Questions/Comments Following the Treasurers’ Workshop


CCCSC Inservice for Catholic School Councils

Accounts and Accountability Financial Reporting Workshop

Saturday October 25, 2008
Presenters:   Gail Robinson, Superintendent, Financial Services and Treasurer

                     Brenda LeClair, Principal, St. Jerome

                     Roland D’Costa, Financial Analyst, School Funds

                     Ehretia O’Hearn, CCCSC Chair

                                         Agenda

1. Welcome and Introductions -  Ehretia

Resource: General Administrative Procedures (G.A.P.) 722.00

2. Review of Principal, Chair and Treasurer Roles (section B)  -  Ehretia

3. Review of Designated Individual Role  -  Gail

4. Review Financial Analyst Role  -  Roland

5. Banking , Receipts and Disbursements (section C) -  Ehretia

6. Financial Reporting (section D)  -  Gail, Roland and Brenda

Overhead of Monthly Bank Reconciliation (Sample KEV 1, page 1) -  Roland

Overhead of Reconciliation – Sub-Total By Category (page 2) -  Roland

Overhead of Monthly Treasurer’s Report (Sample SC1) -  Brenda

Overhead of Year End Summary of Financial Activities (Sample SC2) - Brenda

Overhead of Funds Received Form GF#501  -  Brenda

Overhead of Cheque Requisition Form GF#500 (back and front) -  Brenda

7. Fundraising, Annual Reports and Financial Statements  -  Ehretia

      8.   Q&A -  open to all

      9.   Closing    
    Questions/Comments Following the Treasurer’s Workshop
Please see the attached responses.  If further clarification is required please contact the Board’s Internal Auditor, Vimmi Pruthi at: vimmi.pruthi@dpcdsb.org

1.    Our Council account has always been a passbook account, so do we need to   

       change to a statement account?


Yes.  GAP 722 requires school councils to use bank accounts that provide monthly bank statements and cancelled cheques.  This is an important internal control mechanism that provides a consistent approach across all schools.  Passbooks do not provide sufficient information, in an organized format, to allow for reconciling the bank account efficiently.
2.    Our Council received a corporate donation in cheque form to be specifically used 

       for one of our Council projects. The corporation has requested a tax receipt. The 

       cheque was made out to the school and not the School Council. How do I ensure 

       that the cheque amount is deposited to the School Council account? And how do 

       we issue a tax receipt?


If a cheque is made payable to the school rather than school council, the cheque may be deposited directly to the school’s bank account and then a cheque drawn on the school’s bank account can be prepared for the same amount payable to the school council and deposited to the school council bank account using the guidelines in GAP 722.  

However, if a corporate donation is received and an official tax receipt is requested there are separate guidelines that need to be followed.  Essentially, the cheque from the donor must be made payable to the Dufferin-Peel Catholic Education Foundation and sent to the Finance Department at 40 Matheson Boulevard, Mississauga.  The Foundation will then prepare a cheque made payable to the school council and an official tax receipt prepared for the donor.
3.    Regarding GAP 722.00, is there a URL link that we can link to from our School 
       Council webpage on our school website? Are we allowed to post a PDF version of 

       GAP 722.00 on the school website?


A PDF version of GAP 722 has been provided to CCCSC to be posted on their website. Yes, you may post GAP 722 on the school website or may reference the CCCSC web site.
4.    I think that the treasurers should have non-signing authority on the bank account

       to access balances and print outs when deposits are made. More efficient than

       waiting an entire month or more to reconcile.


We understand the need for school councils to know what the balance in the bank account is on an as required basis.  The principal may provide instructions to the bank that would allow non-signing authority to the school council treasurer.  This would require a letter to the bank signed by two signing officers (the same requirement for signing cheques) – i.e. the principal, vice-principal and or the designated other.  Here’s a sample letter which would be addressed to the bank:

In reference to bank account # (insert the school council’s bank account) we provide authorization to the following individual to have access to information regarding transactions and account balances only.  This access is for the school year beginning September 1, XXXX to August 31, XXXX.  This access is for information purposes only and does not provide signing authority to the account.

Name:


School Council Position:


Sample Signature:

5.    Service Fees – the banks will not waive these. I think the board should give a grant 

       of some kind to help offset costs of closing a “no-fee account” and being forced to

       open an account with high fees. Before cheques, deposit books and stamps are 

       ordered, they should require the approval of the treasurer and chair as per 
       direction.


We recognize that, in some cases, the fees charged by the banks are excessive.  In these cases we would encourage school principals to work with their bank to address this issue.  As part of these discussions with the bank it may be necessary to negotiate a deal whereby the fees are waived but no interest would be earned on the account.  

Please note that the board is currently funding the cost of the new deposit and cheque requisition forms and are unable to fund bank fees for school councils.  


Initial start up costs for supplies for the new bank accounts were required in order to get the accounts up and running.  These are the administrative costs of operating the bank account similar to bank fees which are not authorized by the school council.  The ordering of cheques, deposit books and stamps are a recurring activity in administering the council’s bank account on behalf of school council.  The principal needs to have the flexibility to ensure that there are sufficient supplies in order to administer the bank accounts and allow school councils to operate efficiently.  In these cases, it would be prudent for school councils to set aside a budget to accommodate these expenses based on cheque and deposit book usage and anticipated replenishment intervals.  Therefore these administrative costs can be treated in a similar manner as bank fees, which occurs without the approval of school council.  
6.    The board knew that this policy was rolling out come Sept. and it is disappointing

       that not all schools are updated with the system. Our designated individual has 

       not been trained yet, so we have our finances pending until Dec. Very poor 

       planning. What do we do for bank reconciliation statements if we have no reports?

       Please stress at you training for designated individuals, that these reports need to 

       be given to the treasurer.


The timing of the implementation of the Kimputer software upgrade was anticipated to have been completed earlier in the school year.  However, the upgrade was more extensive than expected and required additional time to implement.  The timing of the change in GAP procedures for school council banking was required as a result of the external audit.  We apologize for the inconvenience.  In the interim monthly bank reconciliations can be done by the treasurer manually until such time as the system has been upgraded.
7.    Do all 3 form copies need to be signed by the principal or just the white and yellow

       copy? Does the treasurer obtain these signatures or will the designated official 

       obtain them?


Once the form is signed the yellow copy should be retained by the treasurer at the time of submitting the other two copies (white and pink) for approval by the principal.  It is not necessary to obtain the principal’s signature on the yellow copy.  The yellow copy is retained by the treasurer for follow-up purposes.  


The process for obtaining approval from the principal can be arranged at each school in a manner that works best for all involved.
8.    Is fundraising the sole responsibility of Council or can the school also do 

       fundraising activities? For example: funds raised on pizza days go directly to the 
       school and not Council, but most other schools, if it’s run by Council, then the 

       funds go to Council. Is there protocol?


Fundraising may be done by either the school or school councils through the approval of the principal.  However, Board Policy/Procedures state that “the principal shall give careful consideration to the number, extent and frequency of all activities approved.”

Typically, schools conduct one “major” fundraiser per year is the rule of thumb.  Pizza days, etc. are typically based on school past practice.
9.    Please clarify the GST rebate that an attendee at the workshop mentioned.


With respect to the GST rebate, the attendee was referring to a document posted on the Peel District School Board website.  It is not a Dufferin-Peel Catholic District School Board (DPCDSB) document and therefore does not apply to DPCDSB school councils.  

Each board handles these types of issues differently.  We recognize that it would be beneficial for school councils to be able to obtain GST rebates, especially on large purchases such as equipment etc.  The GST rebate for the school board sector is only 68% of the GST charged on purchases except for textbooks which is at 100% rebate.  These rebates are required to be offset by GST charged on any sales (we need to investigate this further to determine if it applies to school council activities).   School councils would be required to keep track of these transactions.  Over the next year the Financial Services Department will examine the feasibility of implementing a process to enable GST rebates for school councils.

10.    Thank you for taking the time to clarify as much as possible, as time allowed.


We appreciate your comments.

11.    Is the Categories of Accounts is what we should be using?


There are standard categories of accounts which are contained in the Kimputer accounting system.  If there are some cases where you need to track transactions for any purpose other than the categories already established you may work with the designated other in the school to set up these accounts in the system. 
12.    3-5 days is too long to wait to be reimbursed for out of pocket expenses.

         Is it possible to have a small float that would be balanced on a monthly basis?

         Or another suggestion?


We understand that there may be situations when out of pocket expenses are required to be paid by the school councils.  I would encourage you to work with your schools to shorten this time frame wherever possible, keeping in mind that school administration has numerous responsibilities and will make every attempt to reimburse these expenses in a timely manner.  
13.    If we receive donations (7115), can we give out tax receipts?


Official tax receipts cannot be provided by school councils.  However, if a large cash donation is received and an official tax receipt is requested there are separate guidelines that can be followed.  The cheque from the donor must be made payable to the Dufferin-Peel Catholic Education Foundation and sent to the Finance Department at 40 Matheson Boulevard, Mississauga.  The Foundation will then prepare a cheque made payable to the school council and an official tax receipt prepared for the donor.
14.    Can the school do raffles? If not, are there any exceptions?

The following provides some clarification as to whether a license is required when a school or a Catholic School Council wishes to organize a raffle, which, under the Criminal Code of Canada, is defined as a “lottery scheme.”

'Charitable Gaming' refers to lottery schemes permitted, by a license, under the Criminal Code of Canada.    A lottery scheme may be defined as any scheme which has the following three components:

*  a prize (no minimum dollar amount)

*  a chance (to win the prize) and

*  a consideration or fee

Under the Lottery Licensing Policy of the Alcohol and Gaming Commission of Ontario, please be advised that a school Principal and/or a Catholic School Council would be eligible to apply for a license.  Under the complex process, the application is reviewed to determine eligibility for a lottery license, and also whether the proposed use of lottery proceeds is eligible.  Once a license has been obtained, there are numerous administrative responsibilities, including financial obligations to be adhered to, under the direction of the licensing authority as hereinafter mentioned.  

It is important to note that legislation requires that a license must be obtained in order for a school or a Catholic School Council to run a raffle, bingo or any such gaming event.

For your information and assistance, the Alcohol and Gaming Commission of Ontario (AGCO) http://www.agco.on.ca/en/c.gaming/c1.charitable.html is the licensing authority for:
- ticket raffle lotteries for total prizes over $50,000.00

- bingo events, with prize board over $5,500.00

- etc.
The Municipality (in which your school is located) is the licensing authority for:

- ticket raffle lotteries for total prizes of $50,000.00 and under

- bingo events, with prize boards of up to $5,500.00

- bazaar lotteries, if and when raffle events are included 

- etc. 

Information and Application Forms can be obtained as follows:

a) From the AGCO, either on their website, or by telephone, (416) 326-8700. 

b) City of Brampton:  Licensing Administration Office in the City Clerk's Office, 


   
 (905) 874 - 2551

c) City of Mississauga, Lottery Licensing, (905) 896-5657

d) Town of Caledon, Lottery Licensing, (905) 584-2272

In summary, all lottery schemes, prior to their commencement or prior to seeking a license, must be approved by Principal. The Catholic School Council, after receiving your approval, shall take all legal responsibility for obtaining the correct licensing needs to comply with all existing legislation.  As well, all who access school facilities, through the Board's Permit process, shall be responsible for the necessary license.  

Please be aware that it is unlawful, under the Criminal Code of Canada, to conduct or allow a raffle at your school without a license.  

15.    What can we spend fundraising money on?


The Principal is ultimately responsible for activities related to the school and therefore is also responsible for School Council activities.


School councils and the school principal are required to spend fundraising money for the students in the school.  However, if the fundraising has been conducted for a specific purpose then these funds must be used for that purpose.
16.    Do you have soft copies of SC1 and CS2?


Attached
17.    If our school has not been in-serviced yet, what are the implications of switching 

         over early? How will that affect the change over? Who will get more work?


All in-services will be completed by December 1st.  

18.    Thank you for putting together the inservice. I wish we had more time.

         Is there a chance of doing another inservice just for treasurers? There is so much

         information to learn.


Yes, we do expect to attend the next session organized by CCCSC.  In the meantime you may contact our Internal Auditor Vimmi Pruthi for clarification regarding the new procedures at vimmi.pruthi@dpcdsb.org.
19.    Is there any standards set by the board that we must follow to recoup NSF

         cheques from parents? Or is that up to the principal or treasurer?


The GAP 722 procedures will be amended as a result of a contravention to the Municipal Freedom of Information and Protection of Privacy Act.

20.    Why is there a spot for the principal to sign the requisition form when this is not

         listed as a duty in role and responsibility for the principal? The principal should 

         not be required to sign the requisition when they are required to sign the 

         cheque.


There are instances when the principal may not be one of the signing officers on a cheque.  Also, the principal is required to approve all requisitions prior to generating the cheque for signature.
21.    When and where do we find all these reports that we are required to submit?
         monthly, semi-annual, annual reports? Could you please list where these can be 

         found, when they are due and who completes them?


Details of financial reports are outlined in GAP 722 procedures.  These reports are the responsibility of the treasurer as follows:

· Monthly bank reconciliation:  Prepared by the designated individual, reviewed and signed by the principal and the treasurer.  See sample report KEV 1 in GAP 722 pages 7 and 8.

· Monthly treasurer’s report:  Prepared by the treasurer.  See sample SC 1 in GAP 722 page 9.  The treasurer can use the Kimputer software report on page 8 of the GAP 722 to prepare the monthly treasurer report.  If required, additional reports may be requested to be printed from the Kimputer software by the designated individual.
· Annual financial report:  This is to be prepared by the treasurer.  See sample SC 2 in GAP 722 page 10.  If required, additional reports may be requested to be printed from the Kimputer software by the designated individual.

· At the end of the term, the school council is required to prepare and submit a written report to the school and to the board outlining the school council goals, activities, and achievements, including any fund raising activities.

· In addition to these reports for the school council meetings, they are also required to be sent to the Finance Department or the Family of Schools Superintendent as required in GAP 722.
· All reports and due dates are listed in the Catholic School Councils Bylaw Template posted on the CCCSC website. Reports are also available on the same website in a Word Document format.
22.    Under the responsibilities of the treasurer it states that the treasurer “assists with     

         keeping proper accounting records”. What does this mean? Are there specific

         duties for the treasurer or is it at the discretion of the school secretary how much

         the treasurer is involved?


The treasurer is responsible for ensuring the accuracy of the accounting records.  Therefore, in doing so, the treasurer should assist the designated individual.  Some examples are:

· The treasurer should verify the monthly bank reconciliation against their own records and highlight any discrepancies in the accounting records to the designated individual.

· The treasurer should provide information to the designated individual on a timely basis in order to assist in keeping the records up-to-date and accurate.
23.    It is stated that the treasurer is to review and sign the monthly bank 

         reconciliation, do these get forwarded to the board on a monthly basis? 

         And should it only be the once the treasurer has reviewed and signed it?


The monthly bank reconciliation duly signed by the treasurer, principal and the school council chair is required to be sent, on a monthly basis, to the Finance Department by the designated individual.  See #B40 on page 4 of GAP 722.
24.    It was expressed at the workshop by an attendee that the treasurer should have 

         access to make inquiries on the Council account and not have to wait for a bank

         Statement. Gail Robinson said that she was going to look in to this request.

         What has been decided?


See response in #4 above.

25.    Are there limitations as to how much money can be raised by a school council

        in one school year?

There are no limitations on how much money can be raised by a school council.  However, Board policy states that “the principal shall give careful consideration to the number, extent and frequency of all activities approved.”
26.    I really appreciate you taking the responsibility of collecting questions, compiling

         the answers and making sure all of us who wished to be, are updated.


Thank you for your comments.

27.    I would like to express my disappointment in the timing of the meeting. First, the

         general meeting began 20 minute behind schedule. I attended the treasurer 
         meeting as our treasurer was unable to attend. The treasurer meeting then didn’t

         start until 10:30, which is an additional 10 minutes behind schedule for a total of 

         a half hour. Considering all the changes for this year I would have expected the

         treasurer breakout to be a priority, to ensure everyone’s understanding and

         goodwill. I left feeling unprepared and brushed off.


You may contact our Internal Auditor Vimmi Pruthi for clarification regarding the new procedures at vimmi.pruthi@dpcdsb.org.
Sample SC 1
 (Name of School Council)
Monthly School Council Treasurer’s Report

Month End (Month/Year):



Opening Cash Balance per books:
$
(A)

Add:  Sources of Revenue (during month):



$





$





$





$



Total Sources of Revenue
$
(B)

Less: Expenditures (during month):




$





$





$





$



Total Expenditures
$
(C)

Funds Remaining per Books (A + B – C)
$
(D)

(Agrees with KEV 1 Monthly Bank Reconciliation)

Less: Outstanding Commitments




$





$





$



Total Commitments
$
(F)

Projected Funds Remaining (D – F)
$


Principal

Date


School Council Chair

Date

School Council Treasurer

Date
Sample SC 2
Financial Reports – An Example

(Name of School Council)

Summary of Financial Activities

For the year ended August 31, 20XX

Cash on hand at the beginning of the year, September 1, 200?
$
5,103.56

Total of investments held at the beginning of the year

5,000.00

Total funds on hand at beginning of the year
$
10,103.56

Add:
Summary of total funds raised and the net proceeds


from these fund raisings.

12,515.00  
	Activity
	Revenue
	Expenditure
	Net Proceeds

	Pizza days
	4,500
	3,200
	1,300

	Dance-a-thon
	7,000
	4,000
	3,000

	Chocolate drive
	23,000
	18,000
	5,000

	Poinsettia drive
	1,000
	700
	300

	Donations
	2,500
	
	2,500

	Miscellaneous
	230
	
	230

	DPCDSB
	185
	
	185

	TOTAL
	38,415
	25,900
	12,515


Total funds available for projects
$
22,618.56

Less:  Summary of total funds disbursed during year

Donations
$
2,500

Disbursements to School


Literacy program
$
4,000


Artists in the School
 
1,000


Graduation

500


Curtains

2,000


Library

3,000


Computer lease

 6,000  

16,500

Landscaping



500

Teacher recognition BBQ



750

Administrative expenses



     150
20,400.00
Cash on hand at end of year




$
2,218.56

Add:  Total of investments held at end of year
0

  
Total funds on hand at end of year.




$
2,218.56

Principal

Date


School Council Chair

Date

School Council Treasurer

Date
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