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FOREWORD

This guide, prepared by the Finance & Property Committee, is intended to assist Professional

Association Treasurers in carrying out their duties.

Many of the items contained in this guide provide a source of quick reference of NSTU rules and

guidelines. Others, however, serve only as suggestions or examples of how financial matters

may be handled.

Treasurers are encouraged to suggest changes or additional items that may make this guide

more useful and meaningful to those who use it.

FINANCE & PROPERTY COMMITTEE

Mandate

1. Prepare an annual budget

a.

b.

Present draft budget to Provincial Executive

Cost all resolutions to Annual Council

2. Exercise control over the finances of the NSTU

a.

b.

h.

Monitor all expenditures of the NSTU

Ensure checks and balances are put in place for NSTU funds (see handbook)
Receive regular reports on income, expenditures, investments and loans

Ensure audits are conducted on a yearly basis

Receive and review audited reports of Locals, RRCs and Professional Associations
Present regular financial statements to the Provincial Executive

Determine interest rates on repayment of money borrowed from the Reserve
Fund

Receive reports from Executive Director regarding unanticipated expenditures

3. Make recommendations to the Provincial Executive on the provision of financial and

management services

a.

Meet with current providers annually to ensure quality services



b. Review proposals of service providers as required

¢. Provide recommendations to the Provincial Executive on contracts with service
providers every three (3) years

4, Provide leadership, guidance and training for Local, RRC and Professional Association
Treasurers

a. Ensure a handbook is prepared and updated for Treasurers
b. Arrange for meetings and/or conferences for Treasurers on a regular basis
5. Exercise oversight and control of properties held or leased by the NSTU

6. Provide recommendations to the Provincial Executive on matters referred to the
committee by the Provincial Executive

7. Consider resolutions referred by Annual Council and make appropriate
recommendations

8. Participate as required in the NSTU Policy Review process by providing
recommendations for the Provincial Executive’s consideration

9. Provide advice to and representation on NSTU Employee Pension Plan Advisory
Committee

Reference: Provincial Executive, June 1985, Dec. 1989, April 1999, Sept. 2001, Oct. 2002, Jan 20-22 2005, June
2005, October 2006, April 2009, October 2011.
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General Guidelines

Professional Association Treasurer

The role of the Professional Association Treasurer is to make all financial decisions for the
Association in consultation with their Executive. They are in charge of presenting the financial
information to their Executive at meetings and are in charge of the budgeting process. The
Treasurer is one of the authorizers on all transactions and codes all of the expenses that are
submitted to be processed. In addition, if there is not a separate conference Treasurer
appointed, they are in charge of the Conference finances and accounting. They hold a fiduciary
responsibility to the Association.

The general guidelines for Professional Association Treasurers are as follows:

Submit all bills and expenses promptly to Central Office for payment.
Ensure that each expense is authorized by two chosen authorizers.

Provide and ensure that all supporting documentation is present for cheques submitted
for payment.

Indicate the category in which expenses are to be recorded.
Review the monthly statements and reconciliation for each bank account held.

Keep all members of your Executive informed as to the financial condition of your
Professional Association. At each Executive Meeting, present the written Treasurer’s
report on the financial condition of the Association.

Make all major financial decisions in consultation with members of the Executive.
Prepare a budget, in consultation with the Executive for the upcoming year.

Provide any materials and answer any questions for the year end internal review as
required by NSTU Central Office for the period for which you held the position of
Treasurer.



Cheque Directives

The directive for a cheque (expense form, invoice, receipt, etc.) is to be submitted to the NSTU
Financial Officer signed (by two authorizers) to indicate approval. The documentation can be
submitted by mail, email, fax or dropped off at NSTU Central Office. The Treasurer should
review expense forms to ensure that they are properly and clearly completed (especially the
name and address). If the documentation has not been dually approved, the Financial Officer
will scan a copy and email this to the authorizers. The authorizers may reply by email noting
their approval or rejection of the transaction. Once approved, the cheque will be produced,
signed by NSTU signing officers, and mailed out (or directly deposited).

Note — The signing officers on the main Professional Association account are the NSTU signing
officers. PA Treasurers do not have the authority to sign cheques. Only NSTU Central Office staff
can write cheques. If there is an emergency or unique situation please contact the Financial
Officer immediately.

Authorization

There are several ways that expenses can be authorized. Expense forms, invoices, etc., can be
signed before they are submitted to Central Office. Alternatively, if the documentation
{expense form, invoice, receipts, etc.) reaches Central Office before it is authorized, the
Financial Officer will scan and email a copy to all authorizers. When authorizers receive one of
these emails they reply to the Financial Officer indicating their approval or rejection of the
expense. When the two necessary authorizations are received the cheque for the expense will
be sent out. Authorizers should check their email regularly so that the process is completed in
a timely manner.

Supporting Documentation

A cheque will only be issued when supporting documentation has been presented. Examples of
supporting documentation include completed expense forms, invoices, and/or receipts. Each
Professional Association may have a standard expense form, alternatively they can use the
generic expense form provided by Central Office (see Sample Forms and Other
Documentation).

Original documents need not be submitted for a cheque to be processed, however these
documents should be forwarded to NSTU Central Office. They can be submitted while at the
NSTU Central Office on business or mailed in once they have accumulated. They do not need to
be submitted every time a cheque is processed. If originals are submitted after the fact they
need to be clearly marked so that the Office is aware that the transactions have already been
processed. All of the documentation, for each Professional Association, will be kept together in
a binder along with the monthly bank reconciliations and financials at Central Office.




The Ledger

A ledger is a record keeping device which is used to record all of the transactions that occur in a
business or organization. A ledger is necessary for keeping permanent financial records. ltems
are entered into the ledger as they occur - not when they are processed by the bank. All of the
accounting is done through the accounting system Accpac, at Central Office. Each PA has
separate accounts where these transactions are recorded.

Categorization

Each transaction that is recorded in the ledger must be categorized. A suggested list of
categories, with definitions is available to Treasurers and Presidents. The list is also in the
“Sample Forms & Other Documentation”. It should be noted that these categories are only
suggestions, but will be used in the financial statements that are prepared for year end.

Treasurers are responsible for coding the expense forms, receipts, and invoices before they are
sent to Central Office — indicating which budget line to apply the expense. If expenses are not
categorized the Treasurer will be contacted for direction. When financials are received they
should be reviewed to ensure that the categorization appears reasonable.

Distribution

All cheques are mailed directly to the payee unless the Treasurer indicates otherwise. The
cheques that are printed include the PA’s name, logo and specific banking information.

Timing

A completed directive for a cheque {dually authorized) will be processed on a daily basis. If the
directive has not been dually authorized or the supporting documentation is not present it will
be held until this information has been presented.

For cases of unexpected expenses requiring immediate payment, an advance can be requested
for Conference day (with support required to be submitted afterward) or expenses can be
covered by an executive member and reimbursed through an expense form per usual.

Central Office is aware of the cheque volume that will be required during conference time and
is prepared to meet the demand.

Deposits

Deposits can be made by the Treasurer at the Association’s bank. A copy of the bank deposit
slip must be forwarded to Central Office. Any amounts paid to the Association by the NSTU will
be directly deposited to bank account of the PA. Cheques can also be sent to Central Office for
deposit. Again, the corresponding category must be noted.



Bank reconciliations

Bank reconciliation is the process of matching and comparing the transactions in the accounting
ledger to the transactions on the bank statement. Bank reconciliations are an important
control which must be performed monthly on all bank accounts held. To reconcile the bank,
the transactions that have been recorded in the ledger and have not yet cleared the bank, must
be determined.

The Financial Officer will be performing the bank reconciliations on a monthly basis. The bank
statement will go to Central Office and when it is received it will be forwarded to the Treasurer
along with a copy of the completed bank reconciliations.

Financial Reports

The Financial Officer will be producing financial information monthly (also upon request) and
forwarding it to the Treasurer for presentation at Executive meetings. The Financial Officer will
be available to review the statements with the Treasurer before the information is presented.
Requests for information should be made a week in advance of an Executive Meeting in order
to provide time for proper review.

Year end

By-Laws and Standing Orders

Standing Orders, 3(b)

Each Professional Association of the Nova Scotia Teachers Union shall submit annually the
information for its internal review, and shall submit a budget for the ensuing year with the
understanding that necessary supports are put in place by the Provincial Executive for the
appropriate officers.

The majority of the procedures for the year end review will no longer be required as the
accounting has been internalized. The Treasurer will be required to answer some year end
questions (receivables, payables, analytical) and ensure that conference information (which is
the responsibility of the Conference Treasurer) has been submitted for review (if necessary).



Professional Association Conference Treasurer

October conference generates a significant amount of revenue and incurs significant
expenditures for Professional Associations each year. As these transactions are a part of the
yearly Profession Associations activities they are subject to internal review by Central Office
each year if a separate conference account is being maintained.

A separate account for conference can be maintained — meaning that the Conference Treasurer
will be able to write cheques for the conference from this account. The conference account can
only be used for the purposes of the conference. Alternatively, conference expenses can flow
through the main account as described previously under Professional Association Treasurer.

If there is a separate conference account, the conference treasurer will still be responsible for
keeping proper records and following specific guidelines. When the records for the year are
complete they will still be submitted to Central Office for review by the Financial Officer.

Conference Treasurers are subject to the following guidelines:
e Keep accurate records in a ledger (manual or electronic).
e Pay all bills and expenses by cheque.

e Ensure that each cheque is signed by two authorized signing officers (signing officers
shall not sign their own cheques).

e Record all pertinent details for each cheque issued on the cheque stub and in the
ledger.

e Review the monthly statements and reconciliation for each bank account held.
e Only issue cheques when supporting documentation is present.
e Keep records current and up to date.

e Keep all members of the Executive/Conference Committee informed as to the financial
condition of the conference account. At the end of the Conference, submit a written
Treasurer’s report to the Executive on revenues and expenses which have been
incurred.

e Make all major financial decisions in consultation with members of the
Executive/Conference Committee.



e Prepare the materials for the year end internal review by Central Office for the period
for which you held the position of Conference Treasurer.

Bank Accounts and Cheques

A chequing account enables a Treasurer to keep a record of cheques (expenses incurred).
There must be at least three signing officers set up on the chequing account. Each cheque that
is approved and written needs the signature of two of its signing officers. Signing officers
cannot sign their own cheques. Signing officers hold a fiduciary responsibility — blank cheques
MUST NOT be signed in advance. The chequing account must be set up so that the bank will
return your cancelled cheques or provide copies of cheque images along with your monthly
bank statement.

Supporting Documentation

A cheque should be issued ONLY when supporting documentation has been presented.
Examples of supporting documentation include completed expense forms, invoices, and
receipts. Each Professional Association should have a standard expense form. When a cheque
is issued, the cheque number must be recorded on the supporting documentation. All
documentation should be kept, in an organized manner, for the year end. There should be
support for each cheque written during the year. Cheque stubs should be made out to include
the number, payee, date, amount and purpose of the cheque being issued.

The Ledger

A ledger is a record keeping device which is used to record all of the transactions that occur in a
business or organization. It can be kept manually (in a column ledger book) or electronically (in
Quicken or other software appropriate for accounting). A ledger is necessary for keeping
permanent financial records. Items should be entered into the ledger as they occur not when
they are processed by the bank. The ledger should be kept in a safe place (if manual) or backed
up to an external drive regularly (if electronic). It is also recommended to password protect the
data if it is being kept electronically.

Fach transaction that is recorded in the ledger must be categorized. A suggested list of’
categories, with definitions is available to Treasurers and Presidents. The list is also in the
“Sample Forms & Other Documentation”. It should be noted that these categories are only
suggestions but, will be used in the financial statements that are prepared for year end.



Bank Reconciliations

Bank reconciliation is the processes of matching and comparing the transactions in the
accounting ledger to the transactions on the bank statement. Bank reconciliations are an
important control which must be performed monthly on all bank accounts held. To reconcile
the bank, the transactions which have been recorded in the ledger which have not yet cleared
the bank must be determined. Bank reconciliations can be done manually or electronically (in
Quicken). Either way, a reconciled report of the bank must be done for each month of the year.

Quicken Software

Currently, Quicken software is available to any Treasurer that wishes to use it. A list of
commonly asked questions and answers is included with Sample Forms and Other
Documentation. The Financial Officer is available for tutorials, for those new to the software,
questions or any other Quicken support. Copies of the software belong to the Professional
Association and with the change of Treasurer should be passed along to the next Treasurer.

Controls

As the majority of conference revenue collected is cash and cheque, controls should be in place
to safeguard assets and ensure the accuracy of financial records. There should be a receipt
book and one person recording the receipt of all revenue collected (name, date, amount).
There should be a different person collecting the cash/cheques. A third person should
reconcile the cash to the receipt book at the end of the day to ensure there are no
discrepancies.

Presenters

Presenters receiving an honorarium for their services at Conference are receiving a taxable
benefit.

If the presenter is a professional that presents full or part time then they will likely be invoicing
for their services which means that they will be claiming that income as part of their business as
a presenter.

If the presenter is not a professional presenter then they need to be informed that the money
that they are receiving is taxable and that they are required to claim it on their personal income
tax return as income. A letter outlining this information which can be provided to presenters is
included in “Sample Forms and Other Documentation”. If the amount paid to presenters
exceeds $500 the Treasurer must notify the NSTU by year end as NSTU Central Office is
required to issue a tax form to such individuals.



Year End Financials/Internal Review
By-Laws and Standing Orders

Standing Orders, 3(b)

Each Professional Association of the Nova Scotia Teachers Union shall submit annually the
information for its internal review, and shall submit a budget for the ensuing year with the
understanding that necessary supports are put in place by the Provincial Executive for the
appropriate officers.

The fiscal year for all Locals, RRC's and Professional Associations is August 1 — July 31. At the
end of each fiscal year, the Treasurer, with the assistance of the Conference Committee where
applicable, prepares year end financial statements (Conference Report) to be submitted to
Central Office for review. This statement should consist of all revenues and expenditures
incurred for the conference. If Quicken software is being used, this task consists of completing
reports once all of the transactions have been recorded and reconciled.

Each year, once the conference account has been closed off, (which must be before July 31) the
Treasurer must provide the information required for internal review. Such items consist of (but
are not limited to) a copy of the ledger (manual or electronic), all bank statements during the
period with cancelled cheques, bank reconciliations for each month, deposit book, cheque
stubs, supporting documentation for ALL cheques written during the period, and explanations
for any large deviations from the budget. When the review is complete, the conference report
will be incorporated into the main financial statements of the Association.

Budgeting

The Treasurer is responsible for creating a budget for the Association for the next fiscal year.
The budget should be completed to present at the Annual General meeting by the last meeting
of the fiscal year. The annual general meeting considers the budget and approves it following
any amendments that may be introduced and approved. Although the ultimate responsibility
lies with the Treasurer, input should be sought and received from the President and all
Executive members.

Budget preparation does not just involve a review of finances, nor is it simply a matter of
increasing all items by a few dollars. Instead, the aim of the process should be the provision of
the best possible service to members within the economic confines of the resources available.
This process, therefore, should involve a review of all programs, projects and services planned
for the year ahead, with an estimate of cost for each.



Categories should be reviewed line by line looking at the previous year’s budget and the actual
from the past year. Other considerations include, but are not limited to, upcoming events,
trends, and proposed changes in operations. It should be noted that a budget does not have to
balance. There can be a surplus budget or deficit budget. [f there is a deficit budget there
should be adequate funds to cover the deficit accumulated in net assets. Budget lines should
never be “plugged” in order to balance.

Conference budgets should also be prepared by the Conference Treasurer and committee.

There are sample budgets and other useful budgeting information for Treasurers if they require
additional guidance. It is located in “Sample Forms and Other Documentation”. The Financial
Officer is also available to aid with the budget process.

Professional Association Grants

Financial grants are budgeted each year for Professional Associations. In order to receive the
Professional Association grant the following must be provided to the NSTU:

e Current Executive List

e Current Membership List

e Annual Report, as presented to the Conference

e Financial Statement*

e Conference Report (previous year)*

e Provincial Professional Development Day Report

Effective August 1, 2013:

ii) Professional Associations may qualify for their executive meetings expenses to be paid for if,
at the end of their fiscal year, their financial net assets are less than $13,350. Meeting
expenses will be paid for for three executive meetings for a maximum of 8 executive members.
NSTU expense guidelines will be followed for reimbursement. Any expenses that appear
unreasonable will be subject to the approval of the Finance & Property Committee.

iii) Professional Associations whose Financial Assets are less than $13,350 in the previous year
shall have costs for three executive meetings paid for by the NSTU. Any Professional
Association experiencing undue financial hardship due to the implementation of this
operational procedure may apply to the NSTU Provincial Executive for consideration of
additional funding to deal with cost over-runs.



Miscellaneous
Annual Council
Professional Associations

Each Professional Association shall be entitled to one delegate with voting status at the Annual

Council.
Reference: By-Laws, Article Ili, 1.(e)

Basic and Optional Services for Professional Associations

The Provincial Executive adopted the following list of basic and optional services for
Professional Associations (April 24, 2008):

Basic Services
e Bank Charges
e Committee Meetings
e Conference Expenses
e Executive Meetings
e Office Supplies
e Travel Insurance

Optional Services

e Gifts
e Grants/Scholarships/Bursaries
e Journal

NSTU Conferences

e National Conference

e Other Conferences

e Other Dues/Memberships
e Web Page

e Newsletter

e Release Time
Bonding
The policy covers the Local, RRC and Professional Association signing officers as well as Central

Office signing officers. Our current policy coverage carries a limit of liability of $100,000 with a
$2,500 deductible. The main intent of this policy is to protect from employee dishonesty.
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Travel Accident

A new Travel Accident Policy, that became effective August 1, 2007, was negotiated on behalf
of all Locals, Regional Representative Council and Professional Association members. By
negotiating a provincial policy, NSTU has been able to realize savings. The new policy provides
coverage at a rate that would be lower than what the individual Professional Associations could
have negotiated on their own.

Each year Professional Association’s will need to fill out an information sheet to identify the
actual number of Committee members and number of meetings per year.

Professional Associations are billed the annual premium each year from Central Office.

Computer Equipment Guidelines

Professional Associations should be aware of the following (Operational Procedure 14 (c) (iv):
“There shall be no purchases of capital equipment over $500.00 without prior approval of the
NSTU Finance & Property Committee”.

The purchase of computers can be expensed at the time of purchase; it does not have to be set
up as a depreciable asset.

All purchase records including receipts, software licenses, registration and any guidebooks
should be maintained by the Treasurer.

All software used on the computer should be licensed. Updated virus protection software
should be installed and the computer scanned regularly.

The Treasurer should maintain an inventory record of maintenance checks and which position
on the executive (including the person’s name) the computer has been delegated. The
computer should be examined annually as being in sound working order.

Following its useful life the computer must have all data, files and records removed. Useful life
is defined as the period of time in which the equipment could be used resourcefully unless
deemed obsolete by improved technology or wear and tear. The hard drive should be
“scrubbed” using a product or service to totally remove all data and if possible have an expert
verify that the computer has been ‘cleaned’. The Treasurer should retain the document that
certifies that the scrubbing has taken place or, alternatively, that the hard drive has been
physically removed and destroyed. Verification must be provided to the Executive that the
hard drive has been physically destroyed.

11



“Any disposal sale should be for the current fair market value. The computer may be donated to
charity or school based initiatives needing old computers. A receipt for transfer of ownership

should be maintained”.
Approved Provincial Executive Meeting January 17/18, 2008

Inventory

If inventory items exist in the Professional Association there should be a list that tracks such
items. Keeping track, and knowing where items are at all times is important and can potentially
save the need for replacing the item due to losing track of who has possession of it. Inventory
items that are purchased by the PA are the property of the PA and should not be for personal
use. In the event that an inventory item is no longer useful it should be disposed of properly
(for computers see above guidelines on disposal). If an item is being sold it should be done so
at its fair value (what it could be sold for in an open market).

Tax
Gifts and awards

Since the Canada Revenue Agency views the relationship among the NSTU and the Provincial
Executive, the Local Executives, the RRC's and the Professional Associations as an
employer/employee relationship, the following CRA policy for gifts and awards applies.

Under the policy (effective 2010) there is no limit to the number of non-cash gifts and awards
an employee can receive in one year. There is a single exemption of $500 that can be applied
to all the non-cash gifts and given to an employee annually. Gifts must be given for a special
occasion such as a religious holiday, a birthday, a wedding, or the birth of a child. Awards must
be given for an employment related accomplishment such as long or outstanding service. An
award cannot be performance-related.

These policies only apply to non-cash gifts and awards. Cash and near-cash gifts and awards are
taxable. Near—cash items are those which can easily be converted to cash (like a gift card or gift
certificate). Recipients of such payments should be made aware of the tax consequences. A
letter that can be distributed to recipients has been provided in “Sample Forms and Other
Documentation”.

It should also be noted that CRA considers the NSTU an employer and those who volunteer as a
member of a Local, RRC, Professional Association or other NSTU committee, as employees.
Therefore, if a member is participating on more than one of the above sub-organizations they
must be aware that the policy for gifts and awards applies to them as “NSTU employees”. This
means that the total gifts and total awards received in a tax year, from any NSTU sub-
organization or committee must be under $500 respectively in order for them to be tax free.
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Members receiving gifts and awards should be made aware of this so that in the event that
they receive gifts or awards, deemed to be taxable under the CRA policy, that they can inform
Central Office and that the proper tax forms are produced at year end.

Honoraria payments

ALL honoraria payments must be paid out of Central Office. These will be paid out on request.
The following information must be remitted to Central Office in order for the payments to be
made; name of the recipient, amount of payment, mailing address of the recipient and their
social insurance number. These items are required for tax purposes. Cheques will be prepared
for each individual for which a payments is to be made and sent out as directed by the
Treasurer. The cost of the honoraria will be billed to the Professional Association. It should be
noted that El must be remitted on each dollar of honoraria paid and that the employer’s
portion will be charged back to the PA. Honoraria payments will automatically be T4’d at year
end. A copy of the “Honoraria Payment Form” is located in “Sample Forms and Other
Documentation”.

Scholarships/Bursaries/Awards

A T4 slip must be issued for any scholarships, fellowships or bursaries given to members even if
the member can exclude the amount from income on his or her income tax and benefit return.

If there is a post-secondary scholarship or bursary program for family of members, the fair
market value will need to be reported as a scholarship on a T4A slip for the family member. If
the family member meets certain criteria, he or she may be able to exclude the amount from
income on his or her income tax and benefit return. If there are questions about the T4A slips
issued to family members, they can be referred to “Scholarships, fellowships, bursaries, study
grants, and artists' project grants”, or to the “General Income Tax and Benefit Guide” located
on the Canada Revenue Agency website.

Since all payments originate from Central Office, NSTU will be able to identify what payments
will require tax forms at year end. The Association must ensure that all the necessary
information required to complete the tax form has been submitted including addresses and
social insurance numbers of recipients. This information will have to be received by Central
Office in early January for the prior taxation year.

In the case where a payment is made to a school/campus for purposes of awarding scholarships
to students, the Professional Association may or may not be aware of who received the
scholarships. Any person who makes a payment, i.e. a scholarship, is responsible for reporting
and filing the T4A’s. In the case where a lump sum contribution is made to a school for
purposes of the school awarding scholarships to its students, the school is responsible for
preparing and filing the T4A's.

13



Other Taxable Benefits

It is the responsibility of the NSTU Central Office that T4 or T4A slips be issued to recipients of
taxable benefits from NSTU Professional Associations. Following is a listing of benefits deemed
to be taxable:

e Family/Pet Care

e Child Care Only (under 40 kms. each way)
e Honoraria (see above)

e Grants/Scholarships (see above)

e Cash or Near Cash Gifts

e Spousal Business Travel

e Non-Accountable Grants

e Other/Misc.

A “Taxable Benefits Review,” prepared by our representatives at Grant Thornton, with a
description of benefits and applicable tax reporting requirements is located in “Sample Forms &
Other Documentation”.

Individuals who require T4/T4A Slips will be identified by Central Office and the information
required to complete the forms will be required in early January. The information required is as
follows:

e names and mailing addresses of all recipients during the taxation year;

e their Social Insurance Number {SIN};

e the total amount of the payment; and

e the type of payment.

These totals will be added to amounts paid out to individuals by Central Office and a T4 will be

issued on or before February 28 for the taxation year if their aggregate taxable benefits are
greater than $500.

14



Sample Forms & Other Documentation

Examples of the following forms may be found below:

e (Category Lists
o PA expenses defined
o PA Conference expenses defined
o PA Expense Form
o 2 different examples
e Honorarium Payment Form
e Budget Template - Conference
e Quicken — questions and answers
e Employee Benefits Review (prepared by Grant Thornton)
e Letter —receiving a taxable benefit (Cash near-cash)
e List of Required items for year end

15
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_PROFESSIONAL ASSOCIATIONS EXPENSE ACCOUNT.

PROFESSIONAL Date: Start: ~ Finishe
ASSOCIATION: Date: Start: Finish: B
HOTEL:
Dewta Havrax [ ] Orner [ ] # Nights Signed for | TOTALS
HOTEL: Paid For D ATtTACH RECEIPT $
ACCOMMODATIONS - other than hotel:
{Please designate on the hotel bill the Professional Association or function attended on behalf of the NSTU) $
TRAVEL: Bus [ | Air [ ] Train | | ATTACH RECEIPTS g
Ownear [ T T T T T T T T T T T T T T T T T ke
From: To:
From: To:
Rate $ X Total Kilometres =$ i $
NEALS T e reseneeny D CARRRELLE ettt es e
Breakfast:
Lunch:
Dinner
ToraL $
OTHER EXPENSES
D Child Care Only (Over 40 km each way) $
2) Child Care Only (Under 40 km each way) Member's SIN # $
3) Other Family/Pet Care: Member's SIN # $ —
4) __ Other(explain) . I 3 $
. Nore: SIN number must be provided in order to receive reimbursement foritems 263 TotaL $
INCIDENTALS  When staying overnight on approved NSTU business an 'a{nbhm e e
of $4.00 per overnight is claimable. $_M ,,,,,,,, -
TOTAL
NAME: LocaL:
ADDRESS: $
Postal Code
Signature: Is this a new address?  Yes [ |
N.B.  The total expense may be issued on one/two cheques to provide Credit Union deposit and/or a personal
cheque. Please indicate the division desired under Credit Union and Personal.
Personal: $ Credit Union $ 3 Deposit Account # ALL 8 digits
e T REVIEWED
LJ 121U LJ 5 $ - LJ > L 1)
pe R guige e e expe e 10 De D eqd 1o e ne A : C
Hrope L) 4T 2 : & 3. - ] $L 8 §10 ()
Accounting Use ONLY = = ——
THis secTioN MUST BE COMPLETED BEFORE PAYMENT IS ISSUED
Days claimed under Provincial Article 31.07(i)(b) and Community College Article 38.1 or 37.1
SussTiTuTE REQUIRED: Yes () No( ) Inoicate Boaro:
Creck One: Full day () Community College ()
1/2 day () Provincial ()




NSTRUCTIONS FOR FILLlNG OUT EXPENSE ACCOUNT FORM

Effectlve
Barring unforeseen circumstances, Professional Associations should abide by
the following guidelinesrecommended by the Finance and Property Committee:
(a) Meeting(s) that begin at 2:00 p.m. or later, the previous night cannot
be claimed.
Meeting({s) that end before 1:00 p.m. ona given day, the respective night
cannot be claimed.

(b}

NSTU members are eligible to claim hotel, meals, travel and other ap-
propriate expenses while attending or while enroute to or from NSTU
approved provincial NSTU meetings and conferences, according to rates
established from time to time by the Provincial Executive.

NSTU members may claim hotel accommodations enroute to anapproved
NSTU meeting, conference or event providing that the distance from the
member's home to the event venue is in excess of 450 km. Reimburse-
ment shall be the cost of the enroute accommodation or the amount
negotiated at the NSTU contract hotel, whichever is the lesser.

Expense cheques will not be issued unless Expense Form is filled out in detail.

Metrage rate is forty-four cents {44¢) per kilometre. {(Multiply miles by 1.6
to convert to kilometres).

Subject to the maximum per day amount $86.00 (exclusive of taxes), accom-
modations at the Delta Halifax are to be charged to the Union. However,
before signing a bill, please check each item to ensure that the expense was
incurred, and that the expense is allowable {see below).

When staying at hotels or motels, other than the Delta Halifax, a receipt must
accompany the expense form. The Professional Associationwillacceptreceipts
up to $86.00 per day, (exclusive of taxes.} Without a receipt, the Professional
Association will accept a claim of $20.00 per overnight for members who
require accommodation other than his/her own residence.

NOTE: Members on Professional Association business in Halifax, choosing
to stay in a hotel other than the contract hotel will be reimbursed, with
receipts, for accommodations, breakfast and parking, REIMBURSEMENT
FOR THESE THREE ITEMS COMBINED WiLL NOT EXCEED THE AMOUNT, WITH TAXES
AND LEVIES, WHICH WOULD HAVE BEEN PAID FOR ACCOMMODATIONS HAD THE
MEMBER STAYED AT THE CONTRACT HOTEL, The maximum amount that can
be claimed for breakfast is the NSTU breakfast rate.

Personal items such as telephone calls, bar, etc. will NOT be paid by the
Professional Association, except as allowed in No. 8 below as an incidental
charge. Therefore, you are advised to pay for these items at the desk when
checking out.

INCIDENTALS: When staying overnight on approved Professional Association
business an amount of $4.00 per overnight is claimable. (Please complete
front of the form.}

MEAL ALLOWANCE: At all times, number of meals, tips and total amounts are
to be shown. The per diem rate for members for meals is to be a maximum
of $49.00 including taxes and gratuities, which shall be apportioned: $11.00
for Breakfast; $13.00 for Lunch and $25.00 for Dinner.

NOTE: Members staying overnightatthe contract hotel will notbe reimbursed
for breakfast, as continental breakfast is included in the contract rate.

fMetrage between HALIFAX and . v"'r“: .

11.

1z.

13.
14,

‘September 2011

10.

Payment for taxi fare will not be approved when a member claims metrage
for attending the same Professional Association function.

The cost of taxi travel to and from the hotel to the Union building will only
be reimbursed with receipt and approval.

PARKING: If you are not staying at any hotel, parking fees up to a maximum
of $25.00 per diem with official parkade receipts will be accepted.

Any claim for Air, Bus or Train fare must be substantiated with a receipt.
EAMILY CARE:

Any rexmbursement for family care {other than child care descnhed below) and pet care' ;7

- wiil always be cnnsxdered a taxab[e benefit.

. Retmbursements far child care serwces are generallv also constdered a taxable beneﬁt .
. However if an employee/member incurs additional child care expenses because ofa.

requnrementtctravel outoftownon NSTU business the CRAhasa currentadministrative
policyof notincluding the reimbursement of the additional child care expensesas ataxable
benefit. The CRA has not defined a distance to support ‘out of town’ travel. Howeve
the NSTU has been advised to define a distance of 40 kilometres from the member’

_ place of residence for this purpose. Therefore, based on the current administrative

policy of the CRA, child care reimbursements received by members required to travel

_ outof town for meetings, which relate to expenses thatare in addition to thezr normal .

,chl!d care expeus

iilnot be considered a taxable benefit.

_ lithe tota! taxable benefits, whether patd by the pmvmcsal body or the toca! received
by an individual (including family/pet care] from the NSTU exceed 5500 the NSTU Is
| required toissue a T4 to the individual. . , .

15.

16.

{a) TheProfessional Associationwill coverthe necessaryfamilycare expenses
for members if they are on authorized Professional Association business.
{b) All claims must be accompanied by a properly completed expense form

and will be paid on the basis of amounts approved from time to time
by the Provincial Executive.

{c}) The rate for childcare shall be:

i} $8.00/hour up to a maximum of $64.00 per day for children under
the age of 14, or $80.00 per day maximum, if overnight is required,
if the child is 18 years of age or younger.

i} These rates will apply to special needs dependents and elder care
with the approval of the Professional Association Executive.

Before claims are paid, receipts must be provided fromthe person/agency

providing such childcare.

The Professional Association will reimburse receipted pet care expenses

to a maximum of $15.00 per day.

(d)
(e}

The total expense may be issued on one/two cheques to provide Credit Union
deposit and/or a personal cheque. Please indicate the division desired under
Credit Union and Personal on the reverse side.

Fach separate trip should have the event, the date, the location and the
purpose noted.

e v ——————————t—————

Ambherst
Annapolis
Antigonish. ..o 224

Liverpool..
Louisbourg..
Lunenburg
Margaree Forks....

Bridgetown

Bridgewater New Glasgow....

Canso.... New Waterford ..
North Sydney ...
Oxford...

MiIAAIEtOn . ..vvreereeeecereecrriescecesieecrc s

Sheet Harbour oo.ooveveveecvcevcree 112
Shelburne
Sherbrooke
Springhill
Stellarton

Sydney Mines....
Tatamagouche ...
Trenton

Parrsboro.. THULO et tevvreeeanraseete ettt seae s
Dominion Pictou Westville...
Glace Bay Port Hastings.. . Windsor ....
Kentville Port Hawkesbury...c..ccoovivieiincnnnnnn 292 Wolfville
Yarmouth

Source: Department of Tourism & Culture, as of February 23, 2000




EXPENSE CLAIM

DATE :
TOTALS

HOTEL : (attach receipts)

TRAVEL (OWN CAR):
From to
Return: [ ]

total # of kilometers

@$0.44/km | ¢

TRAVEL (attach receipts):

Bus: [ ] Air: [ ] $
MEALS : #_of meals

Breakfast @$11.00=

Lunch @$13.00=

Dinner @$25.00= $
INCIDENTALS : @%$4.00/night | $

OTHER EXPENSES: (attach receipts)
I.

ESEIS

TOTAL EXPENSE CLAIM

NAME :

ADDRESS :

CLAIMANT SIGNATURE :

AUTHORIZERS : 1.

2.

EXPENSE CATEGORY:




HONORARIUM PAYMENT FORM

Social insurance Number:

Name:

Address:

Amount:

Social Insurance Number:

Name:

Address:

Amount:

Social Insurance Number:

Name:

Address:

Amount:

Social Insurance Number:

Name:

Address:

Amount:




Social Insurance Number:

Name:

Address:

Amount:

Social Insurance Number:

Name:

Address:

Social Insurance Number:

Name:

Address:

Amount:

~ This section to be completed by Treasurer

Local/RRC/Professional Association:

Total Amount:

Date to be paid: Mail to Treasurer or individuals?

Signature of Treasurer: Date:

Signature of President: Date:

' . As per CRA Regulations . .
_ Social lnsurance Numbers must be provided before payment can be |ssued
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Commonly asked questions......Quicken
How do I........
Add a category?

Go to the toolbar at the top and click “Tools”

In the drop down menu choose “Category list”

in the bottom left hand corner click on “New”

A set up Category box will appear

Enter the “Name” of the category you want to create

Under “Type” choose whether it is a revenue or expense OR whether it is a subcategory of an existing
expense

Click “OK”

Your new category has been created!

Split a transaction?

In the ledger, when entering a cheque that consists of two or more transactions you can use the split
function to categorize properly.

Once you have entered the cheque details (date, number, payee and payment amount) press the “split”
which is located next to “edit”.

A toolbox will come up which will allow you to split the payment amount into as many categories as
required. Just enter the category and the amount which relates to that category.

When finished click “OK”

Your transaction has been split!

Prepare a budget?

Select “Cash Flow” from the toolbar at the top left

From the drop down menu select “Budget”

A screen will appear with tabs at the top. Select the “Set Up” tab to begin

To create a new budget click on “Manual Budget” and click on the “create budget” icon

Enter a name for the budget that you are creating and select “OK”

Automatically a message will appear reminding you that you must choose your categories to begin.
Press “OK”

In the bottom left of your window click the “choose categories” button

Click on any category that you wish to budget for. (if there is a category that is not there you will have
to go out and create a new category before you continue)

Once you have chosen all the categories that you want to budget for press”OK”

One at a time select the item you wish to budget for by clicking on it. Then to the right of you screen
enter the amount that you wish to budget for the year under “Amount” and under “Period” select
“Yearly”. When finished click “Apply”.

Repeat this procedure for each category.

When you are done that is it! The budget saves automatically.



Prepare a budget report?

Select “Reports” from the top toolbar

From the drop down menu select “Spending” and then “Budget”

A report will generate.

You can click “hide graph” in the top right to hide the graph.

Under the grayed out heading click on the “date range”

Choose the range of dates that you want to report {custom dates works best)

You then need to go up to the “customize” button in the top right

In the “display” tab under budget use the drop down menu to choose the budget that you want in your
report then press “OK”

NOTE* In order to display the total budgeted amounts you must choose a date range that is a 12 month
period. If you don’t your budgeted figures will get pro-rated in your report

Prepare a report to present to Executive?

Select “Reports” from the top toolbar

From the drop down menu select “Business” and then “Profit and Loss Statement”

NOTE* If you do not have the business function in your version you may have to select “Banking” and
then “Banking Summary”

Go to the drop down menu next to “Date range” and select the dates from which you want to report —
In general it is easiest to use the custom dates at the bottom to ensure you get the right date range.
Once you have chosen your date range you can click on any line to see the transactions that make up
that line (you must hit expand to see them all)

Reconcile the bank?

Select “Cash Flow” from the top toolbar

Then select “Reconcile” from the drop down menu

Directions will appear — first enter the end date of the bank statement for the month you are attempting
to reconcile.

Enter any service charges or interest that appears on your bank statement that you have not already
recorded in your transaction journal.

Press “OK” and a Statement Summary will appear.

Now click in the “Clr” column which is the first column for any transactions that have cleared and are on
your bank statement. The goal is to get the difference in the bottom right hand corner of your screen to
be 0 — which means that you have successfully reconciled your Quicken balance to your bank balance. If
you have checked off all the items on your bank statement that are listed in the Payments and Cheques
and Deposits columns and your balance is still not 0 then: there may be an item on your bank statement
that you have not recorded in your ledger, there was a numerical error when you entered the amount
on one of your cheques, the bank may have made an error when cashing a cheque in your account, you
may have entered the wrong ending balance.

If you press finish and your balance is not 0 then a message will come up telling you that the difference
amount will be posted to the G/L. Do not do this! Find the reason it does not reconcile and correct it.
When you have balanced you can bring up a reconciliation report to print.



Make a backup?

Select “File” from the top toolbar

From the dropdown menu select “Backup”

A box will appear asking you to select the disk drive and path to the backup folder
Choose where you would like your backup to be saved by clicking on the “Browse” button
To save to an external drive it must be inserted and it will generally be the “E Drive”

Once you have chose where your backup will be saved click “OK”

It should tell you whether or not your backup has been made.

Why do l....

Have uncategorized amounts on my Profit and Loss statement?

This means that when you were entering transactions in your ledger you did not choose a category for
one or more of your transactions. If you double click on the amount and then expand it will list all of the
transactions that have not been assigned a category.

NOTE: In the latest version of Quicken it will remind you that you have not entered a category for a
transaction.

Not reconcile when | am preparing my bank reconciliation?

There are several possible reasons; there may be a transaction that you did not record in your ledger
that has gone through the bank, you may have made an error in entering the amount of your
transaction, the bank may have misprocessed a cheque, you may have forgot to enter bank charges or
interest.

Not see the proper budget in my report?

You need to go to customize in the top right when creating the report. Under the display tab select the
drop down menu next to “budget”. All budgets that you have will be listed here. Select the budget that
you want in the report and click “OK”
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Cash or near-cash gift/award recipient:

We are pleased to give you this gift in appreciation of your efforts on our behalf. Thank you!
To avoid any possible tax consequences for you or the NSTU, we provide you with the following

information regarding the receipt of a cash or near-cash gift or award.

The Canada Revenue Agency’s has an administrative policy that exempts non-cash gifts and
awards in some cases. A gift has to be for a special occasion and an award has to be for an
employment related accomplishment. If the gifts and awards fall under these rules an unlimited
number of non-cash gifts and awards can be given with a combined total value of $500 or less
annually. The policy does not cover cash or near-cash gifts or awards, making them a taxable
benefit. A near-cash item is something that can be easily converted to cash, such as a gift
certificate or gift card. All cash or near-cash gifts or award are taxable and must be reported in
the recipient’s taxable income. If your total cash or near-cash gifts or awards that you receive in
one calendar year (from all NSTU related groups) accumulates to $500.00 or more, a tax slip will
be issued from the NSTU. If the total cash or near-cash gifts or awards received are less than
$500 each in a tax year then it is the recipient’s responsibility to report the taxable benefit on

their personal income tax return.

If you have any questions concerning this matter please contact the NSTU Financial Officer,

Melanie Waye, at the NSTU (mwaye@staff.nstu.ca).



Professional Associations
July 31 Year End

Please ensure that all points are considered and if a point is not applicable that it is noted.
Required:

e Bank statements for any additional bank accounts held (other than chequeing account)

e Are there any amounts receivable at July 31 — that is amounts that are owed to the Association
that have not yet been received?

e Investment statements as of July 31 (if applicable)

e Are there any amounts that were paid in the current year that are for expenses that will not
happen until next fiscal year? (Prepaid amounts)

e Are there any amounts payable at July 31? That would be amounts that the Association owes for
which a cheque has not yet been written. Payable amounts are expenses that were incurred
during the current year but have not been paid yet (reasons could include that invoice or
completed expense form not yet received).

o Have all the Minutes for meetings held during the fiscal year been submitted to Central Office?

e Analytical — a statement will be sent at year end indicating all of the revenues and expenditures
for the year compared to budget. The report will also contain a “difference” column. Please
note any large or unusual deviations from budget and explain why.

e Copy of draft Budget for upcoming year (please send in the approved budget once it is
approved)

e |If there is a separate conference account has the conference Treasurer submitted all required
documents for year end?

Conference Report (totaling all revenues and expenditures for each category)

All bank statements for the conference

Bank reconciliations for the conference account

Copy of Quicken or ledger kept for the conference account

Supporting documentation for all cheques written

Returned cheques or images

Copy of the Conference Budget if there was one

Who were the signing officers on the conference account?

o 0O 0 0O O O ©O



