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OVERVIEW 

 The purpose of this document is to serve as a guide to any club member contemplating 

on taking the role of Treasurer so that he/she understands the scope and amount of 

work involved. 

The document is also intended to help the new Treasurer and the STC Board to get a 

jump start for the new fiscal year. The document should help the new Treasurer  to 

understand the scope of work and make it efficient to carry out the duties. 

Nothing in this document is intended to be a mandatory requirement. The document 

has been prepared from the perspective and experience of a Treasurer who took over 

this role with no written guidelines. 
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TURNOVER 

After the AGM the new Treasurer should arrange to meet with the outgoing Treasurer 

at the earliest date possible to facilitate the turnover. The purpose of the meeting is: 

Take over the previous 7 year's files for record retention 

Review the past year's financial statement and the last bank statement to confirm 

accuracy of the financial statement and current bank balance 

Review documentation retained by the former Treasurer for the previous financial year 

and cross check with each months bank statement 

Handover the key to the post office box 

Handover the office supplies which may include envelopes, stamps, stapler, 3 hole 

punch, cheque book, deposit book, STC deposit stamp and inkpad 

 

BANKING 

The chequing account for STC is held at the TD Canada Trust, 307 Christina St. N at the 

intersection of Christina and London Rd. 

A savings account is held at on-line bank Tangerine.  The Treasurer will need to contact 

Tangerine customer service to arrange for paperwork for transfer of signing authority to 

the new executive. Anyone requiring access to the account will have to get a personal 

Tangerine account. The Treasurer should review with the outgoing Treasurer the 

procedure to access Tangerine account. 

According to the STC constitution cheque signing authority is restricted to the office of 

the President, Vice President and Treasurer. A cheque must be signed by 2 out of the 3 

designated people. 

The new treasurer should contact the TD bank branch as early as possible and arrange a 

meeting with the Bank office and the 3 designated STC officers. The purpose of the 

meeting is to remove signing authority of the previous executive and assign signing 

authority to the incoming executive. 
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The new treasurer shall get a bank access card and get access to the on-line banking 

POST OFFICE 

The treasurer will regularly check the post office box at the Milk Mart located at the 

intersection of Murphy and Michigan Road. 

STC address is : P.O. Box 22054, Sarnia, Ont N7S 6J4 

 

ACCOUNTING 

An Excel spread sheet is used to record General Ledger, Income and Expense Ledgers. 

The incumbent will get a copy of this file from the previous treasurer 

The incumbent is free to use a different software for accounting but should review with 

the Board and get approval 

Each transaction shall be entered in the General Ledger. In addition the transaction shall 

be entered in the Income or Expense Ledger and assigned to a cost centre or split into 

multiple cost centres if required. 

The following Expense Cost Centres have been used. The new treasurer can add or 

delete cost centres as needed: 

Advertisement, Bank Service Charges, Dues & Insurance, Office Adminstration, 

Property Taxes, Professional Fees, Club Op. Expense, League Exp. Beginners Lessons, 

Junior Lessons, Club Events, Repairs & Maint, Utilities 

The following Income Cost Centres have been used: 

Membership, Junior Lessons, Club Events, Mens League, Tues Ladies, Wed Ladies, 

Adult Lessons, Donations, Mixed League, Singles League and Junior League 

The treasurer should seek to establish auto bank payment for recurring bills to reduce 

work load and reduce cheque writing. The following recurring bills have been assigned 

to auto payment: 

Ontario Realty Corp, Bluewater Power, Bambora Fees, Bell Canada, City of Sarnia 
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The on-line membership dues, league and tournament fees are processed by Jeggysoft 

/Bambora and direct deposited to the TD Bank account. As there are numerous deposits 

from Bambora during peak membership drive, it is more convenient to allocate the 

deposit to Membership and then broken down and reallocated to multiple cost centres 

when detail reports from Bambora are available. 

The treasurer shall cross check each month's bank statement against the general ledger 

and shall balance the general ledger to the balance indicated in the bank statement. 

The accounting year is from Oct 1 to Sept 30 of the next year. Therefore any transaction 

beyond Sept 30 shall be assigned to the next fiscal year. 

The treasurer shall prepare an Income Statement and a Balance Sheet for the Annual 

General Meeting and provide highlights to the general membership. 

 

MONTHLY FINANCIAL REPORT 

The treasurer  shall send a up-to date financial status to the secretary in advance of the 

monthly board meeting. 

The report at minimum should include a copy of  the General Ledger of the operating 

account and balance remaining in all other accounts. 

Any concerns or issues should be included in the report. 

 

INCOME TAX RETURNS 

STC  external accounting firm is Woods and Company at the intersection of Christina 

and Wellington Road. 

Contact is Mike Rumble, phone 519-336-6600 

The treasurer is responsible for contacting Mike and arrange a meeting for preparation 

of the annual income tax returns during the first quarter of the year. 

The documents required for the meeting include: 
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 Previous Year Income Statement 

 Previous Year Balance Sheet 

 A copy of monthly bank statements,  from Oct to Sept 

 A copy of any other tax documents, e.g. T5 slips, T3 Slips  

Woods & Co. will prepare income tax return and submit to CRA 

Once CRA assessment has been completed, the Treasurer will meet with Woods & Co 

for a review and obtain copy of the assessment. 

The Treasurer will submit a copy of the assessment to the secretary for discussion at the 

next monthly meeting. 

AGM REPORT 

For the AGM the Treasurer will prepare and Income Statement and a Balance Sheet for 

the fiscal year. 

The Treasurer will present these reports at the AGM. A discussion should include 

comparison to the previous year/years and highlight items different or deviations from 

previous years. 

FILING SYSTEM 

The treasurer will retain past 7 years' files. Documentation for each year is contained in 

an accordian file with a label for the year on the front of the file. 

The Treasurer will keep in file all financial documents so that an independent audit can 

verify the financial statements for the year. 

It is suggested that each month's bank statement should have the backup documents 

filed in order of bank transaction for easy verification 

AUDIT 

The new treasurer with the approval from the Board will solicit a member of the club 

who is not a member of the previous Board or the present Board to review the previous 

year's financial statement. The reviewer shall confirm in a written note to the Secretary 
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that the starting balance of the new accounting year is in accordance with the AGM 

financial statement and secondly the documentation retained backs the monthly bank 

statements.   

 


