WINDSOR PARK COMMUNITY LEAGUE EDMONTON
TREASURY MANUAL
Windsor Park Community League Hall
11840 – 87 Avenue
Edmonton, Alberta
T6G 2S3
Tel: 780-439-0902
http://www.altadel.com/windsorparkcommleague/
Manual written by Robert Ferrari

DISCLAIMER:
The Windsor Park Community League Community Development Manual (the "Manual") is
proprietary to Windsor Park Community League and no ownership rights are hereby transferred.
No part of the Manual shall be used, reproduced, translated, converted, adapted, stored in a
retrieval system, communicated or transmitted by any means, for any commercial purpose,
including without limitation, sale, resale, licence, rental or lease, without the prior express
written consent of The Windsor Park Community League.
The Windsor Park Community League does not make any representations, warranties or
guarantees, express or implied, as to the accuracy or completeness of the Manual. Users must be
aware that updates and amendments will be made from time to time to the Manual. It is the user's
responsibility to determine whether there have been any such updates or amendments. Neither
The Windsor Park Community League nor any of its directors, officers, employees or agents
shall be liable in contract, tort or in any other manner whatsoever to any person for any loss,
damage, injury, liability, cost or expense of any nature, including without limitation incidental,
special, direct or consequential damages arising out of or in connection with the use of the
Manual.
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INTRODUCTION
This manual is intended to be a flexible working document, updated periodically with the date of
update noted at the bottom of each page of the document. The manual describes the operations
and function of the Treasury of the Windsor Park Community League (the League). The League
is a legal entity, incorporated under the Societies Act of Alberta in 1966. The League is
registered as a not-for-profit corporation with Services Alberta. The financial operation of a not
for profit corporation/organization can be further understood by referring to the federal and
provincial sources below:
http://www.cra-arc.gc.ca/E/pub/tg/t4117/t4117-14e.pdf
https://www.servicealberta.ca/714.cfm
The League has a relatively simple financial structure. There are few sources of income and few
monthly expenses to track. A simple pencil and paper method is sufficient to track financial
activities, especially since the League has been using an accounting firm for data entry and
financial statements and reconciliation. This manual will describe the financial structure and
activities in such a way that any novice and act as League Treasurer.
One is also referred to the League Bylaws that describe the duties of the Treasurer as follows:
The Treasurer
a)

Shall receive all monies collected on behalf of The League and issue duplicate receipts.

b)

Shall pay all bills and expenses when approved by formal motion at an Executive or
General Meeting (same to be accompanied by back-up documents).

c)

Shall keep accurate records.

d)

Shall deposit funds of The League in The League’s Bank Account(s).

e)

Shall present a written itemized financial report to each Executive and General Meeting.

f)

Shall arrange to have the book(s) shall be audited no later than the 30th day of June.

g)

Shall ensure that the annual Not-for-Profit League filing with Corporate Registries is
done in a timely manner.

h)

Shall keep and maintain in force insurance for all assets of the League, which is to be
reviewed annually.

i)

Shall keep Bonds of indemnity for Executive members with signing authority or access to
monies of the League
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This manual is not comprehensive and there may at times be unique and unusual financial issues.
When in doubt, contact the League’s accounting firm and ask questions. Our current accounting
form is:
Vleeming Vleeming O’Neill LLP
305, 85 Cranford Way
Sherwood Park, Alberta
T8H 0H9
Tel: (780) 449-6143
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WHAT TO EXPECT
As stated in the Introduction, the League’s finances are relatively simple, especially since the
majority of data entry and accounting is done by our accountant. The Treasurer should not, on
average, have to commit more than 15 minutes in a given week to the Treasury. In many weeks,
there will be no activity. The table below is a layout of probable activities over the course of a
calendar year. The Financial year runs from April 1 of one year to March 31 of the following
year. In the table below, where a month shows no activity, there is always the possibility that the
Building Maintenance Officer will have done a repair and there may thus be an invoice to be
paid from a professional service contractor. Details of these activities are described later in the
manual but here is an example of what one could expect.
Month
January
February
March

April
May
June
July
August
September
October

Activity
No activity
No activity
Write 12 post-dated cheques starting April 1 for the janitor. The Building
Maintenance Officer will provide you with the needed information.
Write a cheque to the City of Edmonton for $5000 for a Green Shack Program.
Our Community Recreation Coordinator from the City of Edmonton will remind
you about this.
No activity
Bring the accounting firm a box full of envelopes containing receipts and bank
statements (for items up to and including March 31) so that the accountant can
begin to prepare the annual financial report.
No activity
Receive a package of cheques from the Soccer Officer and deposit them using the
Deposit Book at a bank teller.
No activity
Receive cheques from League members wishing to renew their membership.
Deposit them in batches once a month using the Deposit Book at a bank teller.
Write out 6 post-dated cheques starting November 1 for the snow removal. The
Building Maintenance Officer will provide you with the needed information.
Attend the Annual General meeting and read the financial report.

November
December

On the front page of the financial report, three members of the Executive with
cheque-signing authority and three members of the community sign and write their
names under a hand-written statement showing the date and “REVIEWED AND
AUDITED BY:”
Pay the membership invoice for the Edmonton Federation of Community Leagues
(EFCL) and pay the annual insurance invoice.
Be prepared to write cheques for the students who will handle rink maintenance.
The Rink Maintenance Officer will provide you with information as to how the
students are paid.
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BANK ACCOUNTS
The League has two bank accounts, both described as business/chequing accounts, held at the
Bank of Montreal (BMO). The account numbers and address of the bank branch are known to
the Executive of the League and appear on cheques (of which there is one set for each account).
One account, called the Operating Bank Account, is where monies that are received from sources
other than Alberta Gaming and Liquor Commission (AGLC) funding (i.e., casino fundraising).
This is this bank account into which most deposits (income) are made and from which most
bills/invoices are paid by cheque.
A second account is designated Casino Bank Account. This is where a deposit is made every 2
years for receipt of AGLC casino fundraising monies.
The League currently receives paper bank statements monthly for each account. There is an
option to receive these statements either in paper form or to access the account statements online
(but not both). Either method allows one to view cheques that the League has written and that
have been cashed.
TREASURERS’ DOCUMENTS
Records
The treasurer should have in his/her possession the following items:
1.
2.
3.
4.
5.

6.

A cheque book and a Deposit Book for the Operating Bank Account;
A cheque book and a Deposit Book for the Casino Bank Account;
A copy of the casino licence application from within the last 2 years;
A copy of the most recent casino report (see below) completed by the accounting firm;
Financial statements and all receipts and bank statements for the last 6 years from the end
of the last tax year to which they relate. That means, for example, that if a receipt is
dated October 4, 2009 (with the year-end being March 31, 2010), the receipt is kept until
at least March 31, 2016; and,
A copy of the last 2 years of minutes of the Annual General Meeting.

Envelopes
It is best to have a bunch of envelopes, one for each possible category of expenses. The
Treasurer places each receipt or invoice into the designated envelopes as they are received.
One can also keep envelopes concerning income accounts such as an envelope that pertains to
community memberships, another envelope that has to do with soccer registration, another
regarding grants, another regarding payments for advertising in the newsletter, et cetera. One
should also have the monthly bank account statements (both accounts) available either as
received on paper or printed out from online so that they can be given to the accountants each
year after March 31.
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By handing to the accountants the various envelopes and the bank statements each year, the
accountants will be able to produce the Financial Statements. The accounts do the data entry to
create an amount for each Income and Expense account.
Deposits
The Treasurer can wait until month’s end if he or she wishes to go to a bank teller and make a
deposit.
Deposits of cheques and cash
Monies are deposited into the Operating Bank Account by depositing cheques or cash at a bank
branch teller. The record of deposit is made in a Deposit Book provided by BMO, where one
can indicate the date of deposit, the name of the Payer, an abbreviated form that describes the
purpose of the cheque (i.e., “M” for membership or “Ad” for advertising”) and even the cheque
number on the payer’s cheque. For each item (each cheque and any cash) there is a line to
indicate the item in the Deposit Book, then the amount of the deposit. Once monies are
deposited with the bank teller, the total amount for that deposit will appear in the bank statement.
The Deposit Book provides the breakdown of the total amount of the deposit.
As a backup and an additional aide, it is recommended that one place on a separate document a
notation of these deposits, especially as there are few deposits occurring each year. Doing so
helps in cases where the Deposit Book is not entirely legible or when one wants a detailed
breakdown of the exact nature of the individual deposits that made up the whole deposit for a
given day. The Deposit Book only has so much space for recording this information, and he bank
statement will only give totals of the deposit, not the breakdown. The Deposit Book is kept in
the Treasurer’s possession, as can be a separate document (electronic or written) where deposits
are recorded in a duplicate (but more detailed) fashion.
As an example, one may have four cheques for League membership (abbreviated “M”), each
$25, and on cheque for newsletter advertising (abbreviated “Ad”). There may also be a $125
cash donation (abbreviated “Don”). If these are deposited on a single day, the notation in the
Deposit Book could read:
M. Smith, cheque #53, M,
J. Jones, cheque #2, M,
Mr. Y, cheque #34, M,
Ms. Z cheque #16, M,
Business W, cheque #124,
J. Jones, Cash, Don,

$25
$25
$25
$25
$65
$125

TOTAL

$290

This will appear as a $290 deposit in the bank statement on or about the day of the physical
deposit.
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A separate paper notation is advisable to add a record and perhaps more detailed information,
such as a full name, a particular about the deposit purpose, et cetera. There may be notes such
as:
July 1, 2015
Mary Smith, cheque #53, M, $25
Jack Jones, cheque #2, M,
$25
Mr. Lawrence Yu, cheque #34, M, $25
Ms. Zena Warrior, cheque #16, M, $25
Business Wall Hangings Are US, cheque #124, $65 for a full year of advertising
Cash Donation, from Jack Jones, to be used as League sees fit, $125
Online banking deposits
Memberships to the League can be purchased online through the Edmonton Federation of
Community Leagues (EFCL) website, and these will automatically appear as $25 deposits in the
Operating Bank Account.
Deposits are generally source of income and each income source is categorized ultimately in one
of several Income Accounts (See under FINANCIAL STATEMENTS).
Withdrawals and Cheques
Generally, withdrawals in the banking statement are the result of cheques written by the League,
or bank transfers between accounts (which seldom occur). Each cheque must be signed by two
of the League signing authorities (generally the President, the Treasurer, and the Vice President).
Cheques should be written after an invoice has been received and that invoice is a document that
should be placed into one of the various Expense envelopes described above. Cheques can be
given post-dated each year to the Janitor and the Snow-removal company. Communicate with
the Building Maintenance Officer on this matter.
The bank statement will show withdraws that may be monthly and automatic (such as utilities
identified by TELUS, DIRECT ENERGY, and EPCOR).
There are few cheques written each year, and they are generally in response to an invoice or bill
received. These are further described below.
ANNUAL ACCOUNTING
After March 31 of a given year, and generally a month after this date when all bank statements
have been received, the Treasurer puts all envelopes, banks statements, and any documents that
may be relevant in a box and hands them to the accountant.
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The accountant will produce the Financial Statements (see below) that the Treasurer will present
at the Annual General Meeting in the Fall.
FINANCIAL STATEMENTS
If one views a typical Statement of Revenues and Expenditures (Income and Expenses), as
shown in the Appendix, it will be noted that our financial year begins April 1 of a given year and
ends March 31 of the following year. The Financial Statement is prepared by the accounting
firm of Vleeming Vleeming O’Neill.
The first page of the statement lists Assets and Liabilities in a conventional accounting approach.
Our assets include the total amount of cash held in the two bank accounts (Operating Bank
Account and Casino Bank Account) on March 31 of the year’s end. Another asset is our
entitlement to recover 50% of the GST paid in expenses. That is, non-profit corporations receive
half of their GST back annually. Thus, the accountants, when they are making entries for
expenses, separate the GST from the expense amount and split the entry into two parts. This
allows them to show a balance in an account they create to reflect GST paid out, and thus
recoverable. A final asset is Property and Equipment, which reflects primarily an assumed value
of the community league hall.
Liabilities include, in any given year, the bills (accounts payable) we may have yet to pay by
March 31 of a given year and the amount of money in our casino fund that we have to spend
within 2 years of having received it. This latter item is called deferred revenue. Some years, it
will be high, around $60,000, and other years very low (or zero) because we receive casino funds
only every 2 years.
The second page of the statement is the Statement of Operations. Here the accounting firm has
designated every type of income and every type of expense into a labeled account (here the word
“account” does not refer to a bank account, but account is a category of income or expense).
Every income and every expense can be categorized into one of these income and expense
accounts, respectively. In the 12-month period from April 1 to March 31 of the subsequent year,
the difference between the income and expenses is the net profit for the corporation.
Income (Revenue) Accounts
Casino
Our chief source of income is casino fundraising. Every 2 years, the League applies for a casino
licence, and over a 2-day period volunteers from the League work in a casino. In exchange for
their efforts, the casino pays the League an amount that they determine from the casino’s average
quarterly income. This amount is usually in the range of $70,000 to $80,000. This is paid as
income to the League every 2 years. The monies are deposited into a bank account dedicated for
casino funds only. The AGLC permits the League 2 years to spend the funds and to account for
that spending. The accounting firm produces a final Casino report at the 2-year mark. This
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report in effect starts with the figure of the casino funds earned and subtracts expenses or monies
spent from that account to bring the balance to zero
Each time there is a casino licence application, the application includes a listing of the types of
expenses the League wishes to consider for disbursement of casino funds. Things like
fundraising, charity, scholarships and building maintenance are permitted. The list of items
permitted for casino fund expenditures are found here:
http://aglc.ca/pdf/charitable_gaming/charitable_gaming_policies_handbook.pdf
As to how expenses are paid in practice, there are options. Expenses can be paid by cheques that
withdraw money directly from the designated Casino Bank Account. Or expenses can be paid
from the Operating Bank Account, and then at some later date money can be transferred from the
Casino Bank Account to the Operating Bank Account. AGLC would prefer, however, that all
transactions come from the Casino Bank Account.
Grants
There are occasions where a subcommittee of the League Executive applies for a grant and those
monies, if granted, are deposited into the Operating Bank Account as a source of income.
Soccer Program
Each Spring, the Soccer Officer collects soccer registration fees from parents and guardians of
soccer participants. By July of each year, the Soccer Officer will give these cheques to the
League Treasurer. The cheques will be deposited and soccer registration is thus a source of
income.
Membership Fees
Each Fall, community members will pay $25 to be community members. They can pay by
cheque to the League or pay online through the EFCL. These cheques (or online deposits) are
thus income.
Building Rental
The League has generally had a few groups each year contact the Hall Rental Officer to rent the
hall for usually $125, and this is income.
Advertising
Each year, companies or individuals contact the Newsletter Editor and pay fees for advertising in
the newsletter, the fees depending on the size of the advertisement and the number of newsletters
per year in which the advertisement will appear (currently a maximum of 4 times per year).
Donations
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The league does occasionally receive donations and these are also declared as income.
Expense Accounts
In most cases, expenses are paid from the Operating Bank Account.
Amortization
Our accounting indicates a capital asset (a building) and an amortization (depreciation) amount
that increases each year. This is how the accounting has long been done but strictly we do not
own the building. The building was constructed in 1992 with fundraising, and we have the right,
through a Tripartite agreement with the EFCL and City of Edmonton, to occupy it. We pay all
the operating expenses and maintenance. However, the League cannot sell the building and if
the League were to ever abandon the building, it would become the property of the City of
Edmonton. Despite this, accounting continues in a traditional method of assuming we have this
capital asset and that we should therefore include depreciation of the capital asset as an annual
expense, something the accountant calculates each year.
Soccer Program
Each year, in the Fall, soccer associations such as invoice the League for the services they
provide in facilitating soccer games. The amounts often are the same as the amount of income
the League receives from the Soccer Officer who collected the soccer registration fees in the
Spring. There may be other expenses related to the purchase of soccer equipment, however.
These are also categorized in the Soccer Program expense.
Professional Fees
These include fees paid to the accounting firm and may include consultant and legal fees.
Repairs and Maintenance
This includes the monthly salary paid to our League janitor, the fees paid for snow removal (6
cheques written as post-dated cheques beginning November 1 and ending April 1 of the
following year, each in the amount of the agreed upon contract with the snow removal service),
and any repairs or maintenance costs incurred during the year for the League Hall.
Invoices from professional service contractors will be paid by cheque, or the Building
Maintenance Officer of the League may pay for repairs using their own funds and present to the
Treasurer (preferably as a collection of receipts to reduce the number of cheques written) an
account of expenses made on behalf of the League. A cheque will then be written to the
Building Maintenance Officer.
Utilities
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The league has two telephone lines (one for the preschool and one for the League) and internet
through TELUS. There are also heating bills (DIRECT ENERGY) and water and electricity bills
(EPCOR) on a monthly basis. These are automatically withdrawn from the Operating Bank
Account.
Insurance
The League has an insurance policy through the company.
We have $2,000,000 liability insurance for the Executive members and the building is insured
for $550,000 replacement value as well as for damage repairs. The combined insurance policy
amount is invoiced annually and a cheque is made annually.
Membership to EFCL
Our bylaws require membership with the EFCL, and this is generally $800 per year, paid by
cheque each Fall in response to an invoice.
Green Shack Program
The City of Edmonton Community Recreation Coordinator will approach the League each year
in the March concerning paying the City of Edmonton $5000 to have a Green Shack (also called
Playground) program. An invoice will be provided and the League will send a cheque in this
amount to the City of Edmonton. The Green Shack will show up by July 1.
Social Programs
The Social Programs Officer may occasionally organize events and the costs associated with
these events will be reimbursed by cheque to whomever paid for them on behalf of the League or
companies involved in the events will provide invoices. There are usually five or fewer such
events per year.
Rink Maintenance
The League hires students to maintain the ice in the winter and they are provided with cheques
on a monthly basis, as directed by the Rink Maintenance Officer. The Rink Maintenance Officer
can pay the hired students and then be reimbursed by a single cheque.
FORMS COMPLETION
The treasurer will be involved (in a limited way) in completing up to 2 forms in the year. If there
are any questions, contact the accountants. They will assist with the completion all forms.
1.

Casino report.
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This is done by the accounting firm.
This happens every 2 years and it is mainly the accounting firm that does the work. They
examine the Casino Bank Account and look at the casino monies that had to be spent
within a 2-year period. They provide a reconciliation of that money having been spent.
2.

Services Alberta Annual Return Form (See Appendix B).
Each year, the corporation must submit a form to Service Alberta indicating the names of
the President, Vice President, Treasurer, and Secretary. If there is a change in these
names, a copy of minutes of meeting in which the officers were newly elected (usually
Annual General Meeting) should be included.

3.

Registered Charity Information Return (see Appendix C).
This is done by the accounting firm, using the information from the Financial Statements.

4.

Change of Directors Form (See Appendix D)
At the Annual General Meeting, every member of the Executive of the Community
league is automatically resigned. Then nominations rebuild the Executive, often with the
same people. If there is a change in the main directors (President, Vice President,
Treasurer, Secretary), then this would require a Services Alberta Notice of Directors or
Notice of Change of Director Form.
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Appendix A. An example of a Financial Statement
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Appendix B. Services Alberta Annual Return Form
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Appendix C. An Example of a Registered Charity Information Return
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Appendix D. Services Alberta Notice of Directors or Notice of Change of Director Form
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