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What is an ACC9, and what does it do?

The ACC9 is an Excel document, specifically designed to assist SSC’s with the financial
management of their squadron.

e Correct and regular updating will keep Treasurer’s ‘on track’ and
within their budget.

e Bank accounts should always be reconciled.

e Cash flow should be monitored

¢ Investment activity is recorded.

e Federal and Provincial HST rebates are calculated.

¢ Fixed assets are recorded at cost.

e Current financial statements are available.

e The budget planner assists with planning for the upcoming year.
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You will need:

BEFORE YOU BEGIN

e The previous year’s ACC9 signed and approved by OPC

e Bank statements for all the Squadron’s accounts

e Cheque Book

e Deposit Book

e The supporting documents for all transactions and expenses

(deposit details/sales receipts)

Back to Table of Contents
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BEFORE YOU BEGIN, PLEASE ENSURE THAT YOU HAVE ENABLED THE
SECURITY SETTINGS AT THE TOP OF YOUR SCREEN

-

Back to Table of Contents
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STARTING THE YEAR

All balances should come directly from the previous year’s
* APPROVED AND SIGNED* ACC9

Back to Table of Contents



silva
Typewritten Text
Back to Table of Contents

silva
Typewritten Text

silva
Typewritten Text


STARTING THE YEAR (cont...)

It is unwise to proceed until this sheet is balanced- the previous year’s information box
must NOT be RED

Back to Table of Contents
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DATA SETUP PAGE

The beginning balances will automatically be carried over from the
‘STARTING THE YEAR’ Page

You can manually post any outstanding cheques from the previous year in the space
provided. They should be deleted once they clear the bank

Back to Table of Contents
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DATA SETUP PAGE (cont...)

All other account balances will be carried over from the ‘STARTING THE YEAR’ page

The RED unbalanced notice will remain until a year (month) end total is added when
reconciling the bank statements

Back to Table of Contents



silva
Typewritten Text
Back to Table of Contents


SOUADRON ID PAGE

This page must be completed in full.

Back to Table of Contents
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INVESTMENT WORKSHEET

Account 1070 must be selected when recording your investments to populate this
worksheet.

Back to Table of Contents
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REVENUE JOURNAL

Post ALL deposits made to bank and investment accounts using the REVENUE JOURNAL
All revenue allocations will update the REVENUE FINANCIAL STATEMENT

Once reconciled, all derFosits will be allocated to correct “running balances’ of accounts
on DATA SETUP PAGE and INVESTMENT WORKSHEET

Back to Table of Contents
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REVENUE JOURNAL (cont...)

Add account columns using columns with GREEN heading{s; do not make any changes to
the heading account columns

When adding new accounts, stay within the current section.
1.e. Donations, Other Fundraising Activities, etc.

The Proof Category Allocation Column MUST always be . If a cell is RED, the
revenue allocation does not balance.

Back to Table of Contents
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EXPENSE JOURNAL

Post all cheques and withdrawls from all bank and investment accounts using the EXPENSE
JOURNAL. All expense allocations will update the EXPENSE FINANCIAL STATEMENT.

Once reconciled, all withdrawls will be allocated to correct “running balances” of accounts on the
DATA SETUP PAGE and INVESTMENT WORKSHEET.

Back to Table of Contents
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EXPENSE JOURNAL (cont...)
Current Allocation of Expenses

The full amount of the expense is allocated to expense columns
(including the HST portion). Full HST is posted in the HST column.

Federal amount only posted in GST column (5% calculation on cost before taxes)
Federal and Provincial HST refunds will automatically calculate of the
FINISHING THE YEAR page.

Back to Table of Contents
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TRANSFERS BETWEEN ACCOUNTS USING
REVENUE JOURNAL

When transferring between accounts, (ie. Main account to Investment)
use the Transfer Column.

Interest earned at maturity is included in the Revenue Column.
The transfer column total in both the Revenue and Expense Journals should be equal.

Back to Table of Contents
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TRANSFER BETWEEN ACCOUNTS USING
EXPENSE JOURNAL

When transferring funds from the Investment Account to Main Account, use the
Expense Journal.

Back to Table of Contents
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REVENUE AND EXPENSE JOURNALS
RECONCILLING TRANSACTIONS

Unreconciled (items that have not cleared the bank) deposits and withdrawals will be
listed as unreconciled amounts on both the REVENUE and EXPENSE JOURNALS, and
the DATA SETUP SHEET.

Back to Table of Contents
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DATA SETUP SHEET
RECONCILING TRANSACTIONS (cont...)

Items that have not ‘cleared’ will appear on the DATA SETUP SHEET as above.

Back to Table of Contents
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REVENUE AND EXPENSE JOURNAL
RECONCILING TRANSACTIONS (cont...)

Back to Table of Contents
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REVENUE AND EXPENSE JOURNAL
RECONCILING TRANSACTIONS (cont...)

Once transactions are reconciled, the EATQ SETUP SHEET will be automatically
updated.

Back to Table of Contents
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DATA SETUP SHEET
RECONCILING TRANSACTIONS (cont...)

Reconciliation should be done on a MONTHLY basis
-See following tips-

Back to Table of Contents
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RECONCILING TRANSACTIONS (cont...)
=-Tips-

Ensure that the totals on the STARTING THE YEAR sheet have been entered correctly and
that they are balanced.

All uncleared cheques from the previous year have been listed on the DATA SETUP sheet in
the GREEN shaded area. As they are cleared, they should be deleted.

Any uncleared cheques from the previous year have not been re-posted on the EXPENSE
JOURNAL.

Ensure all bank charges and direct debits are included.

Ensure all transfers between accounts have been posted on both REVENUE and EXPENSE
JOURNALS.

Check that the correct account has been selected for each transaction.

Double check that all items have been reconciled.

If the bank is not reconciled, do not proceed to the next month until resolved.

Back to Table of Contents
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CLAIMS TRACKER

Use this sheet to keep record of LSA claims.
Data needs to be entered manually.

Information for Squadron use only.

Back to Table of Contents



silva
Typewritten Text
Back to Table of Contents


BUDGET TRACKER

For Squadron Use.
Ideal tool for budget planning and charting progress of income and expenses.

Back to Table of Contents
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FINANCIAL STATEMENTS
Statement of Income

All entries on this sheet will be populated from the REVENUE JOURNAL.

Back to Table of Contents
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FINANCIAL STATEMENTS
Statement of Expense

All entries on this sheet will be populated from the EXPENSE JOURNAL.

Back to Table of Contents
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FINANCIAL STATEMENTS
Balance Sheet

CURRENT ASSETS: Closing balances of bank accounts and investments will be carried
forward to the BALANCE SHEET from the DATA SETUP SHEET and INVESTMENT
WORKSHEET.

Back to Table of Contents



silva
Typewritten Text
Back to Table of Contents

silva
Typewritten Text

silva
Typewritten Text


FINANCIAL STATEMENTS
Balance Sheet (cont...)

List your Fixed Assets in Page 5, the Estimated Re;lzlacement Values ($1.00) will then
populate the FIXED ASSETS Section.

Back to Table of Contents
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FINANCIAL STATEMENTS
Balance Sheet (cont...)

If the DIFFERENCE cell has a number higher than $5.00, your ACC9 is NOT balanced.

Back to Table of Contents
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BALANCING THE ACC9

Total Assets and Total Liabilities Plus Equity MUST equal zero on the Balance Sheet
(an integer rounding sum of up to $5.00 is permitted).

The ACC9 is based on cash accounting, no Accounts Receivable or Accounts Payable
should be recprded; however uncleared cheques and deposits issued or collected prior
to August 31* should be included on Revenue and Expense Journals and will show as
unreconciled items.

What causes the ACC9 to be unbalanced?

¢ Incorrect balances picked up from previous ACC9’s

e Transfers between accounts not recorded in both journals

e Previous year’s uncleared transactions not reconciled or recorded twice
¢ Investments, reinvestments and interest not recorded correctly

How to prevent an unbalanced ACC9:

e Ensure that all transactions for every account are included
e Record transactions regularly
e Balance the bank monthly

Back to Table of Contents



silva
Typewritten Text
Back to Table of Contents


CHECKLIST
Submitting the ACC9 and finishing the year...

v" ACC9 is submitted on Excel spreadsheet and sent electronically to the Ontario Provincial
Committee no later than October 31°

v All worksheets have been included

v Bank and Investment statements are accompanying the ACC9 to confirm balances
as of August 31*.

v" All revisions required by the Ontario Provincial Committee are made as soon as possible and
the ACC9 to be resubmitted.

v When ACC9 is ougproved and signed by the Financial Officer of the Ontario Provincial
Commiittee, the balance sheet must be signed by the Commanding Officer, the Chair Person
and the Treasurer, a copy of which is to be submitted to the OPC.

v The T3010 Charitable Return is to Qe completed and submitted to the Canada Revenue
Agency no later than February 28™ (6 months following the Year End) and the signed
financial statements must accompany this.

v’ Federal and Provincial HST rebates have been applied for (Squadrons with Charitable
Status only)

v Ensure Year End balances from Balance Sheet of approved ACC9 agree with starting
balances for present year ACC9

Back to Table of Contents
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Section D1
Section D2

COMPLETING THE T3010 CHARITABLE RETURN

-  The ACCO9 financial information is reported using a “Cash” basis

- Total Assets Line 4200

Back to Table of Contents
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T3010 SECTION D
D3 REVIEW

Review questions and report revenue as required.

Back to Table of Contents
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T3010 SECTION D4 — EXPENDITURES

Using the Statement of Expenses, complete Section D4.

Back to Table of Contents
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