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1. First’s Funds  
Unless otherwise specified:  

  

i. Each Fund shall be accounted for through a separate general ledger account; however, Funds 

may be pooled for investment purposes (separate from the Congregation's Operating funds) 

with a professional investment manager, overseen by the Funds Management Committee;  

  

ii. When a Fund is wound-up, the funds therein shall become undesignated capital of the 

Congregation, available to be used at the Board’s discretion.  
  

1.1 Types of Funds  

There are several different types of ‘pools’ of money at First, each with different restrictions and 

guidelines. They are as follows:  

1.1.1 Long Term Capital Funds  

Long term funds are funds whose purpose is anticipated to extend longer than one year. They are 

governed by By-law #4, and may have specific investing and spending restrictions. Investment income 

shall accrue back to the respective Funds.  

  

There are 2 types of long-term funds: Endowed and Expendable. For Endowed Funds, only the net real 

return may be dispersed; for Expendable Funds, both net real return and capital may be dispersed.  

  

Fund  Type  Policy  

Endowment Fund  Endowed  1.2  

Endowment Available to Spend  Expendable  1.4.5  

Foundation Fund  Endowed  1.3  

Heritage Fund  Expendable  1.4.1  

Rouff/Mackie-Jenkins / Teaching Congregation Fund  Endowed  1.4.2  

Teaching Congregation (First Allocation)  Expendable  1.4.6  

Opportunities Fund  Expendable  1.4.7  

Operating Allowance Capital Fund  Endowed  1.4.8  

  

1.1.2 Short Term Capital Funds  

From time to time, the Board may establish shorter term Funds whose purpose is anticipated to be 

achieved within one year. These Funds may or may not have spending restrictions. Expenditures are 

approved by the Board. Investment income DOES NOT accrue back to the respective Funds.  
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1.1.3 Reserves  

This is money set aside for unforeseen emergencies, major maintenance, repairs and/or replacement of 

equipment or the building.  

  

Reserve  Policy  

Property Reserve Fund  1.6.1  

Office Equipment Reserve  1.6.2  

  

1.1.4 Committee Accounts  

For use by groups with special privileges regarding Sunday collections (where First has issued a tax 

receipt) or other fundraising events, where the money is raised for a specific purpose, and are held ‘In 
Trust’, to be distributed as appropriate at a later date. See policy 1.7 (Committee Accounts).  

1.1.5 Floats  

Petty cash made available for immediate cash requirements. See policy 1.8 (Floats).  

  

  

1.2 Endowment Fund  

Responsibility of: Funds Management Committee / Board  

The Endowment Fund is an endowed fund, pursuant to By-law 4.4.  

1.2.1 History  

The Endowment Fund was set up in 1977 as a vehicle to accept bequests to First into a long term capital 

fund rather than being absorbed into the annual operating budget, and also to encourage future 

bequests to First with the intent of creating a pool of long term capital.  

1.2.2 Mandate  

The mandate of the Endowment Fund is to provide for the long-term accumulation of capital, the 

income from which may be used to achieve the purposes of the Congregation. (See By-law 4.4.)  

1.2.3 Management  

The fund is administered and managed by the Board through the Funds Management Committee, as 

outlined in By-laws 4.1, 4.2, and 4.4.   

The Funds Management Committee must submit a written report to the Board prior to the AGM, 

accounting for investment decisions for preceding year.  
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1.2.4 Capital Withdrawal  

Capital withdrawal may not be made without the authorized consent of two-thirds of Members present 

and voting at a duly called Congregational meeting. (See By-law 4.4(vii).)  

1.2.5 Distributions  

By-law 4.4(v) contains rules for the annual distribution from the Endowment Fund and provides 

specifically that “total annual distributions from the Endowment Fund may not encroach upon the real 

capital value of the Endowment Fund” and that “annual distributions are not to be used for normal 
operating expenses of the Congregation.”  
  

Investment Policies 6.7 and 6.8 describe the calculation of the Annual Net Real Return for, and 

Distributions from, the Fund.  

  

  

1.3 Foundation Fund  

Responsibility of: Funds Management Committee / Board  

The Foundation Fund is an endowed fund, pursuant to By-law 4.5.  

1.3.1 History  

In 1965, a bequest was made to Toronto First in the amount of $35,000. First’s Bequest Committee at 
the time felt the need to hold similar bequests in an ‘arm’s length’ fund, so as not to have bequests used 
for First operations. The First Unitarian Congregation of Toronto Foundation Fund was incorporated in 

1966, with members of Toronto First serving as trustees of Fund. Its purpose was to ‘contribute to the 
advancement and growth of the Unitarian Universalist movement’. It received a total of 7 additional 
bequests ($21,000) between 1966 & 1976.  

  

The Finance Planning Committee in 1975 proposed to dissolve the Foundation Fund. Some members felt 

the funds should be more directly available to First (rather than to ‘less worthy causes’) during the then 
difficult financial times (see Board minutes, other documentation from 1975). This motion was not 

approved by the Board of the Foundation nor by the Congregation, and the Fund was left intact to carry 

out its original mission.  

  

However, in 1982, due to the fact that the annual updates were not sent to the government, the 

corporation was dissolved by the Province of Ontario. On May 9, 1986, the Public Trustee of Ontario 

agreed to allow us to retrieve the funds, provided that the funds be rolled into First’s capital, with the 
provision in First’s by-laws for the same terms & conditions of the original corporation. The by-laws 

were amended at the time to allow for the Foundation Fund to be managed by the Investment 

Committee (now the Funds Management Committee). An additional requirement was added at the time 

that recipients of Foundation Fund monies must be charitable non-profit organizations. Amendments to 

this by-law have been approved by the Congregation at several Annual Meetings, in keeping with the 

original purpose of the Fund.  
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1.3.2 Mandate  

The Foundation Fund mandate, as per By-law 4.5(v)b, states: “By agreement between the Congregation 
and the Public Trustee of Ontario [communication of May 9, 1986], monies from the Foundation Fund 

may be disbursed only within the original terms of the First Unitarian Congregation Foundation trust. In 

general, such monies may be disbursed only for purposes which, in the opinion of the Trustees of First 

Unitarian Congregation of Toronto, will contribute to the advancement and growth of the Unitarian 

Universalist movement and of Unitarian Universalist institutions generally. An additional restriction on 

the disbursement of Foundation Fund monies shall be that only organizations having Head Offices in  

Canada and qualifying as charitable organizations under the Income Tax Act shall qualify as recipients.” 
This allows for grants to be made to emerging congregations when they require the funds for the 

purpose of growing their congregation.  

  

In keeping with the original desire of the Congregation to create a fund which could be used to help 

further the growth of UU institutions, the Funds Management Committee has adopted the following 

focus for purposes of soliciting current grants, essentially stating that we will provide grants only to 

congregations/groups wishing to grow:  

  

To promote the advancement of Unitarian Universalism in the greater Toronto area, throughout Ontario 

and across Canada, focusing specifically on assisting new congregations and established congregations 

with concrete proposals for growth. National projects which meet these objectives will be considered.  

1.3.3 Management  

The fund is administered and managed by the Board through the Funds Management Committee, as 

outlined in By-laws 4.1, 4.2, and 4.5.   

  

The Funds Management Committee must submit a written report to the Board prior to the AGM 

accounting for investment and disbursement/grant decisions of the Foundation Fund for the preceding 

year.  

1.3.4 Capital Withdrawal  

Capital may only be withdrawn when authorized by at least two thirds of the Members of First called to 

a congregational meeting to consider such withdrawal.  

1.3.5 Distributions  

By-law 4.5(v) contains rules for the annual distribution from the Foundation Fund and provides 

specifically that “total annual distributions from the Foundation Fund may not encroach upon the real 
capital value of the Foundation Fund.”  
  

Distributions may be allocated by way of financial grants (process outlined below) to qualifying Canadian 

organizations, provided the proposal fits into the mandate.  
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Investment Policies 6.7 and 6.8 describe the calculation of the Annual Net Real Return for, and 

Distributions from, the Fund.  

1.3.6 Annual Grant Process  

An annual process for granting funds from the Foundation Fund is administered by the Canadian 

Unitarian Council, with grant recommendations being approved by the Congregation's Board.  

  

  

1.4 Other Long-Term Capital Funds  

Provision for creation of other long-term funds is made in By-law 4.6.  

1.4.1 Heritage Fund  

Responsibility of: Funds Management Committee / Board The 

Heritage Fund is an expendable fund.  

  

1.4.1.1 History  

The Heritage Fund was set up in 1983 to provide an appropriate means for contributions in honour of 

living persons (e.g., through gifts on birthdays, anniversaries, etc.), and in memory of deceased persons 

(e.g., through gifts in lieu of flowers).  

  

1.4.1.2 Mandate  

The Fund is to be used for purchases of a permanent nature especially appropriate to persons in whose 

names contributions have been made (e.g., furniture, library books, audio system, landscaping, 

scholarships, special publications).  

  

A Heritage Fund Memorial Donations book is to be maintained entering the name of each contributor. 

Persons honoured or the family of persons memorialized are notified of the receipt of donations (not 

amounts) and the donor’s name. The Planned Giving Committee is responsible for doing so.  

November 2019 NOTE:  this statement requires review and updating as our procedures are not aligned.    

  

NOTE: A requirement of the Heritage Fund is that of providing flowers each year at the Easter Service in 

memory of Clarence Cruickshank. A bequest was received into the Endowment Fund in 1994 for this 

purpose. Since then, funds have been spent from the Heritage Fund for flowers each Easter. The Planned 

Giving/Memorial Donations Committee must ensure the continuation of this.  

  

1.4.1.3 Expenditures  

Requests for expenditures from the Heritage Fund must be made to the Board for approval. A special 

‘Heritage Fund’ sign should appear, where appropriate, on the item/s that have been purchased from 
this fund.  
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1.4.1.4 Management  

The fund is administered and managed by the Board through the Funds Management Committee 

according to By-law 4.   

  

1.4.2 Rouff/Mackie-Jenkins / Teaching Congregation Fund  

Responsibility of: Funds Management Committee / Board  

The Rouff/Mackie-Jenkins / Teaching Congregation Fund is an endowed fund.  

  

1.4.2.1 Mandate  

Ken Rouff, a former member of First, left $125,000 to First for the purpose of maintaining a fund to 

provide grants to UU ministerial students in need of financial assistance. The fund is called the 

MackieJenkins Trust, in memory of Mrs. Emily Mackie and Reverend William Jenkins.  

  

First also maintained a separate Teaching Congregation Fund endowed by Karen and Bill Dunk-Green in 

2012 with a donation of $50,000 to help support the Ministerial Interns the Congregation had from time 

to time. Around 2015 the Board combined the two funds with the joint purpose of supporting 

Ministerial Interns at First and UU ministerial students at large in Canada.  

  

1.4.2.2 Distributions  

 Total annual distributions from the Fund may not encroach upon the real capital value of the Fund. 

Investment Policies 6.7 and 6.8 describe the calculation of the Annual Net Real Return for, and 

Distributions from, the Fund.  

  

1.4.2.3 Management  

The fund is administered and managed by the Board through the Funds Management Committee 

according to By-law 4.  

  

The first twenty percent (20%) of the funds available for distribution from the Fund shall be made 

available to pay towards the salaries of current or future Ministerial Interns of the Congregation. The 

balance of the Funds shall be made available for distribution through the agreement with the Canadian 

Unitarian Council ("CUC") whereby the CUC will administer the granting of awards to ministerial 

students in Canada, with grant recommendations being approved by the Congregation's Board.  

  

1.4.2.4 Capital Withdrawal  

Capital may only be withdrawn when authorized by at least two thirds of the Members of First called to 

a congregational meeting to consider such withdrawal.  
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1.4.3 No longer applicable.  

1.4.4 No longer applicable.  

  

1.4.5 Endowment Available to Spend  

Responsibility of: Board  

The Endowment Available to Spend Fund is an expendable fund.  

This Fund receives distributions from the Endowment Fund to be used at the Board’s discretion for 
expenditures other than the normal operating expenses of the Congregation.  

  

1.4.6 Teaching Congregation (First Allocation)  

Responsibility of: Board  

The Teaching Congregation (First Allocation) Fund is an expendable fund.  

  

This Fund receives distributions from the Rouff/Mackie-Jenkins / Teaching Congregation Fund to be used 

at the Board’s discretion towards the salary of Ministerial Interns at First.  
  

1.4.7 Opportunities Fund  

Responsibility of: Board  

The Opportunities Fund is an expendable fund.  

  

This Fund receives funds from donations, bequests and other sources, as the Board determines from 

time to time, to be used at the discretion of the Board.  

  

1.4.8 Operating Allowance Capital Fund  

Responsibility of: Funds Management Committee / Board The 

Operating Allowance Capital Fund is an endowed fund.  

  

1.4.8.1 Mandate  

To maintain a dedicated pool of capital whose returns can be used to support the operating budget of 

the Congregation.  

  

1.4.8.2 Management  

The Fund shall be managed by the Congregation’s Fund Management Committee subject to the 
Congregation’s Investment Policy.  
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1.4.8.3 Adding & Withdrawing Capital  

Capital may be moved into the Fund from the operating capital of the Congregation, or from the Fund 

into operating capital, at the discretion of the Board.  

  

1.4.8.4 Distributions  

The Distribution Mechanism for the Fund is based on that used by Yale University for its Endowment 

Fund. The mechanism seeks to smooth distributions year-to-year (which facilitates the budgeting of on-

going congregational expenses) while adjusting for inflation and the preservation of capital over the long 

term.  

  

Each year, during the budgeting process, the Distribution Amount for the following year is calculated 

using the following formula:  

  

80% of the Prior Year’s Distribution (adjusted for inflation1) +  

20% of the Current Year’s Opening Balance (adjusted for inflation1) multiplied by the Target Rate2.  

  

and shall be limited to the Current Year’s Opening Balance (adjusted for inflation1) multiplied by the 

Target Rate2 ± 1.5 basis points.  (e.g., for a Target Rate of 3.5%, the Distribution Amount shall be 

between 2% and 5% of the Current Year’s Opening Balance (adjusted for inflation1).  

  

Notes   

1. The inflation rate to be used for the inflation adjustment is the prior year’s annual CPI change.  
2. The Target Rate is 3.5%, consistent with Investment Policy 2.2.  

3. In the initial year of the Fund, the “Prior Year’s Distribution” is deemed to be the opening balance of 
the Fund for the initial year multiplied by the Target Rate.  

  

  

1.5 Other Funds  

Responsibility of: Board  

  

Other non-operating funds are created from time to time by ad hoc fundraising projects and appeals. 

These are administered by the Board with advice from the Treasurer.  

  

  

1.6 Reserves  

Responsibility of: Board  

1.6.1 Property Reserve Fund  

This reserve has been created to provide for major maintenance, repair and replacement items, 

including unforeseen building emergency requirements that cannot be reasonably accommodated 

within the allocations of the property operating budget.   
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The Fund shall be managed by the Congregation’s Fund Management Committee as an Expendable fund 
subject to the Congregation’s Investment Policy.  
  

Capital may be moved into the Fund from the operating capital of the Congregation, or from the Fund 

into operating capital, at the discretion of the Board.    

  

All expenditures must be endorsed by the Property and Finance Coordinators and the Treasurer (as 

outlined in Section 6 – Building Related Expenditures), and proposed to the Board for approval. This 

Reserve is segregated, with annual income accruing to it.  

  

1.6.2 Office Equipment Reserve  

This reserve has been created to provide funds for the maintenance, repair and replacement of office 

equipment as it becomes obsolete. All expenditures must be approved by the Director of Administration 

and the Treasurer, having consulted with the lead IT volunteer. This Reserve is not segregated and has 

no annual income accruing to it.  

  

  

1.7 Congregational Projects and Committee Accounts  

Responsibility of: Finance Coordinator  

  

Money raised through an approved congregational/committee project event may be placed in a specific 

balance sheet account . These ‘In Trust’ monies (shown as liabilities) may be carried forward to the next 
fiscal year, with a specific plan for funds to be disbursed accordingly. In addition, money collected for a 

specific purpose, where expenditures will not be expected until the next fiscal year may be placed in a 

Committee Account (e.g. Family Retreat, Minister's Discretionary Fund).  

  

Budgeting and disbursement from such accounts shall be conducted in accordance with annual budget 

policies and disbursement approval policies.  

  

No interest is paid to any Committee Account.  

  

NOTE: All funds collected by approved groups/events must be deposited into the bank account of First 

(not into an outside bank account), and administered through First, unless other arrangements are 

made, as outlined in Section 8 - Handling of Cash.  
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1.8 Floats  

Committees should encourage non-cash re-imbursement methods for expenses incurred by committee 

members. However, the Board may, at its own discretion, establish Petty Cash Floats (“Floats”) for 
committees for a specific amount (the “Authorized Amount”) from the general funds of the  
Congregation to enable them to provide cash to committee members in order to make small purchases 

and to reimburse committee members for small out-of-pocket expenses, thereby reducing the need for 

the Congregation’s bookkeeper to process expense reimbursements.  

   

i. Each Float shall be recorded as a current asset (Cash) in the Congregation’s books of account.  
  

ii. The Chair of a committee with a Float shall assign a “Floatkeeper” to hold and manage the Float.   
  

iii. The Floatkeeper may advance cash to a committee member to allow them to make small purchases. 

The committee member shall present a receipt for the item(s) purchased together with any 

remaining cash from the advance to the Floatkeeper: a) within 60 days of the original advance; or b) 

immediately, if requested by the Floatkeeper, the committee chair or the Board.  

   

iv. The Floatkeeper shall reimburse committee members from the Float for an out-of-pocket expense 

provided:  

• The expense was incurred no more than 60 days prior;  

• A receipt(s) is submitted for the total amount of the expense; and  

• Both the original expense and its reimbursement have been approved by the committee chair.  

  

v. From time to time, the Congregation’s bookkeeper will replenish cash in the Float from the general 
funds of the Congregation in the amount equal to receipts presented by the Floatkeeper for new 

expenses that have been reimbursed from the Float. (Generally, that would equate to replenishing 

the cash to the Authorized Amount.)  

  

vi. The Floatkeeper shall maintain a record of all associated transactions and shall ensure that, at all 

times, the cash-on-hand in the float, plus the total of any current cash advances made pursuant to 

iii. above and receipts for expenses that have been reimbursed from the Float (and not yet been 

presented to the bookkeeper pursuant to v. above), equals the Authorized Amount.  

  

vii. At year-end, each Float shall be replenished pursuant to v. above, at which time the bookkeeper 

shall verify that the cash in the Float plus the total of any current cash advances made pursuant to 

iii. above is equal to the Authorized Amount. Any discrepancies shall be brought to the attention of 

the Treasurer, who shall recommend a remedy to the Board.  

  

viii. A Float may be wound-up at any time, either at the request of the Board or the committee, with its 

monies becoming part of the general funds of the Congregation.  
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1.9 Other  

Responsibility of: Board  

1.9.1 Committee Budgets  

A budget is allocated to specific committees/groups on a calendar year basis through the annual 

Operating Budget process. (See Section 5 – Budgeting and Budget Management for further details).  

Note:  unspent budget amounts are not carried into future years.  

 

 

2. Debt  

Our by-laws dealing with debt read as follows:  

  

By-law 2.16 (v.) Limitation of Authority of Trustees  

  

Without prior approval at a Meeting of Members duly called for the purpose, the Board or any Trustee 

or any officer of the Congregation shall not be authorized or empowered on behalf of the Congregation:  

  

• to purchase, sell or mortgage land or buildings;  

• to erect or extend a building or part of a building; or  

• to incur indebtedness in the name of the Congregation such that the total 

indebtedness of the Congregation, apart from a mortgage or mortgages approved at a 

Meeting of Members, shall be in excess of $20,000 (Twenty Thousand dollars).  

  

By-law 2.16 (vi.) Borrowing and Pledging  

  

• Subject to Clause v. hereof, the Trustees of the Congregation may from time to time:  

• Borrow money upon the credit of the Congregation by obtaining loans or by way of 

overdraft or otherwise;  

• Issue, sell or pledge securities of the Congregation including bonds, debentures, 

debenture stock, for such sums on such terms and at such prices as they may deem 

expedient;  

• Assign, transfer, convey, hypothecate, mortgage, pledge, charge or give security in any 

manner upon all or any of the real or personal, movable or immovable property, rights, 

powers, choses in action or other assets, present or future, of the Congregation to 

secure any such securities or other securities of the Congregation or any money 

borrowed or to be borrowed of any obligations or liabilities as aforesaid or otherwise 

of the Congregation heretofore, now or hereafter made or incurred directly or 

indirectly or otherwise; and  
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• Without in any way limiting the powers herein conferred upon the Trustees, give 

security or promise to give security, agreements, documents, and instruments in any 

manner or form under the Bank Act or otherwise to secure any money borrowed or to 

be borrowed or any obligations or liabilities as aforesaid or otherwise of the 

Congregation heretofore, now or hereafter made or incurred directly or indirectly or 

otherwise.  

• Any or all of the foregoing powers may from time to time be delegated by the Trustees 

to any one or more of the Trustees or officers of the Congregation.  

• This delegation shall remain in force and be binding upon the Congregation as regards 

any person acting on the faith thereof until such person has received written 

notification from the Congregation that said delegation has been repealed or replaced.  

 

3. Fundraising  

3.1 Annual Operating Fund Campaign  

Responsibility of:  Team Generosity Chair  

  

Each year we conduct a fundraising campaign – a pledge drive – to request donations from members 

and friends to create the Operating Fund for the coming year. Our goal is to understand how much each 

friend/member is planning to donate so we can estimate our income from donations and plan our 

spending accordingly.    

The Chair should be appointed and start forming a team and planning a strategy several months prior to 

any campaign. While the pledge drive occurs once per year, Team Generosity should be active all year to 

ensure there are processes in place to request pledges from new members and to monitor the receipt of 

pledged donations.    

  

  

3.2 Fundraising Events   

Responsibility of: Executive and Volunteers  

  

Income from special fundraising events makes up part of our annual Operating Budget. Social action 

initiatives may also request fundraising events. Other groups or initiatives may request fundraising 

events, either on a one-time or on-going basis, with the board’s approval.  
  

All fundraising events must be approved and scheduled through the Executive (or their delegate).  

Groups will generally be limited to one fundraising event in a congregational year, including special 

Sunday collections. All volunteers leading fundraising events must review Section 8 and abide by 

procedures for Handling of Cash and Cheques.    

  

Fundraising may be for one of a variety of reasons:   
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a) Fundraising for the Operating Fund or for a Capital Fund  

During the annual budgeting process, the Executive and Finance Coordinator will determine 

how much fundraising is needed to contribute to the Operating Fund amount for the year. 

The Executive will recruit (or may be approached by) volunteers to lead fundraising events in 

support of the Operating Fund, as well as for community-building. The Board and Executive 

may also approve and recruit leaders for fundraising events to raise capital.  

  

b) Fundraising for Internal Group Incidentals  

Small scale fundraising may be done by internal groups seeking to collect money for 

incidentals which have not been allocated in the Operating Budget (e.g., refreshments, child 

care for a meeting). Group leaders must ensure the practice is handled responsibly, that the 

amount raised does not exceed $500, and that contributing does not imply a trade-off with 

giving to the Congregation as a whole. This fundraising must be reported in the group's 

Annual Report to the congregation.     

 

c) Fundraising for External Causes and Qualified Donees  

Congregational groups may wish to sponsor and organize larger scale fundraising activities  

(i.e. raising more than $500) for the purpose of supporting a special cause or qualified done 

(i.e. a registered Canadian charity.) In these cases, the Executive may require that any costs of 

the event be covered by the proceeds The Congregation will bear normal costs of building use 

and administration for the event.  

   

Funds collected for refugee sponsorship, sanctuary or similar purposes must be collected for 

the benefit of the Congregation’s program and not be directed to any specific individual(s). 
The appropriate committee must make a separate determination as to how to spend the 

money and which individuals are eligible for assistance from the program.  

3.2.1 Procedure  

Before approving a fundraising event, the Executive (or their delegate) will request sufficient 

information regarding planning (logistics, estimates of costs, estimates of income, etc.) to be satisfied 

the event will be successful. The organizer of any event must be advised that photocopy charges, 

postage, Visa charges and any other administrative expenses incurred will be charged against the event 

proceeds.  

All money received at a fundraiser is to be deposited to First. Volunteers are to prepare a cheque 

requisition and provide receipts in order to receive reimbursement for any expenses (i.e. expenses are 

not to be ‘netted out’ of event proceeds).   
If an advance is required for any event, the Finance Coordinator must approve the expenditure and the 

Bookkeeper is accountable for ensuring that receipts are received within 60 days to justify the expense.  
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3.3 Special Collections  

Responsibility of:  Worship Coordinator, Executive  

  

The Board may approve Special Collections from time to time, and report their decisions to the Board. 

Approved collections may be held by:    

  

• recognized church projects/groups approved by the Congregation  

• denominational affiliates: e.g., Canadian Unitarian Council   

• social action: e.g., Amnesty, UU-UNO  

• supporters of special causes (e.g. emergencies, disaster relief)  

  

Approved special collections should be spaced out throughout the year, and not more than one per 

month. Scheduling should coincide with appropriate events in the worship calendar, as judged by the 

Minister(s) and the Worship Coordinator. The scheduling of Worship Services and Major Events takes 

place once a year, usually in May for the upcoming church year (church year runs September - June).    

  

Please see Section 8.1.1.4 or procedure for handling cash from all special collections. Specifically, if a 

Special Collection is to be sent directly to the organization (e.g. CUC, Amnesty) for receipting, a report 

of the total amount raised must be sent to the Treasurer, to the internal sponsor of the special collection, 

and to the editor of the congregational newsletter for publication.   

  

  

3.4 Sale of Goods  

Responsibility of: Executive   

  

The sale of goods or tickets in Workman Hall during Sunday coffee hour must maintain/complement the 

worship and community atmosphere.  

  

Such sale must be sponsored by an approved group, committee or affiliate of Toronto First as outlined 

below. No goods or services may be offered by individual members as part of the program of the  

Congregation in which there is a financial gain to the member. There are two exceptions to this policy:  

  

a) Art Sales, where the artist keeps 80% of the proceeds, and returns 20% to the  

Congregation as rental for the space. No tax receipt is available for the rental fee.  

b) From time to time a service directory may be produced in which members may list their 

professions or businesses for the information of other members.  

  

Sale of Goods:  The nature of the goods offered by a group for sale in Workman Hall during Sunday 

coffee hour must directly reflect the purpose and/or mandate of the group selling the goods. An 
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example of a related good would be Amnesty International selling messaged greeting cards and t- shirts 

(as compared to any group selling non-related items such as candy, kitchenware, or candles.) (Note: an 

acceptable exception to this rule may be the sale of food such as a bake sale or tickets to a soup lunch in 

Workman.)   

  

Sale of Tickets: The nature of the events for which tickets are sold in Workman Hall must directly reflect 

the purpose and/or mandate of the group selling the tickets (e.g. Workman Lecture tickets, theatre 

outing tickets, Adult Program registrations, Dinner Series tickets).    

  

Each group may sell goods and/or tickets for a maximum of 8 Sundays during the year and no more than 

four Sundays in any two consecutive months. (Note:  these restrictions in frequency do not apply to 

sales in support of the Operating Fund.  

  

Bookshop  

Sale of books and other printed material takes place through the Bookshop. Although not all religiously 

oriented material, the bookshop has a long history of service to First members and its income supports 

the Operating Fund.  

3.4.1 Procedures  

Groups wanting to offer goods and/or tickets for sale must request a table from the Director of 

Administration, indicating what they will be selling. The Director of Administration may refer questions 

of compliance or exceptions to the Executive for consideration; the Director will then provide and 

explain the decision to the requesting group.    

  

  

3.5 Gifts-In-Kind  

Responsibility of: Finance Coordinator and Bookkeeper  

  

First may accept gifts-in-kind if they are considered useful and appropriate to the needs of First; these 

may include such things as computer and office equipment, artwork, skilled labour, or food provided for 

catered events. It is critical to follow CRA rules with regard to assessing eligibility for tax receipts for 

gifts-in-kind. See Section 10 - Issuing of Tax Receipts.  

  

  

3.6 Special Donations  

Responsibility of: Finance Coordinator and Bookkeeper   

3.6.1 Annual Operating Budget  

First can accept special donations to the Operating Fund at any time but a donor cannot direct that such 

a donation be spent on a specific operating expense. The use of Operating Fund money is directed by 
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the annual budget process as approved by the Congregation. The only exception to this policy is for 

special donations which may be made for the purchase of flowers for a particular Worship service. A 

taxreceiptable donation is made to cover the cost of the flowers, and payment is made by First to the 

florist providing the flowers (see Section 10 – Issuing of Tax Receipts).  

3.6.2 Specific Grants  

When money (other than bequests or gifts) is offered to First with an intent that it be used for 

something other than annual operating expenses, it will be treated as a grant, and will be subject to 

agreement between the Board and the party offering the funds. (see also 3.6.4 re designated capital 

gifts)  

  

Upon agreement, the terms and conditions of such a Grant (e.g., specific expenditure requirements, 

length of term, other details), will be documented and tracked by the Board Secretary.    

  

3.6.3 Capital campaigns  

From time to time the Board may authorize a special fundraising campaign to obtain donations toward a 

specified capital use.  

3.6.4 Designated Giving for Capital Spending  

Members and others may wish to designate a financial donation to a specific capital use. The Finance 

Coordinator and the Board must approve any such donation.  

  

  

3.7 Planned Giving Fundraising  

Responsibility of: Treasurer, Finance Coordinator  

  

The Treasurer supports and builds awareness about donating to First by providing a summary 

(anonymized as appropriate) of gifts and bequests received during the year as part of their Annual 

Report to the Congregation.  

  

Team Generosity also supports this type of giving by sharing information during the annual pledge drive 

regarding the many ways of leaving money to First as part of estate planning (e.g.  

restricted/unrestricted bequests, donation of listed stocks, etc.). From time to time, Team Generosity or 

any other delegate of the Board may conduct special awareness campaigns to encourage estate 

planning with regard to bequests.  

  

  



Financial Policies and Procedures  

  

June 18 2020  First Unitarian Congregation of Toronto  17  

3.8 Use of Mailing List for Solicitation  

The mailing list of the Congregation (including both email and residential addresses) is available only for 

congregational purposes and is not to be used for private or outside solicitations. It is not to be used for 

any solicitation of funds, other than for the purpose of the annual pledge campaign, without approval 

from the Board.  

 

 

4. Bequests  
Responsibility of: Board and Finance Coordinator   

  

4.1 Handling of Bequests  

When notification of a bequest is received (from the solicitor or the family of the deceased), the Board 

must take appropriate action. Bequests which are directed to a specific fund and/or to a specific 

purpose need to be placed accordingly.  

  

In some cases, appropriate action may include contacting the family of the deceased; the Board and the 

Minister should discuss who will approach the family and what resolution to seek from the conversation.    

  

Any undesignated gifts or bequests will be directed as determined by the Board.   
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5. Budgeting & Budget Management  

5.0 Budgeting Principles  

5.0.1 Purpose of Budgeting   

The purposes of preparing an annual budget for First include:   

• to make informed and proactive decisions that support the delivery of First’s mission 

through prudent use of funds from all available sources   

• to ensure staff and leadership decisions about money are aligned with First’s ongoing 
sustainability both as a financial entity and a religious entity   

• to establish confidence that there will be sufficient money to cover First’s operating costs 
in the coming year   

  

5.0.2 Scope of Budgeting   

Operating Budget   

It is mandatory that First prepares an Operating Budget for every operating year, which covers income 

and expenses within the operating funds.    

  

Expendable Funds Budget  

In addition to preparing the Operating Budget for managing operating funds, the leadership team should 

at the same time develop an estimate of how expendable income from invested funds, and income plus 

principle from fully expendable funds, will be spent during the operating year. This includes estimating 

earnings and expendable amounts, considering proposals for how those amounts could be spent, and 

prioritizing such spending (in accordance with any criteria dictated by the rules of the invested funds.)    

  

5.0.3 Guiding Principles for Decision-Making in Budgeting  

The Board has the accountability and authority to direct the use of First’s financial resources. Board 
members are elected to positions of trust and asked to use their judgment and make decisions within 

the Congregation’s current context.    
  

These guiding principles express a range of considerations which it will be prudent to apply during the 

budgeting process. The Board should aim to:   

  

• Enable and Sustain First’s Mission   
- direct available money towards accomplishing as many of First’s goals as possible in the 

immediate and near term, while protecting First’s sustainability in the longer term  
- sustainability can be achieved by a combination of conserving invested capital for the 

long term and applying available funds to achieving the mission in the near term  
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• Balance the Budget  

- present a balanced operating budget in every year; a planned deficit is most likely a sign 

of operating beyond our financial means, which cannot be sustainable   

  

• Be a Reliable Employer    

- protect our ability to pay salaries and benefits to core staff and contractors year over 

year    

  

• Forecast Wisely   

- include knowledgeable staff and volunteers in the budget process to prepare realistic 

estimates and anticipate new sources of income or expense  

- while preparing a single-year budget, use a multi-year forecast process to anticipate the 

longer-term implications of significant items    

  

  

5.1 Annual Operating Budget Process  

Responsibility of: Finance Coordinator and Treasurer  

  

The annual budget process is used to estimate income and expenditures which flow into and out of the 

Annual Operating Fund. The Finance Coordinator and the Treasurer are responsible for the overall 

budget process, including communication with the Board and Executive.  

  

Planning for the annual Operating Budget takes place each fall for the upcoming calendar/fiscal year. 

The annual pledge drive to estimate members’ and friends’ commitment to donations is a critical 
prerequisite to this process (see Section 3 – Fundraising).  

  

  

As directed by the Treasurer and Finance Coordinator, the Bookkeeper shall maintain a working paper 

indicating who is/are responsible for each income and expense line item in the Operating Budget, 

identifying which groups or individuals should be consulted when developing budgets and associated 

service levels. Responsibility should be specified by role (e.g., Worship Coordinator) along with the name 

of the incumbent(s).  

  

With respect to each Operating Budget line item, each year those responsible shall:  

  

1. request a total budget amount accompanied by notes describing the methodology used for 

calculating the amount, any information to assist the Bookkeeper and Finance Coordinator in 

constructing a monthly budget, and any assumptions made (e.g. costs associated with different 

service levels);  

2. agree to manage actual income and expenditures within the approved budget;  
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3. be required to pre-approve all expenditures;  

4. approve the payment of goods and services, and the allocation of the expenditures to the line 

item.  

  

The Finance Coordinator is responsible for obtaining budget requests and estimates for all income and 

expense lines in the Operating Budget, and for compiling working papers which record these requests 

and estimates, their sources and any explanatory notes.    

  

The Finance Coordinator prepares a draft budget based on the gathered estimates and reviews the draft 

with the Executive and the Treasurer. Several iterations of the draft may be required until a satisfactory 

version is ready for presentation to the Board. The draft review will include considerations such as:  

   

• Is the proposed budget balanced?  

• Are year over year changes understood and supported?  

• Does the budget support the priorities and sustainability of the Congregation?  

  

Once a satisfactory draft is agreed upon by the Finance Coordinator, Executive and Treasurer, the 

Finance Coordinator will present the draft to the Board. The Board will discuss the proposed budget, 

reviewing at least the same considerations as above, and may request changes. Once the Board is 

satisfied, it will endorse the proposed budget with a motion recorded in the Board minutes.    

  

The Finance Coordinator will present the Board-endorsed budget to the congregation at the Annual 

Budget Meeting. The proposed annual budget will be published to the congregation no less than seven  

(7) calendar days prior to the date of the general meeting at which the vote for approval is scheduled. 

This publication will be achieved by multiple means including the website, email, and paper, to ensure 

members without online access or with other accessibility restrictions can attain access within the 

committed timeline.  

  

  

5.2 Reporting of Operating Budget Status  

Responsibility of:  Finance Coordinator  

  

The Finance Coordinator will work with the Bookkeeper to ensure a Budget vs. Actual report is 

presented by the Finance Coordinator or Treasurer to the Board and to the Director of Administration 

each month. The Finance Coordinator will also work with the Bookkeeper to ensure each staff member 

and applicable volunteer is given a Budget vs. Actual report showing detail of income and expenses 

within their areas of the budget. Board, Executive, staff and designated volunteers are responsible for 

monitoring budgets. They must ensure expenditures do not exceed budgeted amounts during the year. 

After reviewing each report they must take action to resolve any discrepancies and correct any negative 

trends.  
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The annual budget is estimated on a month-to-month basis to help determine cash flow needs and 

monitor actual results. The Finance Coordinator will obtain and maintain these details in the budget 

working papers.    

  

  

5.3 Budget Adjustments  

Responsibility of:  Finance Coordinator, Executive, Board  

  

All requests for expenditures beyond what was approved by the Congregation at the Annual Budget 

Meeting must be discussed with the Finance Coordinator and Treasurer to determine if the change can 

be managed within the overall budget. Budget variances will be reviewed by the Board at monthly 

meetings during review of financial statements provided by the Treasurer. The Board may request a 

Forecast be prepared at any time, to examine the likelihood of a significant budget overage and take 

proactive steps if required.   

  

  

5.4 Pledge Statements  

Responsibility of: Team Generosity  

  

To ensure we collect all of the funds pledged to support the Operating Budget (or any other applicable 

campaign), Team Generosity will work with the Bookkeeper to produce and distribute statements of 

Pledged vs. Actual Contributions. These are to be sent out at least twice per year. Team Generosity will 

also work with the Bookkeeper to periodically review actual pledge payments versus pledges to detect 

any delays or errors in pledge payment processing.   

  

  

5.5 Spending Level: CRA Disbursement Quota  

Note: This item is included for information purposes. Unless there is a dramatic change in the assets or 

spending habits of the Congregation, the Disbursement Quota is easily being met by the Congregation. 

The Canada Revenue Agency requires all registered charitable organizations to spend a minimum 

amount (the “disbursement quota”) each year on its own charitable activities, or on gifts to qualified 
donees (for example, other registered charities). The disbursement quota is calculated on the value of 

the charity's property not used for charitable activities or administration. If the value of that property 

exceeds $100,000, the disbursement quota is 3.5% of the value of that property.  

  

In the case of our Congregation, the building is used directly for charitable activities. The long-term 

capital funds, restricted funds and reserves are examples of property not used directly in charitable 

activities. In 2014 the value of the Congregation’s property was $2.2 million, of which $1 million was real 
property (i.e. the building) and equipment.   
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Consequently, a maximum of $1.2 million of the Congregation’s property might not be being used for 
charitable activities or administration. The Congregation’s disbursement quota is therefore no more 
than $42,000 (3.5% of 1.2 million). Historical annual spending on charitable activities far surpasses this 

amount.  

  

Ref: CRA Website: “Disbursement quota calculation”:  
http://www.cra-arc.gc.ca/chrts-gvng/chrts/prtng/spndng/clclb-eng.html.  

  

  

5.6 Annual Planning Process for Non-Operating Funds   

Annually, at the same time as the Annual Operating Budget process, the Finance Coordinator will lead a 

process to gather estimates and requests to fund expenses which can be covered by the expendable 

money from First’s invested Funds. (See Section 1: First’s Funds.)   
  

The objective of this process is to give proactive consideration to opportunities to advance First’s 
mission by making use of monies available outside of the Operating Fund.  Approval for these 

expenditures must be provided by the Board, which will receive proposals from staff and leaders.  The 

intent is not to spend all expendable funds each year, but to make deliberate use of the opportunity to 

inspire and support worthwhile proposals.  

5.6.1 Process  

The Finance Coordinator, during budget season, will request from the Funds Management Committee 

an estimate of the expendable funds which will be available from all of First’s Funds during the coming 
year. This amount will be determined in accordance with the rules applicable to each of the various 

funds. This amount will be communicated to the Board.  

  

The Finance Coordinator will advise all of the contacts involved in the Operating Budget process of the 

opportunity to also submit proposals for special initiatives to be funded by the expendable funds.   

  

Proposals should include at least the following information:  

• The purpose of the initiative   

• The rationale for the initiative and the intended outcome or impact  

• A budget for the expenditures associated with the initiative  

• An indication of the people who will lead the initiative and the general plan for how they will 

proceed  

  

The Finance Coordinator will compile all received proposals/requests and provide them to the Executive, 

who will present them to the Board for consideration. The Board will determine if additional proposal 

information is required and the Executive will communicate with the owners of the requests in order to 

bring their decision-making to a conclusion.    

http://www.cra-arc.gc.ca/chrts-gvng/chrts/prtng/spndng/clclb-eng.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/prtng/spndng/clclb-eng.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/prtng/spndng/clclb-eng.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/prtng/spndng/clclb-eng.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/prtng/spndng/clclb-eng.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/prtng/spndng/clclb-eng.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/prtng/spndng/clclb-eng.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/prtng/spndng/clclb-eng.html
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6. Building Related Expenditures  

There are four types of building related expenditures, as outlined below. Each type has a very different 

focus, with different funding approval processes.  

  

6.1 Operating/Maintenance Expenses  

These items, which make up most of the annual property budget, include:  

  

• Insurance  

• Utilities (gas, hydro, water, street allowance)  

• Security Alarm system  

• Maintenance & Repairs (lift, electrical, plumbing, heating, dishwasher)  Supplies & Equipment  

  

The Director of Administration is responsible for monitoring costs year to year, and for submitting the 

budget for these items through the annual Operating Budget process.  

  

6.2 Capital Expenditures  

The Director of Administration will lead a team of volunteers focused on monitoring the need for Special 

Projects and Long-Term Capital Improvements to the congregation’s building. This team will compile 
cost estimates and assess priorities. As part of the annual budget processes, the Director of  

Administration will incorporate necessary requests for funding of this work, either from the Operating 

Budget or from one of First’s Funds.    
  

6.3 Furnishings & Improvements  

As part of the process described in 6.2, the Director of Administration and applicable volunteers will also 

plan for the purchase of furnishings and minor building improvements.  

  

6.4 Emergency Expenditures  

The Property Reserve Fund has been set up to deal with unforeseen emergencies related to our building. 

See Section 1.6.1 for policy regarding expenditures from the Property Reserve Fund.  

  

7. Description of Finance Positions  

7.1 Finance Coordinator  

The Finance Coordinator oversees all operational aspects of finances at First, including:  

• monitoring and assuring the acceptable quality of the key activities of the Bookkeeper and 

Cashier functions;   

• reviewing monthly reconciliations between the bank account and the ledger;   
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• overseeing the completion of the annual external audit;   

• fiscal year end preparation (review of books for the year, oversight of preparation of year end 

statements of Endowment and Foundation Fund income for the Funds Management 

Committee; and   

• compiling the Annual Operating Budget and annual proposals for using First’s Funds.   
  

The Finance Coordinator ensures that appropriate reporting of the Congregation’s financial position and 
other financial matters is provided to the Board and the Congregation, including at least the following:   

  

• Monthly Income Statement showing the latest YTD actuals versus budget  

• Annual Financial Statements   

• Periodic Accounts Receivable reports to alert the Director of Administration to the need for 

collections as required   

  

The Finance Coordinator and the Board must present the previous fiscal year statements to the 

congregation and obtain congregational approval of the current/coming year’s budget, at a 
Congregational Meeting called for these purposes.  

  

  

7.2 Treasurer  

The Treasurer is appointed by the Board and is an ex officio member of the Board (if not already a 

Trustee). The Treasurer is responsible for the oversight of finances at First, providing observations and 

recommendations to the Board for the well-being of the Congregation’s financial sustainability. The 
Treasurer is also an ex-officio member of the Funds Management Committee.  

  

The Treasurer must review, or cause to be reviewed, all financial policies on a regular basis. This includes 

responsibility for meeting all statutory requirements, ensuring that everything we do falls within our 

requirements for maintaining our charitable tax status. This includes approving the process for issuing all 

tax receipts.  

  

In addition, the Treasurer together with Finance Coordinator is responsible for the annual Budget 

Process, as outlined in Section 5 – Budgeting & Budget Management.  

  

The Treasurer’s oversight responsibilities include:  
• regular review of balance sheet and income statement, and of monthly budget vs. actual 

statements, providing recommendations to the Board if action is required to resolve issues  

• management of cash (other than Endowment and Investment Funds), which represent non- 

capital congregational and reserve funds  

• working with Finance Coordinator and Bookkeeper to establish calendarized budget to be 

entered into accounting software  
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• review of monthly & YTD budget vs. actual and investigation of significant variances  

• review of audited financial statements  

• prepare year end statements for reporting to the Congregation  

  

  

7.3 Bookkeeper  

Specific responsibilities include:  

• all bookkeeping, including payables, receivables, deposits, payroll, payroll taxes, GST  

• monthly bank statement reconciliation  

• recording of all individual donations in the appropriate database  

• issuance of tax receipts. (See Section 10.)  

• monthly reconciliation of contributions between the accounting system and Membership 

database  

• proper documentation of cheque exchanges  

• working with Team Generosity to input annual operating pledges into Membership database  

• working with Finance Coordinator to enter calendarized budget  

• preparation of monthly budget vs. actual statements for Board   

• preparation of quarterly statements for staff and the owners of significant expense lines  

• working with Team Generosity to collect and sort all post-dated cheques and Visa instructions, 

ensuring post-dated cheques and monthly Visa instructions are processed properly  co-

ordinating monthly processing of VISA payments  

  

  

7.4 Cashiers  

• The Head Cashier co-ordinates the annual schedule of appointed Monday morning cashiers  

• Cashiers count, list, bank all cash/cheques from the safe, as well as rental payments and 

postdated pledge cheques handled by the Director of Administration  

  

  

7.5 Funds Management Committee  

The duties of the Funds Management Committee are prescribed by By-law 4.2.  

  

  

7.6 Team Generosity Chair  

The Team Generosity Chair is responsible for the annual fundraising campaign to support the Operating 

Fund (See Section 3.1.) Responsibilities include:   

• Lead the design of the theme and strategy for the campaign, e.g.   

• Recruit volunteers to help with the campaign, e.g.   
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• Organize and ensure smooth operation of all campaign activities, e.g.   

• Speak on behalf of the campaign and liaise with key leaders and stakeholders   

• Analyze, communicate, and respond to results   

• Interact with staff as required, especially the Bookkeeper, Director of Administration, and the 

Senior Minister  

  

(See Job Description filed in Sync for more details on each of these responsibilities)  
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8. Handling of Cash and Cheques  

8.1 Deposits  

Responsibility of: Finance Coordinator   

8.1.1 Procedures  

8.1.1.1 General Sunday Collections  

Sunday ushers will use the special sacs provided to deposit the entire contents of collection basket into 

the safe. Two ushers must sign the envelope. The safe will be opened each Monday morning (or the first 

business day of the week); TWO KEYS ARE REQUIRED. One key is held by the Director of Administration; 

one key is kept in the office in a location known to the members of the Cashier team.    

  

Monday cashiers will prepare weekly deposits; all identified cash and cheque contributions will be listed 

and totaled. Cashiers must act in pairs at all times; no person shall be left alone with cash during the 

process, in order to protect them from any accusation if there is ever a question of cash missing.    

  

The Director of Administration is responsible for post-dated cheques, and for giving current ones to 

cashiers for deposit each week (there may be some post-dated cheques which need to be pulled, for 

example deceased or resigned member). All pledges and contributions are kept strictly confidential.  

  

Cheques are stored in a locked file drawer in the Director of Administration's office. Post-dated cheques 

are filed by month. There are two deposits prepared by two different cashiers:  

  

• one for identified & unidentified contributions to the Operating Fund. To ensure accuracy and 

provide security, two people will handle this function.  

• one for other revenues - rent, cheque exchanges etc. Some will be receiptable - e.g., Central 

America. This is handled by one person and includes little cash.  

  

Cheques and cash are listed separately by type of deposit and alphabetically, with cheque numbers 

recorded on the list of cheques. All are totalled on the deposit slip. All cheques and cash must balance to 

the Deposit slip. The adding machine tape must be attached to the deposit. The memo line on each 

cheque should be checked to ensure that they are indeed for the operating fund, and not for some 

other account such as weddings, etc., which are non-receiptable. The date on each cheque should be 

checked, so that post-dated cheques don’t get cashed prematurely.  
  

Identified contribution envelopes are date stamped, and passed to the bookkeeper with the deposit 

summary. G/L account numbers are assigned to each type of revenue or contribution. Frequent G/L 

numbers are on the deposit forms and a list of occasional and other accounts is provided to the 

Cashiers. All backup and photocopies of cheques (alphabetical order) are attached to the deposit 

summary.  



Financial Policies and Procedures  

June 18 2020  First Unitarian Congregation of Toronto  28  

  

Deposits of cash are taken to the bank (CIBC) by the cashier on the same day the cash is counted. 

Deposits of cheques are delivered to Alterna via a courier arranged by the Bookkeeper.  

  

The Cashier gives the bookkeeper the authorized deposit slip stamped by the bank. The bookkeeper 

compares the stamped deposit slip with the list of cheques and cash to confirm that the amount on the 

deposit agrees to the amounts of cash and cheques collected.  

  

The bookkeeper posts the deposit to the G/L. When US currency/cheques are included, an adjustment is 

made for the exchange amount which has been indicated on the deposit slip by the bank. The 

bookkeeper prints a copy of the bookkeeping software deposit Journal Entry showing ledger postings, 

and attaches it to the deposit. A sequential number is assigned. Numbering starts at 1 each January and 

continues for the year.  

  

Care must be taken to credit bookkeeping software when an NSF cheque is charged back to our bank 

account. They are posted to bookkeeping software as a CREDIT Batch. Any notification of NSF cheques 

received from the bank in January regarding cheques from the previous year needs to be journalized to 

the previous year, and entered in bookkeeping software for the previous year. A note is put in the 

Comments section, stating NSF and the Cheque no.  

  

Authorized Visa payments are processed each month using our credit card processing machine. Care 

must be taken as some contributions are monthly, some quarterly and some just once per year. Again a 

copy of the Simply deposit showing ledger postings is photocopied and attached to the deposit. At the 

beginning of each year, the Visa list is reviewed or recreated, and amended re additions, deletions, 

changes in pledge amount and/or payment procedures.  

  

Entries are next posted to bookkeeping software. A Batch number is assigned by bookkeeping software. 

The date of the deposit is entered to ACS as Posting Date. This assigns it to the correct date/year for the 

tax receipt. The cheque number is noted in the Comments section. The bookkeeping software proof 

sheet and G/L posting report is balanced to the deposit, printed and attached to the deposit  

  

A monthly reconciliation is prepared balancing the deposit totals and totals to the G/L postings. See 

Exhibit #1 - RECONCILIATION OF DEPOSITS TO ASC (FOR TAX RECEIPT INFORMATION). Each deposit is 

listed - by date, Deposit No., bookkeeping software Batch No., total deposit and the G/L # assignments. 

NSF entries are also part of this reconciliation. The Finance Coordinator or Treasurer reviews the 

monthly reconciliation periodically and initials the reconciliation as evidence of review. Signed 

reconciliations are maintained filed in the bookkeeper’s cabinet. The Ledgers are again balanced at year 

end.  

  

At least once per year before the AGM a Statement of Contributions will be sent to all donors for 

confirmation.  
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8.1.1.2 Coffee, Bookshop Collections, Individual Deposits  

• Total coins/bills collected are to be put into an envelope as per Drop Safe Procedures.  

• Money will be counted and deposited by cashiers on Monday mornings.  

  

8.1.1.3 Fundraising Events  

• The event chair is responsible for the deposit into the Drop Safe of all cheques/cash 

collected at the event, including ticket sales, cash bar proceeds, etc.  

• TOTAL FUNDS COLLECTED ARE TO BE DEPOSITED.  

• Expenses are not to be ‘netted out’ of total proceeds; a Cheque Request is to be 

submitted in order to be reimbursed for expenses.  

  

8.1.1.4 Special Sunday Collections  

• The leader/contact person for each special collection must make arrangements with the 

Director of Administration to include a separate collection envelope with the Order of  

Service. It must be made clear during the service at the time the collection whether the 

Cheque should be made payable to ‘First Unitarian Congregation of Toronto’ with the 
name of the project or recipient organization in the cheque’s memo line, OR, if the 

cheque is to be made out to the recipient charity. The recipient of the cheque, either way, 

provides the tax receipt. If First provides the receipt and forwards the money to the 

charity, the charity will send a receipt to First.    

• The special collection in the appropriate envelopes will be placed in the drop safe by the 

ushers, along with other monies collected each Sunday  

• Monday Cashiers must be notified in advance of the date of the special collection, in order 

that they may arrange for additional cashiers to assist with the handling of funds to be 

counted/deposited.  

• The organizing group may request a list of names of those who contributed, but will not 

be given the confidential individual amounts.   

• All funds collected must be deposited into the church bank account. Any exception to this, 

(e.g. cases where First is not required to issue a tax receipt) must be cleared with the 

Finance Coordinator, and a final report of the total amount collected must be made for 

inclusion in the total fundraising report to the Congregation.  

  

8.1.1.5 Other Types of Special Collections  

• If the special collection involves something other than a Sunday service, (e.g., collection 

from outside congregations) arrangements must be made with the Finance Coordinator, 

regarding banking and issuing of tax receipts.  
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• If there are numerous donors who are not already on our database, a small fee may be 

charged in order to cover additional bookkeeping expenses for entering these names; 

alternatively, arrangements may be made with the Bookkeeper for a contact person to 

enter these names and addresses  

  

8.2 Procedure for Recording Contributions for Tax Receipts  

Responsibility: Bookkeeper/Director of Administration  

  

Members and friends of Toronto First complete pledge forms, which are received in the office in various 

ways (electronically, from the collection basket, special pledge collection, by mail with cheques 

attached). Pledge Forms are directed to the bookkeeper, while cheques are directed to Director of 

Administration who keeps them in a pending cheque folder where they are retrieved by the cashiers. 

Pledge amounts are entered into the Giving section of the membership database (currently Realm) by 

the bookkeeper and/or assistant bookkeeper. Pledge sheets are filed alphabetically in the yearly pledge 

book.  

  

For cash deposits, the cashiers give the bookkeeper the authorized deposit slip stamped by the bank. For 

cheque deposits, the cashiers complete the internal deposit form, and hand cheques to the bookkeeper, 

who prepares the deposit in QuickBooks, prints the deposit slip and envelope to be picked up by courier 

and delivered to Alterna. The bookkeeper compares the stamped deposit slip with the list of cheques 

and cash to confirm that the amount on the deposit agrees to the amounts of cash and cheques 

collected.  

  

The bookkeeper posts the deposit to the G/L. When US currency/cheques are included, an adjustment is 

made for the exchange amount which has been indicated on the deposit slip by the bank. The 

bookkeeper prints a copy of the bookkeeping software deposit Journal Entry showing ledger postings, 

and attaches it to the deposit.   

  

Care must be taken to credit bookkeeping software when an NSF cheque is charged back to our bank 

account. They are posted to bookkeeping software individually. Any notification of NSF cheques 

received from the bank in January regarding cheques from the previous year needs to be journalized to 

the previous year, and entered in bookkeeping software for the previous year. A note is put in the 

Comments section, stating NSF identifying cheque or EFT’s issuer and the cheque number.  
  

Authorized Visa payments are processed each month using our credit card processing machine. Care 

must be taken as some contributions are monthly, some quarterly and some just once per year. Again a 

copy of the general ledger deposit showing ledger postings is printed and attached to the deposit. At the 

beginning of each month, the Visa list is reviewed or recreated, and amended re additions, deletions, 

changes in pledge amount and/or payment procedures.  

  

Entries are next posted in the Giving section of membership software. A Batch number is assigned by the 

software. The date of the deposit is entered to ACS as Posting Date. This assigns it to the correct 
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date/year for the tax receipt. The cheque number is noted in the Comments section. The giving software 

proof sheet and G/L posting report is balanced to the deposit, printed and attached to the deposit  

  

A monthly reconciliation is prepared balancing the deposit totals and totals to the G/L postings. See 

Exhibit #1 - RECONCILIATION OF DEPOSITS TO ASC (FOR TAX RECEIPT INFORMATION). Each deposit is 

listed - by date, Deposit No., giving software Batch No., total deposit and the G/L # assignments. NSF 

entries are also part of this reconciliation. The Finance Coordinator or Treasurer reviews the monthly 

reconciliation each month and initials the reconciliation as evidence of review. Signed reconciliations are 

filed in the bookkeeper’s cabinet. The Ledgers are again balanced at year end.  
  

At least once per year before the AGM a Statement of Contributions will be sent to all donors for 

confirmation.  

8.2.1 Verification Procedure  

In February each year the Bookkeeper prints off a sample of tax receipt confirmations. A sample of 

names is chosen. (The sample number depends on the perceived risk of errors in the tax receipts.) For 

each individual chosen, their relevant contributions recorded on bookkeeping software are traced back 

to the deposit reconciliations above to detect errors and identify trends of errors in the tax receipts. 

Sampling consists of Board members and other leaders. Once this detective control has been completed 

the bookkeeper reports to the Finance Coordinator or Treasurer that the bookkeeper is satisfied with 

the accuracy of the tax receipts. Each member sampled will be asked to confirm the accuracy of their tax 

receipt to the Finance Coordinator.  

8.2.2 Year End  

It is crucial that Identified Contribution cheques be carefully separated based on 2 criteria:  

  

1. which pledge year the contribution pertains to,  

2. for which year the tax receipt will be issued.  

  

For the first deposit prepared in January after year end services, December cheques need to be 

separated and posted with a December 31st deposit date so that contributors receive tax receipts for 

the prior year. This also applies to the Christmas Eve collection which is for the Ministers Discretionary 

Fund. Some December cheques are for the following year’s annual pledge and will be posted to the 
Deferred Pledges G/L account.  

  

To keep the ledgers clean and tax receipts balanced and in the correct year, all December cheques 

received in January will be posted in one separate deposit dated January 31. The cheques that are for 

the prior year's pledge will be accrued to prior year's Revenue (with a December 31st date) and set up in 

Accounts Receivable - Other. When they are posted in January they will be credited to that same 

Receivable. Cheques that are for the New Year’s pledge will be posted to Revenue. This is so that this 
separate deposit can be identified as being part of the prior year's tax receipts.  
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Contributors will be notified (in the e-newsletter, Order of Service, or other) that if they wish to receive 

a tax receipt for the current year, they must submit cheques for that year by December 31. The cheque 

will be attributed as per the cheque date, unless clearly marked otherwise. Cheques may be put in the 

collection tray, the safe or the bookkeeper’s mailbox.  
  

  

8.3 Issuing of Cheques  

Responsibility of: Bookkeeper  

  

The bookkeeper is responsible for issuing all cheques. All cheques require two signatures, and are issued 

every other week. All cheques issued must have proper approval as follows:  

8.3.1 Invoices  

The Director of Administration is to review all invoices. Invoices for all office/administrative expenses 

and building supplies, other building-related expenditures and utilities are to be initialed by the Director 

of Administration and given to the bookkeeper for payment. Other building related expenditures may 

also be approved by the Property Coordinator.  

  

For all other invoices, the Director of Administration must contact the appropriate staff or volunteer(s) 

who have responsibility for the respective G/L accounts relevant to the expenditure. The expense must 

be verified with the authorized person, and then initialed/approved for payment. If an authorized 

person has ordered an item/service on account, they should inform the Director of Administration to 

expedite payment of the invoice.  

8.3.2 Cheque Requests for other Budgeted Expenses  

For payment of any other item (e.g., reimbursement of an expense ), a Cheque Request Form staff or 

volunteer(s) who have responsibility for the respective G/L accounts relevant to the expenditure, as 

outlined in Section 5 – Budgeting & Budget Management, must be submitted to the bookkeeper for 

payment accompanied by original invoice/receipt.  

8.3.3 Payroll  

The bookkeeper will issue all cheques/payroll taxes related to our payroll and contract employees only 

as instructed by the Executive.   

8.3.4 Donations to Third Parties   

In the case of a special collection or other fundraising event related to an approved project, the funds 

will be recorded in an internal account. After the Bank Deposit clears (adjusting for any NSF cheques), a 

properly authorized Cheque Request may be submitted to the Bookkeeper by the event volunteer, 

requesting a cheque to as the intended charity recipient. 
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8.3.5 Other  

If an advance is required against any Committee Budget or Fundraising event, the Executive as well as 

the Committee Chair must both approve the expenditure, and are accountable for ensuring that receipts 

are provided within 60 days to the bookkeeper to justify the expense.  

  

  

8.4 Signing Officers  

Responsibility of: Board President   

Appropriate signing officers of First are the Board President and other members of the Board.    

  

The President is authorized to make arrangements with the bank and investment manager regarding 

changes in signing officers after each Annual Meeting of the Congregation.   
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9. Building / Office Use  

  

9.1 Use of Building  

Responsibility of: Director of Administration  

  

The primary use of the building is for purposes of the Congregation, including its groups, committees 

and members. In addition, external groups may rent space in the building as available. The Director of 

Administration is responsible for all bookings at First and applies the requirements of the Rental and 

Room Booking Policies.  

  

  

9.2 Use of Office  

Responsibility of: Director of Administration  

  

All arrangements for use of office equipment must be made with the Director of Administration.  

9.2.1 Computers  

The Congregation’s computers are for staff and authorized volunteer use only. Special arrangements 
may be made with the Director of Administration if a Member requires use of a computer.  

9.2.2 Use of Photocopier  

Members and staff may use the office photocopier for congregational business purposes.    

9.2.3 Use of Postage  

The postage machine is available to members/committees upon request. Arrangements must be made 

with the Director of Administration, who will ensure that the person(s) responsible for the G/L account 

to be charged approves of the expenditure. Actual postage used will be recorded and charged to the 

committee budget on an ‘as used’ basis.   
 

 

10. Issuing of Tax Receipts  

Responsibility of: Finance Coordinator and Bookkeeper  

  

As an institution with charitable tax status, there are Canada Revenue Agency requirements, accounting 

laws and guidelines we must follow in order to maintain this status.  

  

All identified contributions are recorded by date and fund. Tax receipts are issued in January each year 

for the previous calendar year.  
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We record donations and issue tax receipts for the following financial contributions to First:  

  

• All identified contributions to the annual operating budget (cash contributions must be made in 

an identified envelope – these envelopes are then kept with the weekly deposit backup)   

• Donations and bequests to the Congregation’s endowed and expendable funds.  A copy of 
relevant legal documentation will be kept on file in the Office.   

• Donations to First with a special long term purpose, as approved by the Board  

• Donations made via events and special projects to be donated elsewhere by First (e.g.  

denominational and social responsibility organizations   

  

NOTE: If proceeds from any of these collections are to be sent out of the country, it is imperative that 

we have proper documentation on file about the organization to which the funds will be sent. Any 

organization through which we flow funds for which a tax receipt has been issued must be a charity 

(qualified donee) approved by the Canada Revenue Agency (CRA), and must provide the necessary 

control and accountability to First as prescribed by the CRA.  

  

Note: Canada Revenue Agency rules dictate that no tax receipt may be issued for which an individual 

receives a tangible or construed benefit. For example, paying for flowers for a memorial service, with 

the donor being identified in the memorial program, is not a receiptable item. Similarly, to qualify for a 

tax receipt, a donation may not be directed to the benefit of a specific individual (e.g., a donation to a 

Congregation-organized refugee support program is acceptable, but not a donation for the benefit of a 

specific refugee).  

  

  

10.1 Gifts-in-Kind  

Responsibility of: Finance Coordinator and Bookkeeper  

  

We also issue tax receipts for gifts-in-kind where applicable. A file is kept with required documentation, 

and the value of the asset (calculated per CRA rules) is allocated to the appropriate internal Fund (e.g. 

Operating, Opportunities). Note that tax receipts can only be given for tangible goods. Donations of 

services, use of property, or time, do not directly qualify as tax-receiptable. (See additional information 

below):  

  

• New Office/audio/video equipment donations: original receipt for purchase of item must 

accompany request for tax receipt. Request must be signed by Director of Administration 

acknowledging use of item, and also receipt of item into First property  

• Used Office/audio/video equipment donations: If original receipt is not available, an outside 

evaluation must be presented with the request for tax receipt. Request must be signed by 

Director of Administration agreeing with the evaluation, and acknowledging use of item, and 

also receipt of item into First property  
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• Art: professional evaluation must accompany request for tax receipt  

• Securities: Securities (stocks, bonds, mutual funds) may be donated to either the operating 

budget or one of First’s Funds, with value for tax receipts being determined by the closing 

price on the date received by First’s investment manager. (Donors are encouraged to seek 
independent tax advice concerning any current favorable tax treatment of such donations vs. 

cash donations.)   

• Dinner Series:   The Host of a dinner held on behalf of the Dinner Series may submit receipts 

for reasonable expenses incurred and request a cheque exchange in order to receive a tax 

receipt. (see 10.4 – Cheque Exchange). Guests of the dinner will not receive a tax receipt; they 

have paid a fee for a received benefit.   

• Member payment of expenses related to a fundraising event:  Reimbursement is restricted to 

expenses directly related to a fundraising event on behalf of First, and is strictly limited to 

tangible goods (e.g., ingredients, but not time or other intangibles). In order to receive 

reimbursement, an individual must present receipts documenting the full value of the items.  

• Donations of services (e.g., a physiotherapist’s time as an auction item) do not qualify for tax 

receipts; if a service provider wishes to provide their services, they must bill the person 

receiving the services, and then make a personal donation to First.  

• Donations of the use of property (e.g. a vacation property as an auction item) do not qualify 

for tax receipts; the provider must bill the person using the property and then make a 

personal donation to First.  

• Donation of materials purchased for specific church purpose: original receipt for purchase of 

item must accompany request for tax receipt; request must be signed by specific committee 

chair or convenor acknowledging use of materials for specific purpose  

• Portion of event ticket price: Event chair must present a list of names of all ticket purchasers 

requiring a tax receipt, and the total cost of each ticket; a report must be presented indicating 

total ticket sales, and total cost of event in order to calculate what portion of the price of the 

event ticket is for value, and what portion is a donation  

• Donations re Members’ use of building: use of the building for weddings, memorial and other 

services for First members in good standing is free; if the member/family wishes to make a 

donation to First to help offset our costs of providing the space, they qualify for a tax receipt.  

Donation should be posted to Wedding/Memorial Services Donations  

  

10.2 Cheque Exchange  

Responsibility of: Finance Coordinator / Bookkeeper  

  

The Congregation is not always able to budget for all the expenses that are legitimately part of the 

Congregation’s normal operation. (One example is the expenses associated with sending official 
delegates to denominational conferences and meetings—conference fees and related travel expenses.) 

In such cases, a member may choose to cover an expense themselves. With the prior approval of the 

Executive, the Congregation will reimburse such expenses on the understanding that the member will 
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make a donation to the Congregation for the equivalent amount. Such donation is eligible for a tax 

receipt. (This process is colloquially called a “cheque exchange.”) Original receipts must accompany the 
Request for Reimbursement form, along with a personal cheque for the amount (representing the 

donation). The bookkeeper will issue the member’s reimbursement cheque, and hold the member’s 
personal cheque for two weeks in order for them to deposit First's cheque. Any NSF charges will be 

charged back to the member.   
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11. Accounting Procedures  

Responsibility of: Finance Coordinator/Bookkeeper  

  

11.1 Maintenance of Records  

The bookkeeper is responsible to maintain records in accordance with CRA requirements and the needs 

of the external auditor. These include, for example,   

• year end accruals for expenses, receipts, interest, etc.  

• authorization of cheque requests  

• detailed posting of information from deposit forms  

• financial statements  

• copies of official donation receipts  

• copies of annual information returns (Form T3010, Registered Charity Information Return)  

• ledgers  

• bank statements  

• payroll records  

• Books and records including source documents such as: invoices, vouchers, formal contracts, 

work orders, delivery slips, purchase orders, and bank deposit slips.   

  

11.2 Year End Audit  

The annual audit of the fiscal year end must be completed each year, with tax returns submitted no later 

than six months after fiscal year end. Following is a list of documentation to be given to the auditor each 

year:  

  

• Fiscal year bank statements  

• All Accounts Payable backup  

• Bank deposit books  

• Deposit reports, including weekly reconciliations  

• Copies of tax receipts & summary statement  

• Balance Statement  

• Income Statement  

• Trial Balance  

• General Ledger  

• Bank Reconciliations   

• Copy of bank statement for beginning of new fiscal year  

• Accounts Receivable & Accounts Payable Reports  

• Statement of Prepaid Expenses & Floats  

• Non-operating Fund Account Statements, T5 & Reconciliation  

• List of Officers & Directors  
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12. Policy Statement on Upkeep and Changes  

It is the responsibility of the Board to maintain or cause to be maintained this Manual, inserting any 

Board approved changes to policies, and annual updates at the end of each year. It is the responsibility 

of the Secretary to ensure the most current version of the policy is uploaded to the Sync platform and 

published on the congregation’s website.    
 

Changes to any of the policies contained in this manual MUST be discussed with the Finance Coordinator 

and the Treasurer and presented to the Board for approval.   


