

Example of a cash flow forecast table 

The forecast is shown in this table over a six year period. We provide in Annex 11, an 

adaptable treasury budget for a registered charity. 

  April May June July August Sept  

Revenues         

Offerings 
Donations 
Interest 

 10,000  

 

2000 

 
100 

10,000  

 

750 

 

100 

 

 A 10,000 2000 100 10,000 750 100  

         
Expenditures         

Salaries  3200 3200 3000 3000 3000 3000  
Rent  500 500 500 500 500 500  
Electricity   175      
Insurance    1000     
Accounting    250     
Donations   50      

 B 3700 3925 4750 3500 3700 3500  

         
Net balance of 
funds 

C 6300 (1925) (4650) 6500 (2950) (3400)  

         
Bank account 
opening balance 

D 500 6800 4875 225 6725 3775 A-B 

         

Bank account 
closing balance 

 6800 4875 225 6725 3775 375 C+D 
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4. Pillar 3: Financial statements 
 

The purpose of this section is not to provide an accounting course on the various 

accounting items. The material would then assume a level of complexity that would 

deviate from the purpose of this guide. We limit ourselves here to the presentation of 

some fundamental elements which may enable the treasurers to have a better 

understanding of the financial statements. 

4.1. The main financial statements of registered charities 

 

The main financial reports (financial statements) that we find at the registered charity 

level are:  

- The statement of income (statement of income and expenditures) 

- The statement of financial position (balance sheet) 

- The statement of changes in net assets 

- The statement of cash flows 

- The notes to the financial statements 

The CRA, for the purposes of producing tax returns for registered charities, requires the 

submission of the balance sheet and the statement of income. However, financial 

statements prepared by an accountant will include at least (in the case of a Notice to 

readers) the first three financial statements referred to above. 

Did you know that registered charities under a federal charter with Corporation Canada (governed by the Canada 

Not-for-Profit Corporations Act) and using solicitation 4 following an annual resolution of members are required to produce 

certified financial statements(Review of engagement) if their income is between $50,000 and $250,000. Above $250 000 

an audited financial statements is mandatory 

                                                
4 A registered charity shall resort to solicitation if it receives income in excess of $10,000 from 
public sources in a fiscal year. See the CRA website at: www.ic.gc.ca/eic/site/cd-
dgc.nsf/fra/cs05011.html  

http://www.ic.gc.ca/eic/site/cd-dgc.nsf/fra/cs05011.html
http://www.ic.gc.ca/eic/site/cd-dgc.nsf/fra/cs05011.html
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4.2. Some basic notions about financial statements 

 

On the basis of the accounting equation presented above, we will review some essential 

notions about the main accounting items of the financial statements. 

4.2.1. The state of the financial situation or balance sheet 

 

The balance sheet shows the net worth of the organization at a specific point in time, 

usually the end of the fiscal year for registered charities. 

The figure gives an overview of the main categories of a registered charity balance sheet 

account. Some basic elements emerge from this figure: 

• The asset (in green) has a debit balance (Debit (+) ➔ Increases); 

• The liabilities (in orange) has a credit balance (Credit (+) ➔ Increases); 

• The net assets (in orange) have a credit balance (Credit (+) ➔ Increases). 

Double-entry accounting is based on the notion of debit-credit. In order to transition, you must always ensure 

that the writing has "two legs" (its left leg = debit and its right leg = credit). For example, if you are buying a large 

equipment (Fixed asset) from your bank (short term assets), the bank account decreases (to the credit) and the equipment 

account increases (debit). 
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Figure 13: The various balance sheet items 

 

 

 

 

 

 

 

 

 

 

 

 

 

The assets: 

 

They represent what your organization has, what it is owed, what it has invested and 

what it has deposited elsewhere. 

➢ What you possess: 

 

▪ Amounts held in the bank, investments or petty cash; 

▪ Items purchased by your registered charity, for future use, such as a book 

inventory; 

▪ Fixed assets (e.g., furniture, equipment, rolling stock) are non-liquid assets 

since the money has already been disbursed to acquire them, presented at 

book value in the books; 

▪ Cumulative depreciation (against fixed assets) which indicates the decrease 

in the value of fixed assets over their useful lifetime; 

▪ Collection of works or other assets related to your mission (e.g., horses); 

▪ Payments made by your registered charity for goods or services not yet 

received (e.g., insurance premiums); 

▪ Long-term investments of unrestricted or temporarily allocated funds; 
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▪ Long-term investments of funds the principal of which is never used, in the 

case of donations. 

 

➢ What you are owed: 

 

▪ Pledges made to your registered charity, but not yet received (e.g., grants 

from a government institution). As a general rule, pledges are not considered 

as an asset because of their uncertain nature; 

▪ Income from services provided by your registered charity, for which no 

payment has yet been received; 

▪ Loans or advances made by your registered charity. 

 

➢ What you have deposited elsewhere: 

 

▪ Deposits made by your registered charity to third parties and held by them on 

behalf of the latter, such as security deposits, housing bonds, etc. 
 

As shown in the previous figure, assets are classified in decreasing order of liquidity. 

The term short-term indicates a term of one year and the long-term more than one 

year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Box 6: Questions to ask yourself when considering asset balances 

On cash 

▪ Is there enough money to pay the bills? 

▪ Is there too much money in interest-free accounts? 

▪ Are the restricted (designated) funds protected? 

▪ Is our bank balance going up or down? 

On accounts receivable 

▪ Are the sums owed to us recovered in a timely manner? 

▪ Will there be monies that we will never be recovered? 

▪ Do we have a plan in case of non-payments? 

On stock and inventories 

▪ Do we have too much stock on hand or is it aging? 

▪ Do we need to replenish? 

On deposits 

▪ How many of our assets are held this way and why? 

On fixed assets (buildings, equipment, accumulated depreciation) 

▪ How much have we invested in fixed assets this year? 

▪ Do we need to get rid of our equipment or renovate? 
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The liabilities: 

 

The liabilities represent what you owe to others or hold on behalf of others. The short 

term ➔ owed within a year; the long term ➔ owed in over a year. 

➢ What you have to pay others: 

 

▪ Accounts payable to suppliers (goods and/or services invoices); 

 

▪ The organization's credit card bills; 

 

▪ Salary liabilities (federal and provincial source deductions, salaries payable); 

 

▪ Accrued expenses (estimates of amounts due for which the invoice has not 

yet been produced such as holiday pay); 

 

▪ Amount used in the line of credit; 

 

▪ Short or long term loans. 

 

➢ What you hold on behalf of others: 

 

▪ Deferred revenue or refundable advances (amounts paid to your organization 

before the service is rendered, with the responsibility to reimburse them if the 

service is not rendered); 

 

▪ Contributions with a condition attached (e.g., donations to your organization 

on the condition that an equivalent contribution is made). 

 

Box 7 provides some crucial questions to ask yourself when analyzing the liabilities of 

your organization. 
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The net assets 

 

The net assets of a registered charity represent the net worth of the registered charity. 

The net assets are therefore reserves, consisting of money and investments, fixed 

assets (equipment, land and buildings, net of long-term debt) and other net assets. The 

balance of the net assets should always be positive. A negative balance suggests that 

the organization has spent too much or taken on too many commitments. At this stage, 

your accountant's expert advice will not be a luxury. 

Generally Accepted Accounting Principles classify net assets into three categories: 

 

Box 7: Questions to ask yourself about the amount of your liabilities 

On accounts payable and accrued liabilities 

▪ Are our supplier paid on time? 

▪ Is there enough liquidity to pay the invoices? 

▪ Do we owe money on our high interest credit cards? 

▪ How long have these debts been on our Books? 

On wage obligations 

▪ Do we pay our deductions and contributions on time? 

On conditionnal contributions 

▪ Are we in a position to raise the amounts of money conditional on access 

to counterpart funds? 

On the line of credit 

▪ Do we have the means to pay our line of credit? 

▪ Are we using our line of credit efficiently? 

▪ Do we use our line of credit for our operating expenses? 

On our loans/mortgages 

▪ What is the amount of our debt? 

▪ Is the debt external or internal? 

▪ Is there a plan to repay the loans? 
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- The unrestricted (non-designated funds, invested in fixed assets); 

- The restricted funds (designated donations either internally or externally); 

- Endowments (permanently designated funds). 

 

4.2.2. The statement of income 

 

This financial statements presents the operating situation of an organization during the 

year. It presents the income due (whether it is cashed or not) and all expenses incurred 

(whether already disbursed or not). 

It consists mainly of two categories of accounts: 

▪ The revenues have a credit balance - (Credit(+) ➔ increases to the credit); 

▪ The expenses have a debit balance - (Debit(+) ➔ increases to the debit). 

A review of the financial statements of the organization should be carried out externally, 

ideally by a chartered professional accountant (CPA), depending on the scope of the 

mandate required by the organization, the different types of missions and the resulting 

reports are as follows: 

- The compilation mission that does not provide any level of assurance the 

corresponding report is the so-called “ Notice to reader”; 

 

- The review mission that provides a level of moderate assurance whose result is a 

Review of engagement report; 

 

- The audit assignment which provides a reasonable level of assurance to users 

whose result is an audited financial statement. 
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5. Pillar 4: Disclosure of information 
 

As soon as your financial statements are ready and available, the next important step 

will be to disclose the results to the public. The organization has an obligation to publicly 

report on its organizational and financial activities. In fact, your organization by 

submitting its tax return makes available to the government as well as to current and 

potential donors, various information about them. This information is available through 

the CRA website5. 

The tools the government has made available to registered charities to support the 

disclosure process include: 

• The registered charity's information return - T3010 

• The provincial counterpart in Quebec - TP-985.22 

• The list of directors or trustees of the registered charity - T1235 

• The list of qualified donees (if applicable) - T1236 

• The registered charity's basic information sheet - TF725 

In this section, we want to put into perspective the best practices to support this process. 

We refer our reader to our QCCC Tool Box I, which provides a wealth of information on 

how to complete these documents. 

 

5.1. The dates to keep in mind by your organization 

 

The table below summarizes the main dates for which a Christian registered charity 

should pay particular attention. A template for tracking timelines is provided in Annex 12. 

It aims to help the organization to systematically monitor its administrative obligations 

during the year. 

 

 

 

 

 

 

                                                
5 Site list of registered charities: http://www.cra-arc.gc.ca/chrts-gvng/lstngs/menu-fra.html  

http://www.cra-arc.gc.ca/chrts-gvng/lstngs/menu-fra.html
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Table 4: Important dates to memorize for your organization 

No Obligations to be fulfilled Deadline Conditions to be met 

1 Planning the preparation of financial statements At the end of  

your fiscal year 

- Complete bookkeeping 

- Financial statements 

available 21 days before 

the annual general meeting 

2 Producing receipts for tax purposes February 28th - Reconciliation register of 

donations, deposit slips 

3 Annual update in the REQ From May 15th  

to November 15th 

- Get your clicSÉQUR 

number 

- Plan to provide $34  

(in 2018) 

4 Pay their deductions at source (DAS) and 

employer contributions 

Every 15th of  

the month 

- The balance of DAS  and 

other rebates is reconciled 

with the balance on the 
government forms 

5 Produce the slips T4, T4A, Relevé 1 & their 

summaries 

February 28th - Amounts on the summary 

= Total slips + other rebates 

(taxes & employer parts) 

 

- Reconcile the government 

forms with the payroll 

6 File the registered charity's information returns - 

T3010 and TP-985.22 

Within 6 months 
after the end of 

year 

- Amounts of issued 

receipts available - Line 

4500 donations with 

receipts (T3010) 

- List of donees 

- List of administrators 

7 Signature of financial statements by an authorized 
representative 

As soon as the 
financial 

statements are 

ready and 

approved by the 

annual general 

meeting 

 

8 Produce the annual report to Corporations 

Canada6 

Within 60 days of 

the registered 

charity's 

anniversary 

- $20 online 

- $40 by mail (as at year 

2018) 

 

  

                                                
6 For registered charities, extended or incorporated under the BNL Act with Corporations Canada. 
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5.2. Benefits to align with good practices 

 

If there is an agreement on the need to respect the deadlines abovementioned, it will be 

more clarifying for us to be aware of the fact that default for your organization to comply 

with may result to severe penalties. 

We have summarized in the table below some of the penalties incurred by an offending 

organization. 

Table 5: Threats to a non-compliant organization 

 Punitive measures (CRA) 

Description of the infraction First infraction Subsequent infraction (s) 

Late filing of the information returns After 3 months notice 

revocation of the 

registration number and 

a $500 fine. We also 

note the application of a 

revocation tax 7 

Revocation of the Registered 

charity number and $500 fine 

Incomplete tax receipts 5% of the amounts on 

the incomplete receipts 

10% of the amounts on the 

incomplete receipts 

Incomplete accounting records Revocation of the right to 

issue receipts 

Revocation of the right to 

issue receipts 

Non- complementary business 

activities (registered charity  

and Public Foundation ) 

A 5% tax on gross 

revenues generated 

A 100% tax on gross 

revenues generated 

Issuance of a receipt in the 

absence of a donation or a receipt 

containing false information (where 

the total penalties do not exceed 

$25,000) 

125% penalty of the 

eligible amount shown on 

the receipt 

125% penalty of the eligible 

amount shown on the receipt 

Issuance of a receipt in the 

absence of a donation or a receipt 

containing false information (where 

the total penalties exceed $25,000) 

125% penalty of the 

eligible amount shown on 

the receipt and 

suspension of the right to 

issue receipts for tax 

purposes 

125% penalty of the eligible 

amount shown on the receipt 

and suspension of the right to 

issue receipts for tax 

purposes 

                                                
7 Revocation tax is the amount calculated on the basis of all assets held by the registered charity 
net of any loan and transfer of property to qualified donees. 
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Undue benefit granted to a person 

or entity by a registered charity 

(e.g., a registered charity grants an 

interest-free loan to an 

unrecognized administrator or 

donee) 

105% penalty on the 

amount of undue benefit 

110% on the amount of undue 

benefit - if the unjustified does 

not arise from a donation the 

suspension of the right to 

issue tax receipts also applies 

 

By examining the preceding table, one can appreciate the considerable risks associated 

with the negligence of the administrative management of its organization. It is therefore 

very clear that prior to making a decision to produce a tax receipt or to offer any undue 

advantage to a pastor, a member of the board of directors or any member (loan, 

benefit, a donation of property or equipment of a value in excess of $500), the registered 

charity must examine and assess the adverse consequences of such a decision on the 

continuation of its activities. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



65 
 

Conclusion 
 

The commitment to manage in excellence is an objective that every Christian 

organization should adopt, in view of the good testimony to communicate. However, this 

testimony has not always been at its best. The observation is that, for many of these 

organizations, administrative issues often constitute a real "puzzle". 

The aim of our approach through this guide is to help reduce the knowledge gap that 

these organizations often face. We hope that the material provided in the form of tools 

and data sheets will help to raise the treasurer's level of knowledge and skills. If this goal 

is achieved, our mandate to see the Christian organizations of the province shine 

through a management of excellence will have been amply satisfied. 

It goes without saying that such a dynamic will not happen without the support of the 

leaders, so we hope to see an overall dynamic instigated by leaders who want to see 

things moving in the right direction. 

 

 

 

 


