Excerpt from the North Glenora Community League
OPERATIONS MANUAL

APPENDIX H: FINANCIAL FORMS — EXPENSE CLAIM

L'A'A'A‘ NGCL RULES for Petty Cash

NORTH GLENORA (=)

Always use a “Request for Petty Cash Float” form.

Each time cash is issued a form needs to be made out. This form should be issued in
duplicate and the bottom of the form signed that will be the receipt used as proof the
Petty Cash Float was issued and received by the holder. Make sure the form is dated
and the person receiving the cash has signed it and that the amount of cash issued is
clearly stated. Always write a description of the purposed for the petty cash float on
the form.

Always get a receipt to prove your expenses.

It may be hard at first, but if you impose a 'no receipt, no cash' rule you will eventually
get a receipt every time. If a receipt is impossible to obtain (and this is very rare) then
some other documentation to justify the expenditure should be found, such the
wrapper with price tag intact of what was purchased.

Reconcile your reimbursable petty cash on a regular basis.
You will be required to reconcile your petty cash before collecting further cash from
the Treasurer to top your petty cash float back up to its original amount.

How to reconcile your Petty Cash

1. Your petty cash float should always be constant if it is reimbursable. In other
words, you should always have receipts and money in your fund that add up to the
original amount received from the Treasurer.

List the receipts with expense description and amount on the form.
Add up the total of all the receipts for petty cash expenses .

Record the funds still in your petty cash fund.

a & 0N

The total of all receipts plus the total of money remaining in your petty cash fund
must equal your original petty cash float.

6. Submit to the NGCL Treasurer.




Excerpt from the North Glenora Community League
OPERATIONS MANUAL

APPENDIX H: FINANCIAL FORMS — EXPENSE CLAIM

Expense Claim Form

Use this form if you have spent your own funds for purchases on behalf of NGCL and are claiming that money
from the NGCL Treasurer. DO NOT use this form if the expenses you wish to claim related to a Float or a Cash
Advance you received. (There are other forms for these.)
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North Glenora Community League
OPERATIONS MANUAL

APPENDIX H: FINANCIAL FORMS — FLOAT REQUEST

Float/Petty Cash/Cash Advance Request Form

Make two copies of this form (one for you to keep for your records and one for the Treasurer/office files) and
submit one to the Treasurer. Only then can a cheque be written to you. Make sure to check the right box for
the kind of float you want:

‘Reimbursable’ means a standing reimbursable fund where you will submit regular requests for reimbursing the
fund back to its original amount (topping up). Examples include the Buildings and Grounds float for ongoing, small
expenses for repairing and maintaining the facilities and grounds, or the Newsletter float for payment of those who
deliver it monthly.

‘Specific Event’ means a cash advance for a specific event on behalf of NGCL that will be reconciled within 4
weeks of the event date. Examples include but are not limited to the Turkey Supper, the Volunteer Appreciation
Dinner bar float.

‘Coin Float’ means exactly that.

North Glenora Community League M

REQUEST FOR PETTY CASH FLOAT L'l'l..ﬂ
NORTH GLENORA

To: Morth Glenora Commnunity League Treasorer

Pleasz provide a Float value:  $200.00 Type: O Reimbursable

Type: B Specific Evert
CF100.00 coin doat, $200 00 supplies) Type: B Coin Float
The Float will be used for; Commige: Mame [Family Programsz

Matre ofExpenge:  Supplies & Groceres for Pancake Breakfast
Coin float #or Tickets atthe door

Mame of Float Holder: Edna hdontan
Contact Information: Phone Fa0-Fiv-4321
Pddress Morth Glenora
Plea=ze amange 10 issue the Float by Oate  Aug 152002
Signed  “isx ek Date  Aug 302008
MOCO. Maguastar

RECEIFT FOR FLOAT B MWD UMDERTAKING GIWEM BY HOLDER
|, the undersigreed, acknowledge reczipt of the Float Amount stated abowe and underz ke as follow =:

Sz roimg Roat
1 The Float will be used only fior e purpose for which itwas issued per abose description.

2 Fora sknding reimbursable Aoak, |l submit "Request for Beimburzeme nt claim = bo the Trea surer as requine d

3 When the Acatiz no longer required, Twill reconcile toth e amount received with a2 combination of receipts and cash
usnga "Feconciliaion of Expense™ fom.

Specific Event Flogt

1 Fora specific Event pe Acat, | will submita Reconcilnbon of Expense form pluz any
cash Balance or request For cutstan ding amocun b within 4 weeks of the dake of the event

Signed Date

NGCL Aoat Holder LAt Aoat Reecal wd

Make 2copks otth ko -NGCLTreat e 1, Petty Cazh Flogt Hokder, NGCLOTIc2 Flk s




North Glenora Community League
OPERATIONS MANUAL

APPENDIX H: FINANCIAL FORMS — FLOAT CLOSE OFF

Float/Petty Cash/Cash Advance Close Off Form

Use this form if you received a Petty Cash Float and are now finished with it. If your float was for a specific event, you must
reconcile within 4 weeks after the event. Hand in all remaining cash and receipts to the Treasurer, with this form.

M North Glenora Community League

L'."l'l‘ Petty Cash Reconciliation Form

NORTH GLENORA CLOSE OFF

O Close off for Specific Event: Pancake Breakfast
O Close off Reimbursable Float for:
O Coin Float for: Tickets at the Door
Period Covered:
FROM: Sept6 2008 TO: Sept 6 2008
Beginning Petty Cash Float Amount; 540000
Expe nditums Description: [atachall moeipts) A mou it
Costoo - Groce res 5196.37
DolEmma - Supples L2675
PeturnofCoin Float 5[ 100,10
TOTAL EXPE NDIT WRES 522312
REMAIMING PETTY CASH L76.88
[BEG | MMI MG CASH M NUS TOTAL EXPENDE D)
Must Equal amountoforigina | Petty Cash Fleat 400,00
Pease chimany overmge owing 1o e with a Request for Peimburseme mt

=Lamr Colnfammen e pvbember 10 IR
Submitted by DATE
Received by NGOL Treasu rer DATE

1] THEE RDRM 5 USH TO CLOSEQ FF WQUR ACCOUNTONLY. Receipts and Cash returms mustequal the
amountofyourariging | petty cash float.

Z] WUsethi formwhen you hawe moeived 3 pettycash advance to pychse temrs ©ora specift event orahen
wou are returning asta nding fhat you are o knger res s ible ©or because wur position has changed.

3] TotepupyourPettyCash Fund —Plexse we the PettyCash Peconcibtion—TopUpform.

3| ForConcemson Saks —Please me theReconcilation ©rlomessionSalkes Form

5] For Pefit makng events — Plase e the Submisbnof Saks Receipk & wellas thi form § requined .




North Glenora Community League
OPERATIONS MANUAL

APPENDIX H: FINANCIAL FORMS — FLOAT TOP UP

Top Up Float/Petty Cash Form (Adding more to an existing float)
Use this form if you have spent some of your Float and want to top it back up to its original amount so you have
money for future expenditures.

o Attach the receipts you want to be reimbursed for.

e Count up your remaining cash.

e Make sure the total amount of receipts and the amount of cash remaining add up to the original amount of
your float.

North Glenora Community L eaque

Il"'l'l‘ FLOAT TOP UP FORM

NORTH GLENORA
ETOP UP Reimbursable Float for: Mini-Parks

Amount of Petty Cash Float Originally | ssued: 5 100.00

Period Covered:

FROM: March 212008 TO: Qct 012008
Expenditures Description: (attach all receipts) Amount
Feat Moss S5 5o.00
Fencing 5 37.99

TOTALEXPEMDITURES: Amountto bereimbursedtotop upthe petty cashfloat | 5 87.99
Total of all the receipts listed and attached

Amount of PETTY CASH still an hand 512.01
Should equal the beginning petty cash float AINUS total expenditures)

These two lines added together must Equal amount of Original Petty Cash Float | 5100.00

(rrevee Gardrer Dicto ber 06 2008
Submitted by DATE
Received by NGEGL Treasurer DATE

1] THEFRORM EUSED TO TOP UP WOURACCOUNTOMNLY. Receipts and Cash you haveon hand
mustequalthea monntofyourariginal petty cash float.

Z| WUsethi formwhen you hawve received 2 pettycash float to useforongoing co mmittes expense
on behalf of the NGCL and haveenough rec eipts to requesta top upto your float.

3] ToClkseQffyour Petty Cash Fund —Please use the Petty Cash Reconcila tion [Close OFf form.

4] ForConcession Sales —Plesse pse the Paconciliation forConcession Sales Farm

5] For Profit making events —Please use the Submision of 5ales Rec eipts as well as this form if
e uired .




North Glenora Community League
OPERATIONS MANUAL

APPENDIX H: FINANCIAL FORMS — COIN FLOAT & SALES

Coin Float & Sales Form
Use this form for coin floats or concession sales (e.g., the Garage Sale Concession) where you receive cash (coins
and bills) to use as a starting float and/or for purchases AND you also have cash income in the form of coins and
bills.
e At the beginning of the day or event, record the amount of cash float you have before any sales have been
made (list the amounts of bills and coins).
e Atthe end of day or event, record the amount of cash you have in bills and coins.

If you had expenses associated with this concession, submit them using the proper Float Form.

RE COMCILIATION
M Marth Glerora Concession for:
B A A A

MNORTH GLENORA

Start of Oy Canl | UnlAman]  TOTAL o
f20 Eills F 2000
10 Eills T 1000
§5 Eills F 500
Toories -roled F 5000
Toories - |oose F o200
Loories - rolled F 2500
Loories - |oose F o100
guarters - rolled % 1000

quarters - loose k]
dirnes - mlled F
dimnes - loose k1
nicklesz - rolled 200

¥

¥

¥

nickles - loose

pernies - rolled 050
pernies - loose oo
Tatal Float Received: [ Float re czived from:
End of day: canl [UnlAaman]  TOTAL|wwse
50 Bill= F 5000
F20 Bill= F 2000
F10 Bill= ¥ 1000
F5 Bilke ¥ 500
Toories - rolled F 5000
Toories - [oose F z2oD
Loories - rolled F 2500
Loories - |loose F 100
quarters - rolled ‘F 1000

quarters - loose
dirnes - rolled
dimes - loosa
nickles - rolled
nickles - loose

£ [£R| R 4040 AR
(o)
=
=

pernies - rolled 040
pernies - loose oni
Total Cash 1

Balance b
hdermbeer 1:
hdermbeer 2:

Faolled 8 Recounted :

Deliwered to Treasurer Date:

Recaived by Treasurer Date:




North Glenora Community League
OPERATIONS MANUAL

APPENDIX H: FINANCIAL FORMS — TICKET/MEMBERSHIP SALES

Tickets/Memberships Sales Form

Use this form if you have sold tickets or collected revenue (membership dues) on behalf of
NGCL. The Membership Chairperson may require each canvasser fill out this form before
handing in a summary of all canvassers' receipts to the Treasurer.

T

!..';;!ﬁ!g,ﬂ.mﬂ Ticket/Membership Sales Form

Funds collected on hehalf of:

North Glenora Community League

13535 - 109A Avenue
Edmonton AB

780 452 6610
ngcl_info@telus.net

E.ﬁi LE GF: Turkey Supper Tickets

SOLD BY:|Gerta Gobbler

Imemg  Payment DESCRIPTION LINE TOTAL
Method
1 Cheques 12 cheques i 200.00
2 Cash 240.00
TOTAL } 540.00

Submitted by: Freida Friendly, Family Prooram Chair
Submission Date: Tlow 15 2008
Eeceived by Treasurer: Drate:

1. Use this form if you have sold tickets for an event and collected cash or cheques.
2. Use this form if you have sold NGCL memberships and collected cash or cheques.




