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Introduction             
The purpose of this manual is to provide some basic financial administration guidelines for 
Treasurers and Wardens. It also serves as an instructional manual to set up a very basic 
manual financial record keeping system. Those Parishes that use a computerized system may 
also find some of this set-up information useful.  
 
It is our intention to update this manual periodically and to ensure this manual is of benefit 
to those who use it; in this regard we would appreciate your feedback.  
 
A Perspective from Scripture           
From the earliest days of the Church, giving has been an important part of the ministry of the 
Church. Paul the Apostle made it clear that great care needs to be taken in the administration 
of gifts.  
 
“We intend that no one should blame us about this generous gift that we are administering, 
for we intend to do what is right not only in the Lord’s sight but also in the sight of others.”  

2 Corinthians 8.20-21.  
It is important to see that he was concerned about:  

(a) having qualified people handle the funds;  
(b) involving several people in the work;  
(c) reporting back to contributors the results of the work:  
(d) providing reporting that is honourable in the sight of others.  

 
 

The Treasurer             
There are some differences in the duties of Treasurers. The Parish with more than one 
Congregation will have a Congregational Treasurer for each Congregation and a Treasurer 
for the Parish Council. The one-point Parish will have one Parish Treasurer.  
Canon 5 of the Constitution of the Diocese of Eastern Newfoundland and Labrador details 
the Organization of a Parish (Appendix 1).  
Specifically, it states that: 
 

Each congregation shall have a Treasurer, known as a Congregational Treasurer, who 
may be appointed by the Vestry at its first meeting following the Annual Congregational 
Meeting, or elected at the Annual Congregational Meeting.  
 
The Congregational Treasurer shall be appointed for a two-year term, and may be re-
appointed, yet, after serving three consecutive two-year terms, the Congregational 
Treasurer shall retire and shall not be eligible for re-appointment until one year shall 
have elapsed.  
 
It shall be the duty of the Congregational Treasurer: To keep proper account of all 
money belonging to the congregation; To report regularly to the Incumbent, 
Churchwardens, and Vestry on the financial affairs of the Congregation; To provide 
information and advice for the preparation of the budget of the congregation, and of 
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the Parish Council where there is a Parish Council; To ensure that all money contributed 
for special purposes are duly applied to such purposes, and, where applicable, remitted 
promptly; and to perform such other duties as may be prescribed by the Vestry from 
time to time.  
 
 

The Congregational Treasurer shall be responsible to the Vestry through the 
Churchwardens.  
 
In the case of the death, resignation, refusal or neglect to serve, incompetence, or 
transfer from the congregation of the Congregational Treasurer, the Vestry shall 
appoint a qualified member of the congregation to fill the vacancy. 
 

Canon 5.17-21 
 
With respects to a multi-point Parish having a Parish Council, Canon 5 states that: 
 

Every Parish Council, at its first meeting following the Annual Congregational Meetings, 
shall appoint a Parish Treasurer who shall be responsible to the Incumbent and the 
Parish Council.  
 
The Parish Treasurer shall be appointed for a two-year term, and may be re-appointed, 
yet, after serving three consecutive two-year terms, the Treasurer shall retire and shall 
not be eligible for re-appointment until one year shall have elapsed.  
 
It shall be the duty of the Parish Treasurer: To assist in all financial matters concerning 
the parish as a whole; To keep proper accounts of all money belonging to the parish as 
a whole; To ensure that all money contributed for special purposes are duly applied to 
such purposes; and, where applicable, remitted promptly; To report regularly to the 
Incumbent and the Parish Council on the financial affairs of the parish; To provide 
information and advice for the preparation of the budget of the parish and of individual 
congregations; To send to the Diocesan Office annually, not later than April 30 of each 
year, the Financial Returns for the preceding year; To deliver to their successors in office 
all finances and records of the parish of which they have had charge.  
 
In the case of the death, resignation, refusal or neglect to serve, incompetence, or 
transfer from the parish of the Parish Treasurer, the Parish Council shall appoint a 
qualified member of the parish to fill the vacancy. 
 

Canon 5.29-32 
 

As can be seen from Canon 5, the Treasurer is an important officer of the Vestry and Parish 
Council. There are duties associated with this position that must be conscientiously 
discharged if the functions are to be properly fulfilled. Since the Treasurer is accountable for 
the receipts and disbursements, he or she is responsible for establishing and maintaining 
proper and verifiable bookkeeping procedures.  
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The weekly offerings must be protected until they have been counted, checked, recorded and 
deposited. Every precaution should be taken to protect against loss or theft. Money should 
not be left unattended in empty church buildings. A floor or wall safe may be used or, where 
banks have facilities for use after closing hours, these facilities should be used.  
Contributions for special purposes are received in trust. Some examples being donations 
marked specifically for projects outside the Parish such as PWRDF, Queen’s College, or 
Anglican Life. Other examples would be donations marked specifically for projects within the 
Parish such as a Building Fund. The Parishioner has responded to a specific appeal and there 
should be no unreasonable delay in applying these funds to the intended purpose. Using 
these funds for other purposes is a breach of trust and is not only morally wrong but may be 
a criminal action.  
 
No system can work unless those who hold office know their duties and responsibilities and 
undertake to ensure that these duties and responsibilities are carried out. The accounting 
and financial affairs of a Parish must involve the:  

Rector  
Churchwardens  
Vestry  
Parish Council (where there is a Parish Council)  
Treasurers (both Congregational and Parish Treasurers where they exist)  
 

When each is aware of their duties and undertakes to carry out these duties there should be 
no misunderstandings or frictions.  
 
There is a great range in the size of the various congregations in our Diocese. We have single-
point and multi-point Parishes. Yet, we can establish some fundamental and minimum 
standards for the administration of Church money. 
 
Some of these standards are included in the Audit Check List (Appendix 11) 
 
A Simple Accounting and Reporting System for Churches      
 

Introduction  
A Church accounting system should provide:  

• Historical information classified to assist in planning the future programme of the 
Church;  

• Current financial information presented in a manner that will permit it to be 
compared with the approved budget;  

• A system of internal controls that will provide assurance to the congregation that all 
monies contributed to the church are received and that such monies are used in the 
manner designated or approved by the congregation.   
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Classification of Donations  
When a church accepts donations from its Parishioners that are designated for different 
purposes (e.g. a Building Fund, Queen’s College, PWRDF, etc.) then such donations must be 
accounted for separately. These should all be under the control of one Treasurer; and while 
separate accounting is required, this may be achieved without separating into separate bank 
accounts.  
 
To illustrate; let us assume that a church received donations from Parishioners for 
Operating, Building, In Memorium, and for use outside the Parish (e.g. PWRDF, Queen’s 
College etc.) often called “flow through”.  

• Operating: This income would provide for all current operating expenses that were 
approved in the current budget.  

• Building: This income would provide for expenditures for a special project. Such a 
project must be authorized through the Finance Committee of the Diocese.  

• In Memorium: This income is usually given in memory of a friend or loved one and 
can be given as contributions towards flowers, other memorials or for a specified 
purpose. Disbursements would be charged to this fund as memorials were purchased.  

• Flow through: This income would provide for projects outside the Parish. All receipts 
for designated appeals would be channelled through this fund. Examples are PWRDF, 
Queen’s College, and Anglican Life. These monies are also sometimes referred to as 
“extra parochial”.  

 

Handling Offerings  
All church funds should be counted by a team of at least two people other than the Treasurer. 
The Treasures should NOT count offerings, since the Treasurer is involved in recording the 
deposit in the church’s books.  
 
Counters should be rotated periodically. Rotation spreads out the workload and decreases 
the likelihood of collusion. 
 
It is also recommended that monies be counted and deposited immediately following the last 
service on a Sunday or any other given day of which there are services held. 
 
The counting team should first compare the contents of each envelope to the amount shown 
on the envelope. If the amount shown on the envelope is incorrect, the actual amount should 
be recorded and a single line drawn through the amount shown by the Parishioner. This 
change should be initialled by two of the counters.  
 
The envelopes for special funds should be separated from current funds, and the amount for 
each fund recorded separately on the Counters’ Report (Appendix 2).  
 
Ensure that the cash received agrees with the total receipt summary. 
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The counters should prepare a bank deposit slip (Appendix 3) and a copy, together with the 
envelopes and a copy of the Counters’ Report, would go to the Treasurer. The counters 
should deposit all monies as soon as possible.  
 
The Treasurer, or some other designated individual, will use the envelopes to record the 
amount contributed in each individual contributors account. Many Parishes use specific 
computer software for this purpose while others use a manual card system. The balances in 
these accounts should be added and periodically agreed with the accumulated amounts from 
the Counters’ Report. The contributors’ envelopes should be retained to support the entries 
in the individual accounts and the receipts issued to Parishioners.  
 
The Counters Report will form the basis for entries in the Treasurers’ Cash Receipts Journal 
(Appendix 4). See also Classification of Accounts.  
 
The Cash Receipts Journal is used to record the income of the Parish and forms the basis of 
the “Income” portion of the financial statements. After each deposit is made the Treasurer 
should update the Cash Receipts Journal according to the classification of offerings.  
 

Handling Cash Disbursements  
The two essential requirements for handling disbursements are:  

• Proper authorization; and  
• Controls to ensure that no payments are made for unauthorized purposes.  

 
When the budget for the year is approved at the congregational meeting, approval is given 
for all disbursements authorized by the budget. The Rector, Wardens and Vestry are charged 
with the responsibility of ensuring that disbursements are made in accordance with the 
budget and within its’ limits. Disbursements within the budget may be divided into different 
classifications that require different treatment such as:  

• Expenditures fixed to an actual amount such as stipends, salaries, travel allowances, 
employees’ benefits, diocesan assessments, etc. These payments are fixed and need 
no further approval for payments;  

• Expenditures required by law and services provided by non-competitive suppliers. These 
include taxes, utilities, insurance, etc. These require no further approval other than 
by a Vestry review of the monthly statement; and 

• Expenditures for which a maximum only has been set. These include repairs and 
maintenance, supplies, equipment, etc. Authorization of these expenditures over the 
budgeted amount should have the approval of the Vestry.  
 

All disbursements should be made by cheque signed by two persons designated by the 
Vestry. The co-signer on each cheque should review the supporting documentation before 
signing the cheque. Remember that, in signing the cheque, the signatories take responsibility 
that the disbursement is valid for the Parish’s purposes. A signatory should never sign a 
cheque payable to themselves. 
 



 

 
 

 Financial Administration Manual (Revised October 2018)  
Page 9 

 
  

On a monthly basis the Treasurer should reconcile the balance in the bank account, as shown 
on the church books, with the balance shown on the bank statement. The cheque stubs 
together with the supporting documentation provide the information necessary for making 
entries in the Cash Disbursement Journal (Appendix 5). 
 

Petty Cash  
Many Parishes find it convenient to carry a small amount of Petty Cash; however paying 
large invoices by cash should be avoided, as this does not leave a satisfactory paper trail. 
An amount for Petty Cash should be a maximum of $100.00. Care should be taken to ensure 
each transaction is recorded on a Petty Cash Voucher (available at most stationery stores) 
which is numbered, signed by two parties, and has the receipt attached. The cash should be 
balanced monthly and replenished as needed. See Appendix 6 for a sample reconciliation 
form.  
 

Classification of Accounts  
The accounts should be classified in the Receipt and Disbursement Journals in a manner that 
will facilitate the preparation of reports. A suggested classification that provides separate 
columns for most frequently used types of receipts and disbursements is:  
 

Cash Receipts Journal  
Column 1: Date  
Column 2: Details  
Column 3: Total (Amount)  
Column 4: Adult Offering  
Column 5: Advent  
Column 6: Children’s Offering  
Column 7: Initial Offering  
Column 8: Lenten  
Column 9: Loose Offering  
Column 10: Memorial Donations  
Column 11: Rentals  
Column 12: Visitors Envelopes  
Column 13: Anglican Life  
Column 14: PWRDF  
Column 15: Queen’s College  

 

 
Cash Disbursement Journal  
Column 1: Date  
Column 2: Payee  
Column 3: Cheque Number  
Column 4 Total Amount  
Column 5 Salaries & Benefits  
Column 6: Travel  
Column 7: Housing Allowance  
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Column 8: Assessment  
Column 9: Church Supplies  
Column 10: Hall Operating  
Column 11: Heat and Light  
Column 12: Flowers/Memorials  
Column 13: Insurance  
Column 14: Interest and Bank Charges  
Column 15: Janitorial  
Column 16: Miscellaneous  
Column 17: Office Supplies  
Column 18: Repairs & Maintenance – Church  
Column 19: Repairs & Maintenance – Hall  
Column 20: Snow Clearing  
Column 21: Sunday School  
Column 22: Telephone and Internet 
Column 23: Anglican Life  
Column 24: PWRDF  
Column 25: Queen’s College  
  

This classification is just a suggestion and will vary from church to church.  
Each column in the journals should be totalled at the end of each month, and the total receipts 
and disbursements in each column should be cross-added and agreed to the total cash 
received and disbursed. The balances should be reconciled monthly and the total agreed to 
the bank balance shown in the church books. The total of each column should be added to 
the accumulated totals from previous months to obtain year-to-date information.  
 

Bank Reconciliation  
First, check off all cheques the bank has posted to your statement against your Cash 
Disbursement Journal and your listing of outstanding cheques on your previous Bank 
Reconciliation.  
 
Then, check the deposits posted on your bank statement against the deposits you have 
recorded in your Cash Receipts Journal.  
 
Next, make adjustment for any items that are posted on your bank statement other than 
cheques or deposits such as service charges, debit memos, and credit memos.  
Lastly, complete the reconciliation. Appendix 7 shows a sample.  
 

Financial Statements  
The Treasurer should prepare monthly statements of receipts and disbursements. These 
statements will provide a comparison with the budget and serve as a reminder to the 
Parishioners to provide the funds necessary to carry out the programmes of the church (See 
Appendixes 8, 9 & 10). These statements are also presented to Vestry and/or Parish Council 
and reviewed. The acceptance of the reports should be made by motion and recorded in the 
minutes of the meeting.  
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Church Audits             
The Diocesan Constitution requires that the Churchwarden shall “give an account, duly 
audited, at the Annual Congregational Meeting of all money received and disbursed in the 
congregation for the work of the Church in the preceding year;” (Canon 5.11q). An audit 
serves the dual purpose of protecting the congregation and the Treasurer.  
 
The appointment of the auditor(s) is the duty of the congregation. Care should be taken that 
the person(s) appointed is qualified. A qualified person does not necessarily mean a 
professional accountant but might be defined as a person who has some knowledge of 
bookkeeping, who understands what is required in an audit and who is independent from 
the actual function of keeping the church records. In addition an auditor should be a person 
at arm’s length from all persons on the Vestry or Parish Council.  
 
The auditor should review the procedures being followed and if a weakness is apparent the 
Auditor will report the weakness to the Treasurer and Wardens with recommendations for 
correction. The Auditor will pay particular attention to that phase of work in the course of 
the audit. Examples of weaknesses in the system might be: one person handling the offering, 
no statements being sent to envelope users, or payments made without approval.  
The auditor should verify the receipts by comparing the figures entered in the Cash Receipt 
Journal with the figures shown by the team who counted the collections. The total shown on 
the Cash Receipt Journal should also agree with the amount deposited in the bank. The 
additions and cross additions of the columns in the Cash Receipt Journal should also be 
checked.  
 
Payments should also be verified to see that all payments were approved before payments 
were made and that they are all shown under the proper classification. The accuracy of the 
additions in the Cash Disbursement Journal should also be checked.  
 
The auditor should check the bank reconciliation by taking the closing balance from the 
previous year and adding the receipts for the year and subtracting the payments to 
determine the closing bank balance. The balance shown on the December 31 bank statement 
should be adjusted by adding any deposits that may have been made yet had not cleared 
through the bank. The adjusted bank balance should then agree with the balance shown in 
the church records.  
Having verified the receipts and payments and reconciled the bank statement, the auditor 
should now check totals from the church books to the Treasurer’s financial statements.  
The auditor should verify that all contributions for specific funds such as PWRDF, Anglican 
Life, etc. have been properly credited and disbursed.  
 
The auditor should ensure that all funds are included in the audit – e.g. Memorial Fund, 
Cemetery Fund, Building Fund, ACW, DAMA, Altar Guild, Sunday School etc. A verification of 
all investments and loans must also form part of the audit.  
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An examination of the expenditures in relationship to the budget should be included in the 
audit. Any overspending for fixed expenditures should be noted.  
 
The minutes of the meetings of the Vestry should be examined to see that financial 
transactions have been carried out as authorized. 
 
An audit checklist is provided in Appendix 11. This list should be provided to all Auditors 
that are not Certified Professional Accountants. 
 
If the Auditor is satisfied that the statements are correct, the auditor should make a report 
as follows:  
 

I have examined the statement of receipts and disbursements of PARISH NAME for the 
year ended December 31, 20XX and the bank balance as at that date, and have obtained 
all the information and explanations I have required. I have reviewed the accounting 
procedures and made such lists of the records and supporting evidence as I thought 
necessary.  
 
In my opinion, and to the best of my information and explanations given to me, and as 
shown by the books of PARISH NAME, the accompanying statements of receipts and 
disbursements and the bank balance are correctly prepared to present fairly the 
financial position of the Church’s work for the year.  
 
Dated:     
 
Auditor’s Signature:        
  
Rector’s Signature:        

 
If errors of a significant nature are found, the auditor cannot give a report such as the one 
shown above, but must prepare a report outlining what the Auditor has done and explain 
why the Auditor cannot state that the statements are correct.  
 
If the auditor follows these procedures the Auditor will have done a complete job and met 
all the duties required of a church auditor. 
 
 
Annual Report            
All congregations are required to hold an annual meeting prior to March 31 each year. It is 
at this meeting that the audited financial statements are presented. A copy of the Annual 
Parish Report containing financial statements of ALL Parish organizations must be delivered 
to Synod Office as soon as possible after the annual meeting. 
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Please note that all organizations within a Parish that collect funds, fundraise or have any 
financial transactions must produce annual financial statements for the Annual report; some 
examples are ACW, Men’s Service Club, Choir, CLB etc. These financial statements must 
contain, at the minimum, a Statement of Income and Expense and either a Balance Sheet or 
a Cash Report depending on the organization.  
 
The Church Budget           
Sound budgeting, based on past experience, but of more importance incorporating the plans 
for the future is a necessity in providing an effective programme for the Congregation as well 
as the wider work of the church on a Diocesan and National level.  
 
The budgeting process should commence in September with an analysis of the current years 
operations. A statement of operations as of September 30, constitutes the working papers 
from which the Budget Committee prepares the budget to be brought before the Vestry and 
finally to the Congregation at the Annual Meeting for final approval. A sample Budget 
Worksheet is attached as Appendix 12.  
 
Where there is more than one Congregation in a Parish, the budget for the Parish Council 
must be prepared and the Assessment to each Congregation accepted before the budget for 
each Congregation is prepared. When calculating Congregational Assessments it is 
recommended that the Parish follow the Diocesan method of Assessment based upon the 
average income over the last 3 years, as opposed to calculating Assessment based upon 
factors such as the number of envelope subscribers or average Sunday attendance. The 
Diocesan Financial Officer can provide the Parish with a congregational breakdown of 
Assessment upon request. 
 
The budget should be prepared, taking into consideration the following factors:  
The cost of fixed expenses that must be met each month, such as salaries, utilities, 
assessments etc. with any anticipated increase taken into account in arriving at the estimated 
cost for the following year;  
 
The cost of any other expenses that must be met through the year, such as insurance 
premiums;  
 
The cost of any proposed equipment purchase;  
 
The estimated cost of any repair work to be undertaken;  
 
The Budget  is to be balanced;  
 
The costs of existing and any new programmes within the Congregation or Parish; and  
The amount of cash on hand required at the end of each month.  
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Once the budget has been approved by the Vestry, the responsibility for providing the 
necessary funds, that will permit the fulfillment of the budgeted programmes, rests with the 
Parishioners. The adoption of the budget authorizes the Wardens and Vestry to act within 
the budget.  
 
The Congregation should be provided with periodic information that will enable them to 
determine whether their obligations are being met.  
 
The budget should not control the programme, but should be a means of achieving the 
programme. The Parishioners should be challenged to provide the funds to carry out the 
programmes they have approved. The budget should not become the master but rather the 
servant of the Church.  
 
 
 
Remittance Dates             

Diocesan Remittances  
At the meeting of Diocesan Council in November 2005, the Bishop asked all Parishes to make 
their remittances to the Diocese for Assessment and Payroll by post-dated cheque. These 
cheques should be dated for the first of each month. This request is to all Parishes unless 
other specific arrangements have been made.  
 
Under Canon 5 of the Diocese, it states that it is the duty of the Church Wardens, Vestry 
and/or Parish Council: 

- “To pay the stipend of the Incumbent and any curate(s) punctually, such 
stipends being the first charge upon the funds of the parish; 

- To pay the parish's assessment to the diocese in accordance with diocesan 
policy, such assessments being the second charge upon the funds of the 
parish.”  

 
The CRA can revoke charity status if a parish is behind in payments to the 
Diocese. 
 
The Payroll remittance consists of: Registered Pension Plan (Parish and Clergy Share); 
Monthly Savings Plan (if applicable); Group Life Premiums; Medical and Dental Premiums 
(Parish and Clergy Share); Pension Office; Long Term Disability and Continuing Education 
Plan. 
 

Canada Revenue Agency (CRA) Remittances  
Remittances to CRA for the current month are due by the 15th of the following month. The 
remittance includes Canada Pension Premiums, Employment Insurance Premiums, and 
Income Tax.  
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The Remittance Form (Appendix 13) should be completed by the Treasurer and enclosed 
with the monthly cheque. Please note if remittances are mailed they must be received 
by CRA by the 15th Payments made at a chartered bank must be stamped by the teller on or 
before the 15th. 
 
CRA sends out the applicable remittance form on a monthly basis, yet, should the Treasurer 
fail to receive it, the remittance must still be filed by the 15th of the month accompanied by a 
letter (Appendix 14). 
 

Extra Parochial Remittances (Flow Throughs)  
Extra parochial receipts, which are received in trust should be remitted monthly and may be 
remitted directly to the source (i.e. PWRDF, Anglican Life etc.). Queen’s College has 
specifically asked for all contributions to be sent directly to the College.  
Here are some addresses for direct remittance: 
 

 
 

PWRDF  
80 Hayden Street    
Toronto   ON    
M4Y 3G2 
 

Queen’s College  
210 Prince Phillip Drive   
Room 3000    
St. John’s   NL    
A1B 3R6  
 

Anglican Life  
c/o Joint Committee Officer  
34 Fraser Road    
Gander   NL    
A1V 2E8  
 

General Payables  
Regular Parish expenses, which were approved in your budget, should be paid as they 
become due. Wardens and/or Vestry should approve other expenses before payment is 
made. Cheques being issued should be signed by 2 people.  
 
 
Insurance              
Insurance coverage on all Church property is provided through a policy negotiated by the 
Joint Committee Officer on behalf of the three Newfoundland Dioceses. This policy also 
covers all risks and liability. Insurance coverage should be reviewed annually to determine 
that the amount of coverage is adequate. Please note that any changes to the class of coverage 
must first be approved through the Diocesan Finance Committee before the request goes to 
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the Joint Committee Officer. Treasurers should endeavour to pay premiums before the 
discount date.  
 
Payments should be remitted to:  

The Joint Committee Officer  
34 Fraser Road   Gander   NL   A1V 2E8  

Questions can be forwarded to: jointcommittee@nfld.net or 709-256-7701.  
 
 
Stipends, Payroll Deductions and Payroll Expense        
A package is sent to each Parish in November of each year containing the following:  

- Stipend Scale   
- Stipend Information Return  
- Lay Person Information Return 
- Travel Verification Form 
- TD Forms (Federal and Provincal Government) 

See Appendix 15 for a sample copy of the package.  
 
The Diocesan Finance Officer, upon receipt of the completed Stipend Information Return, 
will complete a Stipend Sheet for each clergy showing:  

- The monthly amount to be paid to the clergy  
- The Parish payroll expense  
- The amount to be remitted to CRA  
- The amount to be remitted to the Diocese  

 
This Stipend Sheet provides the Treasurer with all the information required to pay the clergy 
and to make the remittances to the Diocese and CRA. See Appendix 16 (Rectory) and 17 
(Housing Allowance) for a sample.  
It is important to respect the deadline specified on the Stipend Information Return in order 
to receive the Stipend Sheet in time for the first January payroll. 
 
 
Workers Compensation            
The Workplace Health, Safety and Compensation Act requires all employers performing 
work in the province to register with the Workplace Health, Safety and Compensation 
Commission (WHSCC). Employers pay assessments based on the annual earnings of their 
workers; the worker may be full time, part time or casual. For more information refer to the 
WHSCC website www.workplacenl.ca and download the WHSCC Employers Guide. 
 
All Parishes are required to file WHSCC Statements with the Workplace Health, Safety and 
Compensation Commission prior to February 28 of each calendar year. Sample Statements 
can be found in Appendix 18. 
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Lay Employees             
The Diocesan Synod Office will complete a Stipend Sheet for Parish lay employees if 
requested by the Parish. Parishes may compile their own payrolls for lay employees.  
 
Parishes are required to provide the following employment benefits to lay employees.  

- Canada Pension  
- Employment Insurance  
- Worker’s Compensation  

 
If a lay employee is employed for a minimum of 20 hours per week, and not in 
temporary or seasonal employment, they must become members of the Pension Plan, 
Medical and Dental Plans and the Long Term Disability Plan. These plans are mandatory 
for such lay employees and the costs are shared between the Parish and the employee.  
 
 
SUB Plan              
Further to a recommendation by Joint committee, the Diocese of Eastern Newfoundland and 
Labrador has now registered with Human Resources and Skills Development Canada to 
become members of the Supplemental Unemployment Benefits (SUB) Plan. This plan was 
adopted at Diocesan Council in March 2006 and will replace the current short-term sick leave 
program as specified in the Joint Committee Handbook.  
 
 

Particulars of the SUB plan  
The following groups of employees are covered by the Plan:  
 
• Permanent, full time employees, both Clergy and Lay, of the Synod Office, The 

Resource Centre and the Lavrock Centre. A full time employee is defined as one who 
is required to work a minimum of 35 hours per week; and  

• Parish Clergy in the Diocese of Eastern Newfoundland and Labrador.  
• Lay employees of the Parish are not included in this plan.  

 
The Plan is to supplement the Employment Insurance Benefits received by employees for 
temporary unemployment caused by illness and/or injury.  
 
The SUB payments will be cost-shared 50/50 by the Parish and the Diocese. For Parish 
Clergy, the Parish will be responsible to issue the SUB payments to the employee and invoice 
the Diocese for their portion.  
 
The Federal Government has changed the waiting period from 2 weeks to 1 week.  The 
Medical EI Payments, under which the SUB plan payments are made, is only 15 weeks.  There 
is one week gap between the end of EI payments and the beginning of the Long Term 
Disability (LTD) payments begin.  The Parish and Diocese are responsible for this.  The 
payment would be the same as for the 1 week waiting period. 
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Immediately upon receipt of notification that an employee must be temporarily unemployed 
due to illness and/or injury a Record of Employment (ROE) must be issued by the Parish to 
the employee listing dates of medical leave.  
 
Employees must prove that they have applied for and are in receipt of Employment 
Insurance Benefits in order to receive payment under the Plan. Employees will be required 
to submit a copy of an EI cheque stub (or other documentation) as verification to the 
Diocesan Finance Officer.  
 
The SUB is payable for a period during which an employee is not in receipt of EI benefits if 
the only reason for non receipt is that the claimant:  

- Is serving the one week EI waiting period or, 
- Has insufficient weeks of insurable employment to qualify for EI or, 
- Has exhausted his/her entitlement to EI. 

The plan provides that the gross amount of EI benefit from this employment plus the SUB 
payment will equal 95% of the employee’s normal weekly earnings.  
 
The SUB payment EI portion will be paid for 15 weeks not including the waiting period. For 
sickness in excess of 119 days, the individual would be expected to make application to the 
Pension Office for Long-Term Disability Benefits. 
 
Employees do not have a right to SUB payments except during the period of unemployment 
specified in the plan.  
 
At the present time the basic EI benefit rate is equal to 55% of the employee’s weekly 
insurable earnings up to a maximum of $547.00 (2018) per week. 
 

Issuing ROE for SUB Plan 
When issuing a Record of Employment (ROE) for a person applying for this plan you must 
write the word “SUB” in box 17C; please contact Synod Office if you have any questions.   
SUB payments DO NOT have to be reported as income while in receipt of EI benefits and are 
not insurable.  Stipend Sheets will be prepared by Synod Office, for your use. 
 

Reimbursement from Diocese 
As the SUB plan is cost shared with the Diocese, the parish will invoice the Diocese for 50% 
of the costs at the end of the SUB plan. These costs include: 

- weekly income amount of the waiting period ;  
- weekly income paid during the EI claim (15 weeks); and 

o 1 week period between end of EI and beginning of LTD. 
- Employer portion of the Registered Pension Plan, Long Term Disability, 

Pension Office Expense, Medical and Dental Premiums. 
- Housing allowance 
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Preparing T4s & T4A’s           
T4’s are issued when we pay someone who is on salary or receives a wage, for example 
Clergy or summer students. 
 
You have to complete T4 slips for all individuals who received remuneration from you during 
the year if: 

• you had to deduct CPP/QPP contributions, EI premiums, CPP premiums, or 
income tax from the remuneration; or 

• the remuneration was more than $500. 
 

T4A’s are issued if amounts are paid for fees or other amounts for services, for example an 
organist or caretaker. A T4A is to be issued if: 

• the total of all payments in the calendar year was more than $500; or 
• you deducted income tax from any payment. 

 
Therefore, if you pay your organist more than $500 per year, then you are required by 
law to issue a T4A. Failure to comply with this can result in the following: 

 

“If you do not comply with the deducting, remitting, and reporting requirements, you 
may be prosecuted. You could be fined from $1,000 to $25,000, or you could be fined and 
imprisoned for a term of up to 12 months.” 

 
http://www.cra-arc.gc.ca/tx/bsnss/tpcs/pyrll/hwpyrllwrks/pnlty/menu-eng.html     

Canada Revenue Agency 
 

You do not have to issue a T4A to parishioners who submit invoices for 
reimbursement or businesses that submit invoices. 
 
The Diocesan Finance Officer will send out guidelines each year as to the preparation of 
T4’s and T4A’s. 
 
T4 and T4 Summary samples can be found in Appendix 19 & 20. T4A and T4A Summary 
samples can be found in Appendix 21 & 22.  
 
Guidelines for T4 preparation can be found in Appendix 23. 
  

http://www.cra-arc.gc.ca/tx/bsnss/tpcs/pyrll/hwpyrllwrks/pnlty/menu-eng.html
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HST Rebates            
Charities are eligible to claim a rebate of 50% of the HST paid on most purchases. Eligible 
purchases include: 

- General operating expenses such as utilities, rent, office equipment and 
supplies; 

- Reimbursement of employees’ and volunteers’ expenses that include HST 
(these can be subject to certain limitations); and 

- Miscellaneous small expenditures such as meals and taxi fares that will 
normally have HST included in the total. 

For more detailed information please refer to the CRA Publication RC4082 GST/HST 
Information for Charities. This can be found on the web: 
https://www.canada.ca/en/revenue-agency/services/forms-
publications/publications/rc4082-gst-hst-information-charities.html  
 
HST rebates are to be filed quarterly. 
 
Finance Committee Applications 
The Finance Committee is currently one of two standing committees of Diocesan Executive 
Committee. The function and purpose of the Finance Committee is found in Chapter 4 of the 
Constitution, please see below. 
 
All property of the churches are held in trust for the Bishop. Therefore parishes need 
permission from the finance committee to build, renovate, purchase or sell buildings or 
property.  
 
The current threshold for permission to renovate is $10,000. Cost over $10,000 needs 
permission from the finance committee. Under $10,000, the finance committee needs to be 
informed.  
 
The Finance Committee has 3 forms available to be used, depending on the Parish’s need. 
 
Form 1 is for Permission to Build, Renovate or Purchase 
 
Form 2 is for Permission to Borrow 
 
Form 3 is for Permission to Sell Part A & B. 
 
Each form has a checklist of things that need to accompany the forms. Applications will be 
not be placed on the committee’s agenda if items are missing. 
 
Please see Appendix 24 for a copy of the current forms. 
 

Function  

https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/rc4082-gst-hst-information-charities.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/rc4082-gst-hst-information-charities.html
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2. The Finance Committee shall be responsible, under the Diocesan Executive 
Committee, for supervision of all matters including, but not limited to finance, pensions, 
insurance, property, investments, budgets, financial reports, and related matters. To 
transact, deal with, consider, or report upon such other business and matters as the 
Diocesan Executive Committee may from time to time generally or specifically authorize 
or request it to transact, deal with, consider or report upon. The Finance Committee 
shall also prepare the annual Diocesan Budget and submit it to the Diocesan Executive 
Committee for approval.  

 
Purpose  
9. Subject to Canon 5.45, receive and consider all applications from parishes in the 
Diocese for repairs, maintenance, construction, sales or purchases of property or for the 
respective parish, subject to the following:  
(a) All such applications shall be submitted to the Finance Committee in accordance 
with the provisions of Canon 5.46;  
(b) The Finance Committee shall have authority to approve expenditures, works and 
borrowing for property and works up to a limit established by the Diocesan Executive 
Committee;  
(c) Should an application come forward from a parish to expend in excess of the limit 
the Finance Committee has been authorized to approve, the proposal must be reviewed 
and, if approved in principle, be referred to the Diocesan Executive Committee for final 
approval.  
(d) Should an application come forward from a parish that is in debt to the Diocese, 
the Finance Committee must request the presence of the Bishop at the meeting at 
which such application is to be considered.  
 

Assessment Worksheets 
 
 The current 3 year averaging formula for calculating annual assessment was passed 
at the 2003 Diocesan Synod. This helps to removes the annual peaks and valley a parish 
may incur. The assessment rate is set by the Diocesan Executive Committee at its annual 
budget meeting. 
 
Annually the Diocesan Finance Officer will send out the Assessment Worksheet to the 
Wardens and Treasurers of the Parish (Appendix 25). This worksheet is used to calculate 
the assessable income for the Parish.  The information used to complete this worksheet is 
collected from financial statement included in the Parish’s Annual Report.  
 
The treasurers are asked to review this worksheet for accuracy. Any discrepancies are to 
be reviewed with the Diocesan Finance Officer. 
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Charitable Organizations – Annual Information Returns       
Each year every Parish is required to file a completed Registered Charity Information Return 
(T3010A), together with an audited financial statement with CRA, no later than six months 
after the charity’s fiscal year-end. A Parish may be charged a penalty or lose its charitable 
registration for failing to file the annual information return. Be sure to file on time.  
 
A sample copy of the Registered Charity Information Return (T3010A) is attached as 
Appendix 23. This form is available online at https://www.canada.ca/en/revenue-
agency/services/forms-publications/forms/t3010-registered-charity-information-
return.html. 
 
Ensure you follow the checklist on page 4 of the return. 
 
The Charities Directorate website contains a wealth of information for charities; the address 
is: https://www.canada.ca/en/revenue-agency/services/charities-giving/charities.html 
 
Charitable Organizations – Receipts for        
All Parishes are registered with the Charities Directorate of the Canada Revenue Agency and 
a registration number has been issued to each Parish.  
Government regulations require that receipts be issued in duplicate, that the original be sent 
to the donor and the duplicate retained on file for possible audit purposes. It is important 
that the receipts agree with the Parish records.  
Each receipt must bear on its face:  

a serial number;  
the name and address of the Parish;  
registration number;  
a notation that it is an official receipt for Income Tax purposes; and 
Canada Revenue Agency www.cra-arc.gc.ca/charitiesandgiving 

As all Parishes cannot afford to have special receipts printed, serially numbered receipt 
forms can be purchased in duplicate. It is acceptable to use two rubber stamps, one bearing 
the name and address of the Parish and the other, “Official Receipt for Income Tax Purposes. 
Registration Number….”  
Each completed receipt must contain:  

the name, registration number, and address of charity  
the date and place of issuance  
the date of receipt of donation  
the amount of the donation, listed both numerically and in words (e.g. $25.00 and 

twenty-five dollars)  
the name and address of the donor  
the signature of an authorized signer for the organization; and 
when the donation is a gift of property other than cash, a brief description of the  

https://www.canada.ca/en/revenue-agency/services/forms-publications/forms/t3010-registered-charity-information-return.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/forms/t3010-registered-charity-information-return.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/forms/t3010-registered-charity-information-return.html
https://www.canada.ca/en/revenue-agency/services/charities-giving/charities.html
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property, the name and address of the appraiser if an appraisal has been made, 
and the date of the appraisal. The amount shown on the receipt for a gift of 
property must be the fair market value of the property as of the date the gift was 
made.  

 
 
 
It is illegal to issue a receipt in one year and receive the cash in another year. Failure to 
comply with the regulation empowers the Minister of Revenue Canada to revoke the Parish’s 
registration. A Parish whose registration has been revoked no longer enjoys Income 
Tax exempt status and cannot issue tax-deductible receipts. 
 
Sample receipts can be found on the Charities Directorate website at  
https://www.canada.ca/en/revenue-agency/services/charities-giving/charities/sample-
official-donation-receipts.html 
 
 
  

https://www.canada.ca/en/revenue-agency/services/charities-giving/charities/sample-official-donation-receipts.html
https://www.canada.ca/en/revenue-agency/services/charities-giving/charities/sample-official-donation-receipts.html
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Accounting Duties Checklist           
 
Weekly:  
 Enter the weekly contributions in the Cash Receipts Journal.  
 Pay all accounts and invoices that are due.  
 
Semi Monthly:  
 Pay wages and salaries making all necessary deductions.  
 
Monthly:  
 Remit both employees’ deductions and employer’s share of  

• Income tax  
• Employment insurance  
• Canada Pension plan  
to the Receiver General of Canada in accordance with CRA remittance schedule.  

 If post-dated cheques are not on file at Synod Office, remit Synod Assessment and Payroll 
Remittances.  

 Pay all accounts and invoices that are due.  
 Balance all accounts and reconcile book balance with the bank balance.  
 Prepare financial statements for Vestry and/or Parish Council meetings.  
 Reconcile all bank accounts.  
 
Quarterly:  
 Apply for HST rebate.  
 
Annually:  
 Prepare annual financial statements.  
 Assist in the preparation of the budget for the coming year.  
 Complete and distribute T4 and T4A Supplementary to employees on or before February 

28 of the following year.  
 Complete the T4 and T4A summaries and submit to CRA.  
 Complete and forward to the Charities Division of CRA the form T-3010 Registered 

Charity Information Return no later than six months after the fiscal year end.  
 Prepare for the annual audit.  
 Ensure all financial reports are available for the Annual Parish Report  
 Complete Financial page of the Annual Statistical Return for the Parish 
 Ensure Stipend Information Return is sent to Synod office by the specified deadline.  
 Complete WHSCC Statement (Employer Payroll Statement) and submit to Workplace NL 

before February 28. 
  



 

 
 

 Financial Administration Manual (Revised October 2018)  
Page 25 

 
  

 
Contact Information            

Mr. Fred Dinham CMA Diocesan Finance Officer 
Telephone: 709-576-6697 Ext. 204  
Fax: 576-6521   Email: financeofficer@anglicanenl.net  
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Appendix 1: Canon 5
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Appendix 2: Counter’s Report
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Appendix 3: Sample Bank Deposit Slip
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Appendix 4: Sample Cash Receipts Journal 
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Appendix 5: Sample Cash Disbursement Journal 
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Appendix 6: Sample Petty Cash Reconciliation Form 
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Appendix 7: Sample Bank Reconciliation
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Appendix 8: Sample Financial Statements – Monthly Comparative Income 

Statement 
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Appendix 9: Sample Financial Statements – Year to Date Comparative Income 

Statement
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Appendix 10: Sample Financial Statements – Year to Date Cash Report

 



 

 
 

 Financial Administration Manual (Revised October 2018)  
Page 56 

 
  

Appendix 11: Audit Check List
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Appendix 12: Sample Budget Worksheet
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Appendix 13: Sample CRA Remittance Form
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Appendix 14: Sample CRA Remittance Letter
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Appendix 15: Sample Stipend Package
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Appendix 16: Sample Stipend Sheet (Rectory)
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Appendix 17: Sample Stipend Sheet (Housing Allowance)
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Appendix 18: Sample WHSCC Employer Payroll Statement
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Appendix 19: Sample T4 Slip
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Appendix 20: Sample T4 Summary
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Appendix 21: Sample T4A Slip



 

 
 

 Financial Administration Manual (Revised October 2018)  
Page 79 

 
  

 
  



 

 
 

 Financial Administration Manual (Revised October 2018)  
Page 80 

 
  

Appendix 22: Sample T4A Summary
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Appendix 23: Sample T4 Preparation Letter  

 

To:  All Parish Treasurers and Rectors  

From:  Fred Dinham, CMA 

Date:  February 6, 2018 

Re:  T4 Preparation 

                       
 
The following guidelines are for preparation of T-4’s for the taxation year 2017.  Please 
note that all references are to the Stipend Sheet, unless otherwise indicated.  It is also 
important to be aware, in cases where clergy are in a parish for only part of the year, 
that the calculations be made for only the months applicable.  
 
Also enclosed is a copy of the guidelines for issuing a T4 and T4a. 
 
BOX 30 (HOUSING ALLOWANCE) 
 
In instances where clergy are paid a housing allowance in cash, use the amount 
actually paid. 
 
In instances where the clergy live in parish-owned Rectories: 
 
Housing value    $ xxxx    
+ Utilities         xxxx 
      $ xxxx  
 
BOX 14 (EMPLOYMENT INCOME) 
 
Minimum Stipend    $ xxxx 
+ Extra Stipend       xxxx 
+ Labrador Living Allowance     xxxx 
+ TaxableTravel Adjustment     xxxx 
+ Clergy Shelter       xxxx 
=  Total Amount Paid   $ xxxx 
+ Box 30        xxxx 
TOTAL     $ xxxx 
 
NOTE:  DO NOT INCLUDE TRAVEL REIMBURSEMENT IN ANY OF YOUR 
CALCUATIONS 
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BOX 16 (EMPLOYEE’S CPP) 
 
CPP (Employee’s Share) [under Monthly Deductions section]  multiply by number of months 
 
BOX 18 (EMPLOYEE’S EI) 
 
EI (Employees’ Share) [under Monthly Deductions section] multiply by number of months 
 
BOX 20 (RPP CONTRIBUTIONS) 
 
Registered Pension Plan [under Monthly Deductions section]  multiply by number of months 
 
BOX 22 (INCOME TAX) 
 
Income Tax [under Monthly Deductions section]    multiply by number of months 
 
BOX 24 (EI INSURABLE EARNINGS) 
 
[Refer to amount in Box 14] 
 
If the amount is greater than $51,300.    $51,300. 
If the amount is less than $51,300.     Amount in Box 14 
 
BOX 26 (CPP PENSIONABLE EARNINGS) 
[Refer to amount in Box 14] 
 
Total Employment Income (per Box 14)    $  xxxx 
Deduct Box 30          (xxxx) 
Amount Subject to CPP      $  xxxx 
 
If the amount is greater than $55,300.    $55,300. 
If the amount is less than $55,300.     Amount as per calculation 
 
BOX 52 (PENSION ADJUSTMENT) 
 
This number is the total of the employee and employer’s share of Registered Pension Plan 
Contributions [under Monthly Deductions section] 
 
BOX 50 (RPP REGISTRATION NUMBER) 
 
This number is 0345777 
 
BOX 85 (EMPLOYEE PAID HEALTH SERVICES PREMIUMS) 
 
Medical & Dental Premiums (Employee’s Share) 
[under Monthly Deductions section]     multiply by number of months 
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Appendix 24: Sample Finance Committee Forms  

Application 
Forms 

 
 

Finance Committee 
 

FORM 1  PERMISSION TO BUILD, RENOVATE OR PURCHASE 

 

Policy 10 of the Constitution of the Diocese of Eastern Newfoundland and Labrador 
states: 

 
“As per Canon 5, Section 45, Parishes  not indebted to the Diocese or 
Congregations not indebted to the parish, may expend up to $10,000.00 on 
their properties without the prior approval of the Administration and Finance 
Committee. They must beforehand, however, inform the Administration and 
Finance Committee of any and all such expenditures and works. 

 
A Procedure for Capital Projects such as a new building, extension or major 
renovation is also included in this package. 

 

FORM 2  PERMISSION TO BORROW 

 
Permission from the Diocese is required at all times. 

 

FORM 3  PERMISSION TO SELL PART A & B 
 

Permission from the Diocese is required at 
all times. 

 

Please ensure all required attachments are included with your application.  There 
is a checklist provided to assist you. Incomplete applications may be returned. 

 
Please submit your completed application and all attachments as least 10 days prior 

to the Administration and Finance Committee meeting; this will enable us to 

distribute the material in advance of the meeting thereby allowing all members to 

thoroughly review the documents. Your cooperation will be appreciated. 

Revised May 2016 
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Appendix 25: Sample Assessment Worksheet 
 

PARISH OF         
ANNUAL REPORT     

FOR THE YEAR 2017     

        
NAME OF CONGREGATION     

        
TOTAL CONGREGATIONAL RECEIPTS    

        
ADD: NET INCOME FROM PARISH ORGANIZATIONS  
 ANGLICAN CHURCH WOMEN     

 MEN'S SERVICE GROUP     

 ALTAR GUILD      

         

ADD: GROSS INCOME FROM ALL FUNDS   

 MEMORIAL FUND      

 CEMETERY FUND      

         

ADD: BEQUESTS NOT INCLUDED IN INCOME   

        
TOTAL REVENUE FROM ALL SOURCES  0 

        
DEDUCTIONS:      

 50% OF RENTAL INCOME     

 

PROCEEDS OF LOANS AND 
GRANTS    

 GOV'T GRANTS FOR STUDENT EMPLOYMENT   

 

PROCEEDS OF INSURANCE 
CLAIMS    

 

CAPITAL 
BEQUESTS      

 CONTRIBUTIONS FOR CAPITAL PROJECTS   

 FLOW THROUGH INCOME(PWRDF, QUEENS, ETC.)   

 INCOME FR SALE OF PERPETUAL CEMETERY PLOTS   

 INCOME FROM SALE OF CAPITAL ASSETS   

 GST/HST REBATES      

        

 TRANSFERS TO CHURCH/PARISH FROM FUNDS:   

  

MEMORIAL 
FUND      

  

CEMETERY 
FUND      

        
TOTAL DEDUCTIONS    0 

         

REVENUE FOR DIOCESAN SHARE PURPOSES 0 
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Appendix 26: Sample Registered Charity Information Return
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