Army Cadet League – Financial Statement Instructions
– More than One Bank Account

Army Cadet League of Canada (Ont)

ACL (Army Cadet League) Financial Worksheet – Instructions

More than One Bank Account

General

All expenditures shall be paid by cheque and substantiated with a receipt. In the case of lost receipts, the Commanding Officer shall provide an itemized and signed statement of the expenditures.  All expenditures and copy of cheques must be kept in an organized fashion and readily accessible.

A Petty Cash Account ($100 +/-) may be used by the Commanding Officer for minor purchases. All petty cash expenditures shall be reconciled monthly and funds are to be reimbursed as required to maintain the Petty Cash level. Receipts and a statement from the Commanding Officer shall detail the use of the funds.

In general, and money returned from an activity should be posted as a ‘credit’ expenditure (ie. -$12.56) against the original activity to ensure the returned funds are not recorded as ‘Revenue’ or ‘Income’.

This excel spreadsheet called “Financial Statement – For More Than One Bank Account” is setup for those Corps who have more than 1 bank account.  This is currently setup for 3 separate bank accounts.  You will notice when you open this workbook that there are several tabs across the bottom of the workbook.  You will also notice that there are in different colors.  Each color represents a different bank account.  You will have bank reconciliation for each bank as well as revenue for all deposits and a expense spreadsheet for each bank account.  This workbook will consolidate all three bank accounts into one financial statement.  Each color coded section is setup identical as the other with additional columns at the end for “Other” revenues and expense which you can name and it will appear on your financial statement.
ACL-1


The ACL-1 is a simplified format version used to track financial transactions for the Cadet Training Year (from 01 Sep to 31 Aug) and is automated. Adjustments to formulas may be required to fit local conditions.

Page 1 - Bank Reconciliation

(information to be input in yellow highlighted areas)



Year end: (ie 2010) 



Corps Number:



Corps Name:



Corps Location:



Opening Bank Balance (as at 01 Sep) 

Page 2 - Revenue Items

Information is to be entered under appropriate columns (date, details, deposit amounts, etc). The ‘Category Allocation proof (must be $0)’ is an automated column and amounts are entered automatically. The corresponding income entry should be posted under the appropriate category columns. Column totals are posted automatically to the Financial Statement.


Deposits are to be reconciled with bank statement and the ‘Deposit’ column shall be highlighted in ‘blue’.

Page 3 - Expense Items

As with page 2, Chq#, date, details, amount, etc are to be entered under the appropriate columns. The ‘Category Allocation proof (must be $0)’ values are entered automatically. Withdrawals are to be reconciled with bank statement and the ‘Cheque Amount’ column shall be highlighted in ‘blue’.

Page 4  – Financial Statement – values are automatically transferred from Pg 1, 2 & 3, however some adjustments may be required to fit local conditions. 

Note: Pg 4 should be initialled by the Commanding Officer prior to submission to the League, to indicate that contents have been discussed. A copy of the 31 Aug bank statement must be attached to submission to the Army Cadet League.


Financial Statements are to be submitted to the League not later than 31 Oct of each year.

Opening Balance

1000 Cash in bank (as at 01 Sep) 

Revenues (Income)

1030 Grants from Sponsoring Bodies

· Funding received from Sponsor(s)

1040 Donations from Sponsoring Bodies

· Veterans Organizations, Service Clubs, etc

1050 Tagging Income

· All tagging income for the year

1060 Other Fund Raising

-  Other fund raising Tag Days; Poppy sales; re-cycling, bottles, newspapers, etc; ticket sales/raffles; banquets, breakfasts, dinners, etc; dances, socials, carwashes, casino, bingos, band concerts, garage sales, bake sales, etc 

1070 Bank Interest

· Interest from your bank account

1080 Canteen Income

·    Money received from selling supplies from your canteen

1090 DND Funding and Grants

·   Contingency Allowances

·   Local Support Allocations (LSA)

·   Training and Travel Reimbursements

·   Band Grants

1100 Other

·   There are 4 separate columns at that end where you can name the columns whatever you want just so you will have additional columns additional revenue items.

· Any and all other funds received that don’t fall into a category above

Expenses

5000 Corps Accommodation Expenses

· Corps Quarters Expense (Rent);

· Corps Quarters Expense (Repairs, Upgrades)

· Corps Quarters Expense (Other)

5005 Advertising & Promotion

· Registration & Information Fairs

· Newspaper ads

· Officer/Cadet recruiting ads

5010 Annual Ceremonial Review Expenses

· Meals

· Decorations

· Awards

5015 Band Expenses

· Equipment

· Clothing

· Travel Expenses

· Musical equipment

5020  Canteen Expenses

· Any and all purchases that are sold at your canteen

5025 Clothing

· Combat clothing

· Dress uniform clothes, sashes, gloves etc.

· Rifle team clothing 

5030 Entertainment

· Cadet banquets and entertainment

· Social events (Christmas, Valentine, Halloween etc, dinners, dances, parties

· Parent Nights

· Mess Dinners

5035 Equipment

· Faxes

· Photocopiers

· In focus machines

· Cameras

· Tents

· BBQ

· Stoves

· Tables

5040 League Insurance

·  National Insurance Plans Premium

5045  Sports Expenses

a. Sports Nights

b. Swimming Nights

c. Biathlon Training

d. Competitions

e. Registration fees

f. Team expenses

5050  
Meals

· Any meal expenses for trips, year end BBQ and Christmas events

· Tagging meals go under tagging expense

5055 Medical Expenses

5060 Office & Administration Expenses

· Administration & Office Supplies

· Office equipment, computers, etc

· Bank charges, fees

· Mailbox rental

· Postage

· Magazine subscriptions

5065   Other Expenses

· Committee expenses (AGM)

· Local & regional meetings

· Committee travel expenses

· Fund Raising expenses (incl, Poppy Day sales, etc)

· Member Screening, Police Checks, etc.

· Committee expenses (other)

5070 Prizes, Presentations, Trophies, etc

· Purchases

· Engraving

· Trophies

· Awards

5075 Summer Camp Expenses

5080  Transportation and Trip Expenses

a. Cost for field exercises and trips (include DND mandatory training costs)

5085 Tagging Expenses

· Purchase of  tags

· Meals for tagging

· Coin wrappers

5090  Utilities 

a. Phone costs

b. Cell phone costs

c. Gas bills 

d. Electricity bills

Misc 1 – 4 these are 4 additional columns that you can name as any additional expense items
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