
 

Welcome to the Finance & Grants Committee! 

As the treasurer of your constituent society, you play an important 

role in the handling of your society’s finances. This document is meant to 

be a guide that highlights a few important aspects of your role, such as 

your responsibilities and what our auditing process looks like. Overall, I 

want to support you in having a successful term as treasurer. I hope this 

guide helps me to reach that goal – and helps you to reach yours.  

 I really enjoyed my time as a constituent society treasurer. It is 

honestly one of the driving forces behind me being the Vice President of 

Finance for the DSS today. If I can support you in any way, from 

suggestions and recommendations to questions about anything, please 

reach out to me via email (raphieal.newbold@dal.ca), the society email 

(dss@dal.ca) or stop by my office hours (Mondays 1-2pm).  

I look forward to having you on our committee. 

Kind regards, 

Raphieal  



 

Transfer of Signing Authority (Specific to Your Bank) 

One of the first tasks of an incoming exec is to change the society’s 
signing officers. Refer to your society’s constitution to confirm which other 
exec, in addition to the treasurer, act as signing officers. Typically, the 
signing officers consist of the president, vice president and treasurer.  

Once you have your incoming signing officers, make an appointment 
with your bank to transfer your financial information. This should give you 
access to your statements and other financial transactions, such as the 
ability to make deposits. If your outgoing signing officers are unable to 
attend, please ensure that you have a signed and dated letter (signed by all 
of the outgoing exec) which, contains your account number and 
acknowledges that they are aware of the transfer of authority – and that 
they agree to it.  

 

Treasurer Responsibilities 

 Your first task as a treasurer is to create a budget which, will be 
presented to the DSS Finance & Grants Committee and to your constituent 
society at your first AGM. After this, your tasks will primarily relate to 
keeping an accurate and up-to-date general ledger, completing transaction 
records, completing monthly bank reconciliations and attending scheduled 
Finance & Grants Committee meetings. These tasks are mostly what will be 
considered for audits and disbursements.  

  

 In the following pages, we’ll walk through a few of these individually. 
If anything is unclear, please connect with me and we will work through it 
together to make it clearer.  

 



Audit Information  

Each semester, all constituent societies will be audited to ensure that all 
financial documents and information are current and accurate. The audit also 
looks to confirm that all of your money is accounted for. There are a few 
financial pieces that must be submitted for your audit:  

1. Your general ledger 

2. Transaction records (e.g. receipts)  

3. Monthly bank reconciliations  

4. Society cheque book 

5. A budget for the whole year, as presented at your society’s AGM.   

6. The minutes from that AGM, signed by yourself as well as your president.   

What is a General Ledger?   

Your general ledger is a record of every transaction made by the society. If 
money is being taken away or added to your account, it needs to be noted. 
For example, if your Sports Rep pays for intramurals with their card, that 
doesn’t need to be recorded. When they give you their receipt and you write a 
cheque to reimburse them, then it should be included in the ledger.  

 

Some	things	to	note:	 

   The	general	ledger	should	be	in	chronological	order.	   

  Credits	are	transactions	that	decrease	your	society’s	funds.	Debits	are	



transactions	that	increase	your	society’s	funds.	   

  Always	record	cheque	numbers	in	your	general	ledger.	When	you	review	
your	monthly	statement,	and	note	that	the	cheque	was	cashed,	make	it	
known	in	your	ledger.	Columns	that	have	a	check	mark	or	‘X’	can	be	useful.	It	
is	recommended	that	you	pay	with	cheques,	as	much	as	possible.	 

  Keeping	a	digital	GL	can	make	record	keeping	very	simple.	Excel	is	a	great	
tool	for	general	ledgers.	If	you	would	like	to	chat	more	about	this,	please	
connect	with	me.	I	will	help	you	get	set	up.	 

  Every	line	in	your	general	ledger	needs	a	separate	transaction	record. 

Separate Transaction Record?  

Yes,	every	line	in	your	general	ledger	is	a	transaction	and	needs	to	be	recorded	
individually.	A	transaction	record	is	a	hard	copy	that	gives	the	details	of	the	
transaction.	Your	transaction	record	should	include	the	date	of	the	transaction,	
the	amount,	whether	it	is	a	credit	or	debit,	and	all	relevant	information	such	as	the	
cheque	number	and	the	particulars	of	why	this	cheque	was	written.	In	all	cases,	
some	form	of	receipt,	invoice,	etc.	should	be	attached	to	the	record.	Each	record	
should	be	signed	by	two	of	the	signing	officers.		

BANK RECONCILIATIONS  

Whether	online	or	in	the	mail,	you	will	receive	monthly	bank	statements	from	your	
bank.	It	is	very	common	to	have	differences	in	the	amount	of	money	in	your	bank	
account	and	the	amount	of	money	reflected	in	your	general	ledger.	Consider	your	
bank	reconciliation	form	as	a	bridge	between	the	figures	from	your	bank	account	
and	the	figures	on	your	general	ledger.	Your	general	ledger	is	a	more	accurate	
representation	of	your	account	as	it	accounts	for	written	cheques	that	have	not	
been	cashed,	money	in	your	cash	box	or	deposits	that	have	not	yet	made	it	to	the	
bank.	We’ll	look	at	the	bank	reconciliation	in	more	detail,	with	an	example	below.		

	



  

 

CHEQUEBOOK  

This	may	be	the	easiest	to	manage	of	all	the	financial	documents.	With	every	
cheque,	you	need	two	signatures	of	signing	officers	on	a	cheque.	If	you’re	writing	
a	cheque	to	yourself,	it	must	be	signed	by	the	two	other	signing	officers.	Be	sure	to	
fill	out	the	stubs	in	the	chequebook	with	all	relevant	information.	If	a	cheque	is	
voided	for	any	reason,	make	note	of	it	with	your	transaction	record	and	put	that	it	
was	voided	in	your	GL.		 

BUDGET  

You’ve	likely	already	presented	your	budget	to	the	F&G	Committee,	but	your	
budget	must	also	be	presented,	and	voted	on,	at	your	society’s	AGM.	Take	a	look	
at	your	society’s	past	budgets	to	get	a	feel	for	how	finances	have	operated	in	the	
past.	It	is	also	recommended	that	you	talk	with	former	society	execs	to	see	what	
worked,	and	what	didn’t.	Once	your	budget	has	passed,	pass	in	the	minutes	from	
this	AGM,	signed	by	you	and	the	society	president,	and	include	this	in	your	audit.		



Other important information 
Audits	will	likely	be	due	sometime	in	October.	We	will	confirm	the	best	possible	
date	at	our	second	F&G	Meeting,	once	I	have	completed	my	treasurer	training	
with	the	DSU.	More	than	likely,	your	books	will	be	kept	for	a	considerable	amount	
of	time	(possibly	up	to	two	weeks	to	completely	review	all	audit	documents).		

	

Last	school	year	(2016-2017),	constituent	societies	received	their	disbursements	
around	the	end	of	November	(the	DSS	did	not	receive	theirs	until	mid-November).	
Constituent	disbursements	were	1062.26.	When	finalizing	your	budgets,	please	
use	$1000	as	your	disbursement.	Hopefully,	we	can	confirm	exact	disbursement	
amounts	at	our	second	F&G	Meeting.	

	


