How to Use the

GGC Quebec Financial Package

January,  2014
When used correctly, this computerized or electronic spreadsheet will calculate your revenues and expenses automatically and will also transfer the information to the Budget and the Annual Financial Report, making the job of the financial record keeper easier at the end of the year.  

I have tried to make this easy to use even for those who are not familiar with Excel.  If you are not, please read the “How to use the Excel Forms” document.  Even if you are, please take a few minutes to read the instructions below.  Following them will make using the spreadsheet easier!

My thanks to the many people who have had input into this workbook!  

If you have any questions or problems using the workbook, please contact me at finances-support@guidesquebec.ca.
Dawn Coffey

Warning:  DO NOT INSERT, MOVE OR DELETE ROWS OR COLUMNS.  (more below)

To Use the Program:

Open the file “GGC Que Financial Package.xls” template on the GGC Quebec website.  Save it using the name on your bank account and the year (e.g., GGC 1st Montreal Sparks 2009), and save it in an appropriate folder on your computer.

There are sixteen forms included; the first one is “Annual Report,” the last is “District Summary Tax Rebate Claim Form.”  Not all of these are required for all levels…see below.

The only places you should be filling in data on the whole workbook are the green type, green shaded or outlined cells, and the yellow shaded ones (when you get your statement), unless specified otherwise below.

!! Backup regularly !!

Burn a CD or DVD, save it on a flash drive, e-mail it to yourself (if you have on-line storage) or print your spreadsheet at least every two months.

Annual Report:  (required)
At the beginning of the year, open the “Annual Report.” Fill in everything in green type on this form:  account name, dates of your financial year, names of signing officers (put an S or F beside their name if they are only a signing officer in Spring or Fall), bank, branch, and account number.  What you fill in will automatically be transferred to all the other sheets, as necessary.  The rest of this form you will fill out at the end of the year.  

Note that the current tax rates are entered in cells AA11 and AA13.  This part will not print, but if the taxes change, change them here and they will be changed throughout the workbook.

Main Form, Main Form 2 and 3:  (required)

Click on the “Main Form” tab.  This is where you enter your data (in the green shaded cells only!).  

The first thing to enter is your Balance Forward from the end of last year, which goes in the cell H9.  (A zero value will not show, so if you are opening a new bank account, don’t worry.)  Look at the bottom right hand corner of page 1 of your Annual Financial Report from last year for your reconciled balance.  The date of your Annual Report (theoretically the end of your last year; mmm, dd, yyyy) goes in cell A9.  

Using the tab key to move between columns, enter the date (mmm, dd, yyyy), description, cheque number or deposit letter under the “#”, and Explanatory Note letter (if you need one…see below).  Tab over to Bank Deposits or Bank Cheques.  Enter the total, then tab over to the appropriate column(s) under expenses (under red headings) or revenues (under black headings).  Make sure you are working in the right row.  The first columns up to the OK column and the rows down to the headings are frozen (the rest will slide behind them) to make this easier.  Fill in as many columns as appropriate (don’t forget to keep the taxes separate!) under the Expenses and Revenues columns.  

You may change the column headings under Expenses and Revenues on the “Main Form” (but not on “Main Form 2” or 3) to better suit your needs if you must, but please try to fit things into the established columns.  Remember:  don’t add or delete columns!  

Enter transactions in order as you do them.  This will make it easier for you to find mistakes, and for your financial reviewer to check.  If your dates are not in strict chronological order (i.e. you only enter the September interest in November, with several other transactions in between), it doesn’t matter; if you leave a blank row that’s all right too.  Please make a note of any voided cheques. 

The program will total the amounts for you.  Look at the OK column, which will be blank if things don’t match up.  (Since the whole form is all zeros to begin with, all the lines are OK!)  If a row doesn’t say OK, go back over the row again to make sure you entered everything correctly.  

If your description doesn’t fit in the description cell or you need to explain things for any reason, please put a note in the “Explanatory Note” sheet.  Put an a, b, c, etc in the “Note” column, on both the “Main Form” and the “Explanatory Note” sheets.  Lots of notes are good, and help your financial reviewer to understand what you have done.  

Every month when you get your statement, you need to fill in the “x” column (yellow) on the “Main Form” for the items on the statement.  Make sure the amounts on the statement match those on your spreadsheet, and then put a small “x” in the column.  When you click in another cell, the amount will automatically move from the “Outstanding” column to the “In Book” column.  

Every item on your bank statement should be reproduced on your spreadsheet, unless the bank is correcting its own mistake.

Once you are done, the bottom of the “Running Balance” column shows how much money you have to work with.  “Outstanding” shows both cheques and deposits which you have not confirmed with a bank statement yet.  “In Book” shows which ones have been confirmed by the bank. 

When you run out of space on the “Main Form,” simply start at the top of “Main Form 2” and then “Main Form 3.”  (I suggest moving to “Main Form 2” after your mid-year review is done, even if you have not reached the bottom of the “Main Form.”)  You will see that the totals from the bottom of the “Main Form” have been transferred for you.  If you run out of space on “Main Form 3,” you will have to print, then open a new spreadsheet (call it GGC 1st Montreal Sparks 2009 part 2), and copy the totals from each column into row 10 of the first “Main Form” on the part 2 spreadsheet.

At the bottom of each of the Main Form sheets is a summary of Total Expenses and Revenues, and Variance.  Check the Variance each time you work in the spreadsheet.  If the Variance is not $0.00 there is a mistake somewhere, and things do not balance.  You should check this every time you work on the spreadsheet, and go over your last entries to make sure they are all OK.  

DO NOT INSERT, MOVE OR DELETE ROWS OR COLUMNS.  

Adding, moving, and deleting rows and columns will affect the overall formulae and calculations of the template.  To avoid this problem, spreadsheet protection has been enabled, but you can still mess things up if you cut, copy and paste or delete the wrong thing.  If you must do this, work one cell at a time; do not highlight and move an entire row or column.  Mistakes do happen, in which case you can send me the whole spreadsheet and I will try to sort it out for you.

GST/QST Calculator

This is a simple form which will help you calculate the taxes on an amount to charge, or to figure out the amount and taxes from a “tax included” total.  If the taxes change, change them on the Annual Financial Report to change them throughout the workbook.
Explanatory Notes:  (not required but Balance Summary is important)

At the top of the “Explanatory Notes” is a Balance Summary, ending with the Variance which should be $0.00 if everything balances.  The Bank Book Balance should give the balance on your last statement.  Again, if it does not, there is a mistake somewhere.  More checking is in order!  Make sure you have entered interest or bank charges, and that you have put an “x” on your “Main Form” for all items (and only those items) on the statement from the bank.  

In the “Explanatory Notes” table, you will do any explaining or expanding of your description from the main form.  Use lower case letters to identify your notes, so they don’t get mixed up with your cheque numbers or deposits.  The form is not green shaded, as you may write anywhere in the notes section.

Bank Reconciliation:  (at least one required at the end of the year; there are sheets for 12 throughout the year)  
You should do a “Bank Reconciliation” every time you get your bank statement.  It is useful to figure out where mistakes made by you or the bank might be.  Note the numbers in the upper right hand cell of each mini form.  Do them in order!  Put in the date of the Bank Statement (as at…) (mmm dd, yyyy) and the final amount on the statement below it.  Put the current date on the (as at…) line at the bottom.  Fill in any non-“x”-ed items (deposits and / or cheques which do not show on the Bank Statement but which are already on your spreadsheet), and the program will do the math for you.  The bottom right hand cell should match your last running balance on your “Main Form.”  If the reconciliation doesn’t balance, check it out.  

Parent Receipt:  (not required, but you must write the GGC Quebec GST and QST numbers on receipts when taxes are charged)

You can print off a few of these blank to keep on hand for when parents hand you cash or a cheque for any reason; cookies, dues, camp, a bowling party, etc.

For a camp or special event, you can fill in all but the girl’s name and the date and pre-print them, so as to have less to do with several parents waiting for your attention.  The bottom half will automatically copy from the top half.  At your meeting, simply fill in the missing information on both halves and tear in half, giving the top half to the parent and keeping the bottom half for your records.

Note that this is not a receipt for income tax purposes; it is simply an acknowledgement of monies received by the unit.  If someone wishes to get a tax receipt for a donation, the donation must be made to Quebec Council, with a note directing the purpose of the donation.  These receipts are only given out for amounts over $10.00.
Deposit Slip:  (optional)
Fill out only the green outlined boxes!  All the calculations will be done for you.  Further explanation will fit at the bottom.  For instance you should note that $500 of the deposit was for cookies, $350 for Camp fees, and $20 for dues.  This will make filling out the “Main Form” easier for that deposit.  

Print it and take it to the bank with you, so you can see if you and the teller agree on the amount deposited.  Sometimes handwriting on cheques makes it hard to tell the amount, and often this is where mistakes are made.  It is much easier to catch it right away.

After you print, highlight only the cells you want to clear (i.e. the green ones), and click the “delete” button on your keyboard.  When you get your deposit receipt from the bank, staple it together with your deposit slip, and store it in a safe place.

Cheque Requisition:  (optional)

A convenient way to summarize several receipts which are paid for on one cheque.  You may re-name the columns if you need to.  Enter the name of the store under Payee, date, then fill out the part of the total which applies for each column.  For example, an office supply store bill for $11.50 may be split between photocopy $2.00 (administration), paint $8.00 (program/supplies) GST $0.50 (GST operating expenses) and QST $1.00 (QST operating expenses).  The sub-total for the line should be the total amount of that bill.  Several receipts may be entered and totalled on one form.  Enter the Guider’s name under Paid to, with the date and cheque number.  Print it twice and have the Guider sign it.  Copy the receipts and staple the copy to one form and all the relevant receipts to the other.  Keep the one with the copies for your records and use the one with the original receipts to claim your tax rebate.  Clear it the same way as the Deposit Slip.

Cheque Register:  (optional)

To keep track of the cheques you write.  Be as detailed as possible, as this will help you fill in the “Main Form.”  There are no green cells, since you may write anywhere in the table.  Alternatively, print it out and keep it with your cheques if you don’t already have a book with your cheques.  Instead, you may get carbon copy or duplicate cheques, especially since many banks are no longer returning our cheques.  Make sure you fill in the memo line!

Monthly Report and Annual Budget:  (required for districts and above, good practice for units)

A budget is your best guess about how much you will be collecting and spending in the next year.  If you know that 14 Brownies are going to advance to Guides, and only 2 Guides are advancing, this will drastically affect the amount of money the Guide unit has to work with.  Preparing a budget will help you to avoid over or under spending, and to plan for a special event which is larger or more expensive (or less!) than usual.

At the beginning of the year, fill in the column under Current Year Budget with the figures you approved last year for this year.  The program will fill in the current year columns for you up to the current date.  District Treasurers can print this as a Monthly Report for your district meetings to let everyone know how you are doing (year to date vs. budget).  

The budget for next year is usually done near the end of the current fiscal year, but you will have to add any other revenues or expenses expected from when you do your budget until the end of the year.  Do this in the current year column, at the bottom under “Other,” in the green shaded cells.  Then go down the budget column, filling in what you expect to receive or spend next year, taking into account major differences with this year.  Add extra events etc. at the bottom under “Other.”  For large events, it is a good idea to include an extra sheet which breaks down in more detail your revenues and expenses.  (Use the “Event Financial Sheet.”)  Print it when you are done, and have your council approve it.  Make sure the motion appears in your minutes, and attach a copy of the budget to the minutes.

Each unit and district should end the year with approximately the same amount in the bank as they started with.  This is good financial practice in a non-profit organization.  What it means is that the girls who earned the money for the unit (e.g., the fantastic cookie sellers), will have the money spent on activities etc. for them.  The unit will show no (or little) profit for the year if this is the case.

Naturally, if a group is raising funds for a special trip or other activity which will only take place a year or two in the future, the bank account will increase as you collect those funds.  Remember to get approval for all your fund raising activities other than cookies!

This form will continuously update as you continue to work on the spreadsheet, so it is important to print it when you approve the Budget.

Event Financial Sheet:  (required for Camps and Events.  There are nine sheets)

These forms will help you budget for each of your camps or events, figure out how much to charge participants (including the taxes if applicable), compare your actual figures to the budget and give you the figures you need to fill out your Tax Remittance Camp/Event form.  

First, fill in all before tax expenses and before tax revenues other than participant fees.  Put in the expected number of participants, and the program will tell you how much to charge each participant before tax.

If this is an event for which tax will not be charged, skip the next paragraph.

If you must charge taxes, you will find them added below under the “Amount to Charge Participants.”  If this is an odd amount, you can round up or down using the next set of boxes (To Charge an Even Amount”).  You can go back and change amounts (i.e. Guider fees and Unit/Council Contribution), but remember that you should aim to break even on all camps and events unless it is an approved fundraiser.  Any surplus must be set aside for the next similar event, and a deficit must be covered, usually from Unit or District funds.

Next, immediately after your camp/event, fill in the actual expenses and revenues, including amounts paid and collected for GST and QST.  Note that there are several lines for Partial Participant Fees.  This is to allow for campership or member assistance or different levels of fundraising or support from the unit.  Each participant must, however, pay taxes on the full participant fee.

You will need to transfer the number of participants, total taxable amount and taxes (yellow cells) to your Tax Remittance Camp/Event form.

If you need more than nine for the year, print the used ones and highlight and clear the green cells as for the Deposit slip.
Tax Remittance Form for Camp/Event:  (required for each camp/event for which taxes are collected.  Original receipts must accompany the form.  Must be submitted via District Treasurer to Provincial Office within one month of the event.  There are nine sheets)
Note the blue brackets above the columns on the table.  These amounts relate to those under the blue bracket on the main form.

For a camp or event where participant fees and taxes are charged, you are eligible to have 100% of taxes paid out refunded.  We do this by subtracting the tax paid from the tax collected before forwarding on the remainder. (The form does this automatically for you.)
The number of participants, participant fees before tax collected, GST and QST collected all come from your Camp/Event Financial Sheet (yellow cells).

Fill in the remaining table and if you owe taxes, make out a cheque as indicated to GGC Quebec Council.  Enter the cheque on the Main Form under the blue bracket under Expenses: GST/QST paid to Council.  If you are claiming a refund, fill in the actual name on the bank account to which the cheque should be written.  Sign and date the form, attach ORIGINAL receipts (keep copies for your records) and cheque if necessary, and submit to your District Treasurer immediately after your camp or event.  The District Treasurer can collect forms from several units and submit them to the Provincial Office together, but they must be submitted within one month of the earliest camp or event.
Tax Rebate Claim Form for Operating Costs:  (To be submitted twice a year, January and June.  Original receipts must accompany the form.  Two sheets are provided)
Note the pink brackets above the columns on the table.  These amounts relate to those under the pink bracket on the main form.

For regular operating costs, when no specific participant fee is charged, you are eligible for a 50% tax rebate on taxes paid.
As with the Tax Remittance Camp/Event Form, the math will be done for you, but remember to fill in the actual name on your bank account, sign and date the form, and attach ORIGINAL receipts (again, keep copies with your records).

Submit to your District Treasurer with your books to be reviewed in January and June.  When you get your rebate cheque back up to six months later, enter it on the Main Form under Revenues: GST/QST Rebate.
District Summary Tax Rebate Claim Form for Operating Costs:

The District Treasurer should fill in the summary form and submit to the Provincial Office with the Unit forms and all the original receipts.  Keep copies of the forms!  When the District Treasurer gets the rebate cheque back from the Provincial Office, she should send cheques out to each unit which applied.
Have patience, this process may well take up to six months.

Mid-Year and Year-End:  

To close your books for review:  Do a last “Bank Reconciliation,” make sure it balances with the Balance End of Period in Part III, and enter the amount in box A of Part I.  Fill in information about any other accounts you have.  Answer the other questions (green shaded cells) in Part I of the form.  Indicate if you have received a grant or have outstanding savings for a special outing or event in the next financial year, for example a camp in January for which you have collected fees in December, when the year-end is December 31.  The camp itself will go on next year’s books.  Likewise, if you owe money, make a note.  The green cells at the bottom of Part II are to fill in details about your “Other” columns if you have several items in them.  Fill in the number of carrying cases of cookies you sold (Revenues side) and ordered (Expenses side), and make a note of cookies given away or used by the unit/district.  Record your contact information in Part III.  Districts should fill in the bottom section, listing the total amount of money held in the district (if several accounts), any parent committees and total of all money held by the units.

The forms will all print in black and white.  If you wish to print them in colour, under the File menu:  Page Setup:  Sheet:  Print:  uncheck the Black and White box.

Print the forms (adjust the margins or scaling if you need to):  “Annual Report,” “Main Form,” (“Main Form 2” and “Main Form 3” if you used them), “Explanatory Notes” and “Bank Reconciliations.”  The treasurer and contact Guider must sign the “Annual Report.”  Send everything to your financial reviewer, along with your bank statements or bankbook, cheque register, all deposit slips or book, copies of invoices, copies of receipts, your approved “Budget,” and the Financial Review Checklist (the first page filled out by your “parent” treasurer).  Print your “Tax Rebate Claim form for Operating Costs” and submit it with the original receipts to your District Treasurer.  Then sit down, relax, and pat yourself on the back for a job well done.

