Bookkeeping




Signs of a Great Bookkeeper

Take the time to understand your business operations

Learn the processes of your community league

Ask you questions on a regular basis

Offer you detailed information from in the accounfing system
Can read the financial statements to you

Meet deadlines
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Make supporting suggestions



BOARD OF DIRECTORS/FINANC

Should be actively involved in the financial processes and reporting.

COMMUNICATION - Have a conversation with your Bookkeeper and discuss expectations and deadlines
FINANCIAL POLICIES - Develop and review financial policies that meet your business needs — Set review dates
ACCOUNTING CONTROLS - Create and implement accounting conftrols

DETECT ERRORS - Look for easy known financial statement errors

QUESTIONS - Ask your Bookkeeper for details regarding balances on the financial statements



Active Involvement

COMMUNICATION

Set deadlines that work for
both parties (community
league and Bookkeeper)

Make it known how often you
require financial statements

Discuss the process of financial
reporting. (who reviews and
who reports)

Determine year end
procedures

FINANCIAL POLICIES

Signing Authority

Budgeting

Credit Cards

Employee & Board Expenses
Petty Cash

Payroll

Record Keeping

Capital Purchases

Year End and Audit

ACCOUNTING
CONTROLS

Approval Authority
Access Conftrols

Physical Audits
Segregation of Duties
Standardized Documents
Trial Balances

Periodic Reconciliations




Active Involvement

DETECT ERRORS QUESTIONS

Balance Sheet Errors
Income Statement Errors
Cash Flow Errors

Compare against Budget for
Errors

Ask to review the bank
reconciliation

Request subledgers for
accounts receivable and
accounts payable

Ask what the balance in
prepaids consist of

Review pieces of the general
ledger



Accounting
Control Examples
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Review Bank
reconciliations

COMPANY 1

Account Reconciliation with Outstanding Transaction Detail Report 01 Jul, 2018 to 31 Jul, 2018
Report By: Statement end date

Account: 1060 Scotia Bank Chequing Account
Previous Statement Start Date: 01 Jun, 2018
Previous Statement End Date: 30 Jun, 2018

Statement start date
Statement end date
Reconciliation date

Reconciled

Generated On: 27 Sep, 2018

Deposit I Date Trans. # Source  Comment Amount Total
01 Jul, 2018
31Jul, 2018
10 Sep, 2018
Statement End Balance as of 31 Jul, 2018 342373
Add: Outstanding Deposits 0.00
Subtract: Outstanding Withdrawals -4,062.16
Adjusted Bank Balance as of 31 Jul, 2018 £38.43
Book balance as of 31 Jul, 2018 638.43
Outstanding Deposits 0.00
Outstanding Withdrawals
31Jul, 2016 J3893 37 John Smith 67420
15 Jan, 2017 J3895 38 Jane Doe -1,046.68
28 Jan, 2018 J3897 40 Bank Charges -589.79
31Jul, 2018 J3901 36 One Time Customer  -1,300.11
31Jul, 2018 J3903 39 Heather Gordon -451.38
Total Outstanding Withdrawals -4,062.16




2 similar types of bank reconciliations

Reconciliation on the right is most important to review
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COMPANY #1
Balance Sheet

ERRORS CONFIRMATIONS
December 31, 2018 December 31, 2017
Assets
Cash
Petty Cash H
Chequing 2
Savings 2
Total Cash 300,114 Cash balance needs to match Cash Flow Statement balar

Recelvables & Prepaids

Accounts Receivable 4,000 Request to see outstanding receivables

GST Recelvable

Request details

Prepaid expenses

Prepaid Insurance 16

Total Recelvables & Prepaids

Fixed Assets

Signage

Depreciation

Total Signage

l I Sports Equipment
O O C e S e e Depreciation
Total Sports Equipment

Equipment - Camp

Depreciation

Total Soccer Equipment - Camp
Website - Camp 12

Depreciation

Total Website - Camp

Total Fixed Assets 1,080 5.1
Total Non Current Assets 1,06
Total Assets 469,066 316,811 Total assets match total liabilities & equity

Liabilities and Equity
Current Liabilities
Accounts Payable 16,584

Accrued Liabilities

Total Current Liabilities

Total Liabilities 16,584
Equity

Retained Earnings 2

Net Income

Total Equity

Total Liabliities and Equity $ 469,066 § 316,811 Total assets match total liabilities & equity
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COMPANY #1
Profit and Loss

JAN - AUG 2018 JAN - DEC 2017
REVENUE
Donation s 122,037 $ 156,973
Memberships 800 10,868
Facllity Rental 1.800
Camp Fee 100,000 17,700
Fundraising 1415
Other Revenue 704
Total Revenue 187 756
Grants
Grant #1 94,460 25 000
City of Edmonton - 68,680
Total Grants 94 460 93 680
TOTAL REVENUE 317,802 281,436
EXPENSES
Programming Expenses
Coaching & Refereeing 6,440 7,840
o Child Care 3412 7,765
P ro f I T | Facility Rentals 13,470 9624
Fundraising 2,434
Seniors 92
Skating 25,524 50,954
Volunteer Appreciation 43,883 57,703
Walking 65
Total Program Expenses 95,256 133,961

Camp Expenses
Camp
Advertising - Camp
Contractor Wages - Camp 2,105
Facilities - Camp
Food - Camp

Supplies - Camp
Transportation - Camp 2,368

Total Camp Expenses 2,105 76,522

General & Admin. Expenses

Advertising/Marketing 1,826
Board Development 74
Contractor Wages & Benefits 28,473 52,457
Insurance 2,040 2,580
Interest & Bank charges 643 113
Meals/Meetings 452
Merchant Fees 395
Office 361
Rent - 5857
Repairs & Maintenance 240
Wages 5,458
Telephone & Internet 376
Travel & Parking 272
Website 237
Amortization 8,769 5,790
Total General & Admin Expenses. 49,618 68,639
Total Expenses 146,979 279,112

NET INCOME s 170,823 § 2,324 net Income to




Cash flow
statement

COMPANY #1
CASH FLOW STATEMENT

OPERATING ACTIVITIES
Net Income
Adjustments to reconcile Net Income
to net cash provided by operations:
Accounts Receivable
GST Receivable
Prepaid Expenses
Prepaid Insurance
Accounts Payable
Accrued Liabilities
Net cash provided by Operating Activities
INVESTING ACTIVITIES
Soccer Equipment
Depreciation
Net cash provided by Investing Activities
Net cash increase for period
Cash at beginning of period
Cash at end of period

JAN 1 - DEC 31 2018
B ——

170,823 Confirm this matches P&L net income

-96,000
-2,685
-10,000
-1.172
-17,068
-1,200
-128,025

-2,915

8,769

5,853
122171
300,114 Match 2017 ending cash balance
348,766 Match 2018ending cash balance




Suggested Software




SOFTWARE WEB ADDRESSES

https://www.techsoupcanada.ca/en

https://quickbooks.intuit.com/ca/

https://www.sage.com/ca/sage-50-accounting

https://www.officeclip.com/

https://www.thesagenext.com/

https://app.box.com/
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https://www.studiotax.com/en/


https://quickbooks.intuit.com/ca/
https://quickbooks.intuit.com/ca/
https://www.officeclip.com/
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