
Parish Financial Management Controls 

The Anglican Diocese of Calgary 

The procedures described below are to be followed by all Diocese of Calgary parishes to ensure 
the adequacy of parish financial controls. 

1. Internal Control 

The general principle is that there must be a separation of duties in all financial matters. 
This means that, for example, different individuals should be responsible for the activities 
of receiving and counting collections, making deposits, and preparing donation receipts. 
Similarly, the person preparing and recording cheques should not also be authorized to 
sign cheques. It must be recognized that whenever one person is responsible for multiple 
financial activities, there is a loss of internal control. 

In general, the Parish Corporation is ultimately responsible for all financial aspects of the 
operation of a Parish (reference Canon 13, paragraph 26b). However, the actual day-to-
day activities will often be delegated to other people (sidespeople, bookkeeper, treasurer, 
contributions secretary, and others as required). Such delegation of activity does not 
transfer authority or responsibility. 

2. Recording of Accounts 

All activities from all parish accounts must be recorded on the parish records, thereby 
being subjected to normal controls and examinations. 

3. Investment Accounts 

All investment account activities must be summarized and posted during the year. Parish 
records must be reconciled with the records of the investment managers at least annually. 

Parishes are hereby permitted to invest in assets such as a bank account; a bank-issued 
Guaranteed Investment Certificate (GIC), short-term money market notes, mutual fund 
accounts comprised entirely of Bank GICs, Government of Canada bonds or money 
market notes, or an investment account in the Diocese’s Consolidated Investment Fund 
without the specific approval of the Diocesan Council (reference Ordinance paragraph 10, 
pages ii and iii). However, investments in assets such as art, jewelry, horses or other 
livestock, foreign property of any kind, privately-issued shares, or any other similar 
property are strictly prohibited. 

4. Discretionary Accounts  

All discretionary accounts must have clear terms of reference and be included in the parish 
records. The parish will establish procedures to protect the anonymity of recipients of 
support from these funds. All discretionary accounts are subject to normal parish 
procedures for accounting, signing of cheques and annual examination. It is expected that 
the holder of discretionary funds will report on the disposition of such funds at least 
annually. 

5. Loans 

Clear criteria for both granting of loans and repayment terms must be developed and 
reviewed regularly. Appropriate documentation must be in place with appropriate 
signatures before a loan is granted. The general ledger must reconcile with the detail loan 
schedule at all times. The appropriate elements of this section also apply to grants and 
loan guarantees. 



6. Cash Receipts 

All cheques must be stamped to the credit of the parish immediately upon receipt. All 
incoming cash must be receipted immediately. Bank deposits must be made on a regular 
basis (normally weekly). When practical, cash should be checked by a second individual. 

7. Charitable Donation Receipts 

Parishes must be registered with the Canada Revenue Agency (CRA) as charitable 
organizations in order to be able to issue charitable donation receipts for income tax 
purposes (“tax receipts”) in Canada. All such receipts must be issued in accordance with 
CRA regulations governing the issuing of receipts (see P113: Gifts and Income Tax). In 
particular, receipts issued for gifts received during a calendar year must be issued prior to 
the end of February in the following year. Also, gifts that are designated by the donor to 
be used for the benefit of a particular individual or a particular family do not qualify as 
charitable donations so official receipts must not be issued for them. Charitable donation 
receipts can be issued for gifts of tangible property (“gifts-in-kind”) provided that the 
current market value of the property can be easily determined. Gifts of services of any 
kind do not qualify as charitable donations. 

8. Cheque Requisitions  

The appropriate person with budget responsibility (e.g. committee chair, incumbent, etc.) 
should approve cheque requisitions. The Parish Treasurer (or appointed substitute) must 
authorize all cheque requisitions before the corresponding cheques are produced. When 
a signing officer is the beneficiary of a cheque or withdrawal in excess of $300, that officer 
must not also sign the cheque or authorize the withdrawal. 

All requisitions for funds must be accompanied by supporting documentation. Two signing 
officers of the parish must endorse all financial disbursements (cheques, etc). Cheques 
must never be signed in blank. 

9. Bank Reconciliation 

Bank reconciliation must be done monthly on all parish bank accounts. Someone other 
than the person doing the reconciliation must sign the reconciliation. That person should 
be a member of the Corporation or someone specifically designated by the Corporation. 

10. Payroll  

Employees’ current status should be properly authorized before processing payment. Any 
payroll changes should be properly authorized and documented. Password security, 
computer controls, and confidentiality must be implemented and strictly enforced. Payroll 
changes should be recorded in personnel files. 

All members of the General Synod Pension Plan, the Lay Retirement Plan, or any National 
Church group benefits plan must be paid using the Diocese’s centralized payroll service. 
In addition, all parish workers (including self-employed contractors) that individually 
receive more than $500 in any calendar year must be issued the appropriate federal 
government reporting slip at year end (either T4 or T4A). In all cases, appropriate statutory 
deductions for Canada pension (CPP), employment insurance (EI), and income tax must 
be withheld and remitted to the Canada Revenue Agency (CRA). 

Further details are available on the CRA website in the following two documents: 

 “RC4110: Employee or Self-employed?” (see pages 6-9; Factors to Consider: 
Control, Tools & Equipment, Sub-Contracting, Financial Risk, Responsibility for 
Investment and Management, Opportunity for Profit) 



 “RC4157: Deducting Income Tax on Pension and Other Income, and Filing the 
T4A Slip and Summary” (see page 13; Box 048 – Fees for services). 

All Parishes are required to follow all government payroll regulations for any payments to 
parish workers. 

11. Journal Entries 

All journal entries should be supported by documentation that is sufficient and 
comprehensive enough to describe the nature and purpose of the adjustment. 

12. Trust Fund Withdrawals 

All trust fund withdrawals must be supported by documentation clearly supporting the 
nature and purpose of the transaction. Any withdrawal of principal and/or interest must be 
strictly within the terms of the trust. Any requests for transactions should be circulated to 
the Trustees for an individual trust. Minutes from the Board of Trustees should 
acknowledge the reason for withdrawal. 

13. Accounts Examination 

Each Parish will have an annual accounts examination performed on its financial 
statements by a person with the requisite knowledge and experience required to 
undertake such a task and issue a report (reference Canon 13, paragraphs 70-72). Upon 
completion of the examination of accounts, the financial statements and the report from 
the accounts examiner are to be presented to the Parish Council for approval and then to 
a meeting of Parishioners (reference Canon 13, paragraph 47e). 

If the person performing the examination of accounts is not a “professional accountant” 
under the Chartered Professional Accountants Act of Alberta (CPAA) then such person 
shall not prepare a report for the Parish using language or phrases that might imply CPAA 
registration (e.g. “generally accepted accounting standards”). Instead, the person 
performing the examination of accounts shall report to the Parish Council (either verbally 
or in writing) that the accounts appear to be (or appear not to be) “in order” (e.g. 
“everything is in order with respect to the financial record-keeping in the Parish” or “the 
financial records of the Parish are complete and in order”). 

If the person performing the examination of accounts is a professional accountant 
registered under the CPAA, then the Parish may request confirmation of such registration 
and the report prepared by the accountant may contain language and phrases such as 
“generally accepted accounting standards”. 

A member of the Parish may perform the annual examination of accounts task as long as 
that member is not involved in any of the day-to-day financial or management functions of 
the Parish (e.g. council member, treasurer, envelope/contributions secretary, or any other 
position involving the handling of parish funds, preparing or signing cheques, keeping 
financial records, presenting financial reports, etc). 

For parishes with less than $12,000 of annual revenues from all sources, the requirement 
of conducting an annual examination of accounts is waived. 

14. Electronic Banking  

When deposits to parish accounts are made through banking machines, the cash 
withdrawal limit on such accounts must be set at zero. 



15. Data Backup 

There should be a formal strategy for providing backup of electronic data with secure 
offsite storage of all data backups. 

16. File Retention 

Parish officials should consult with the Diocesan archivist and the parish accounts 
examiner to prepare guidelines concerning the retention and destruction of documents. 
CRA regulations (as described in Information Circular 78-10R2: Books and Records 
Retention/Destruction) require the retention of most financial records for a period of at 
least seven years. 

17. Banking Authorities 

All banking instructions (including cheques and other financial instruments) must be 
signed by two of the "signing officers" of the Parish. Signing officers must be approved as 
such by the Parish Council. If the responsibilities of the treasurer include preparing 
cheques for signature, then the treasurer must not also be a signing officer. If the treasurer 
does not prepare the cheques, then the treasurer may be included as one of the signing 
officers. 

18. Deviations from Policy  

Recognizing that not all parishes will be able to fully adhere to these guidelines, it is 
strongly recommended that parish councils should consider the risks associated with any 
deviations from the guidelines. Decisions to deviate from the guidelines should be duly 
noted in parish council minutes. In addition, parish councils should obtain the written 
acknowledgement of the planned deviations from the treasurer or any other person who 
may be placed under suspicion if anything unusual occurs while these procedures are not 
being followed. 
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