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POLICY & PROCEEDURES for KEEPING FINANCIAL RECORDS

**** If you have questions regarding this information, or for advice or clarification, please contact:

Diocesan Business Administrator  @ 604-684-6306.
A) What to Keep and for how long:

1/
For PEMANENT RETENTION: for all parishes, including those “parishes that no longer exist”

N.B.: These are the ONLY records accepted for deposit in the Diocesan Archives.

a) Annual Financial Statements  


b)
Audited Financial Statements


c)
Annual Charitable Returns report

2/
For Current Tax Year plus Six Years:  NOT acceptable for deposit in the Archives

a) Accounts receivable: Invoices, cheques, and bank statements that support entries in “Books of Account”.

b) Payroll details for paid staff not paid through the diocesan payroll system

c)
Worker’s Compensation Board records for staff not paid through the diocesan 



payroll system

d) A record of transactions – details of income & expenditures

e) Monthly trial balances  

f) Sunday collection summary    (N.B.: actual collection envelopes should be kept for the current year plus one more, to enable donors to make any queries re details.)

g) Envelope Secretary records

h) Records, as listed in this section, for any “parish that ceases to exists”. 

3)
For Current Tax Year plus 2 years:  NOT acceptable for deposit in the Archives
a) Duplicate copies of donation receipts.

b) Monthly financial statements - - parishes choice, otherwise destroy

4)
For Current Tax Year plus 1 year: NOT acceptable for deposit in the Archives


 Sunday collection envelopes.
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B/
How to keep it:

1/
Worker’s Compensation Board (WCB): 

Parishes should retain a copy of the forms and back them up with payroll or accounting files.                    

2/
Back-up of computerized files:
i) 
On disk or tape: 
Create a separate back up disk for each year’s entries. This will 





make it easier to find any support material you may need to 





access.

ii) 
In hard copy: 
Maintain hard copies of monthly financial statements for the





current year plus the previous year. 

This is in addition to the supporting documents that must be retained for the current year plus the previous six years.
3/
Computer software to manage parish finances: 

“Power Church Plus” is a multi purpose software option that includes GST recovery management, membership lists, envelope secretary management as well as finances.

Other packages are also commercially available.
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