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Recording Transactions

Treasurer’s Responsibilities
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Accountability and Stewardship

Society of Saint Vincent de Paul
Toronto Central Council

These guiding principles must always be 
kept in mind as we handle donations 
entrusted to the Society to serve our 
Neighbours in Need.
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Treasurer’s Responsibilities
1. Complying with Governing Documents
a) The Rule and Statutes of the Society of Saint Vincent de Paul, Canada

b) Policy #22-Management of Finances and Resources for Particular 
Councils and Conferences

c) Income Tax Act

d) Objects of the Corporation as stated in the Letters Patent/Articles of 
Incorporation

e) Donor restrictions (breach of trust)

2.  Prepare an annual Conference Budget

3.  Maintain a bank account for exclusive use by the Society
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Treasurer’s Responsibilities-Continued
4.  Keep up to date records of all receipts and expenditures

5. Regular and prompt bank deposits

6.  Present financial report at each meeting and record in minutes

7.  Issue tax receipts

8.  Safeguard cash and near cash items (gift cards and vouchers)

9. File T3010 with Canada Revenue Agency (CRA)

10.Report to Particular Council (monthly) and Toronto Central 
Council (annually)
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Reporting Obligations

INTERNAL - Monthly and Annual

CONFERENCE 
PARTICULAR COUNCIL
TORONTO CENTRAL COUNCIL
ONTARIO REGIONAL COUNCIL
NATIONAL COUNCIL OF CANADA

CANADA REVENUE AGENCY (CRA) 
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INTERNAL REPORTING OBLIGATIONS
MONTHLY 
• Bank Reconciliation 

Example: You 
issued a & mailed 
a $500 cheque on 

December 20, 
2023 to your PC  

but it didn’t clear 
the bank until 

January 3rd, 2024

Example: you 
received cheque 

and cash donations 
on December 31, 
2023 but did not 

deposit them at the 
bank until January 

3rd, 2023
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INTERNAL REPORTING OBLIGATIONS - Continued

MONTHLY 
• FINANCIAL REPORTS

• BALANCE SHEET 
Assets = Liabilities + Net Assets

• INCOME STATEMENT
• Revenue – Expenses = Surplus (Deficit)

***MUST BALANCE***
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INTERNAL REPORTING OBLIGATIONS - Continued

ANNUAL 
2023 ANNUAL REPORT  

Links to the online forms will be emailed and available on the 
Toronto Central Council website by December 15th.

DUE February 2nd, 2024
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INTERNAL REPORTING OBLIGATIONS - Continued

THE PURPOSE OF THE CONFERENCE’S ANNUAL REPORT IS TO SATISFY 
THE FINANCIAL REPORTING REQUIREMENTS OF: 

1.Particular Council (PC) 

2.Toronto Central Council (TCC)

3.Ontario Regional Council

4.National Council of Canada 
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INTERNAL REPORTING OBLIGATIONS - Continued

2023 ANNUAL FINANCIAL REPORT-Survey Monkey
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INTERNAL REPORTING OBLIGATIONS - Continued
2023 ANNUAL FINANCIAL REPORT-Survey Monkey

“Done” must 
be selected to 
submit form

• Numeric fields are formatted for numeric values 
(-100,000 through 100,000) rounded to the nearest dollar. 
Please do not input NIL, N/A, etc. in numeric fields.

• Please email Liza at lgowe@ssvptoronto.ca if you 
need to make changes to an already submitted 
SurveyMonkey report. 

• You cannot save the forms and return to them later; you 
must enter the data and click "Done" in the same session

• Once a form is submitted a “Thank You” message will appear.
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CRA REPORTING OBLIGATIONS

Registered 
Charity 
Information 
Return-
T3010
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CRA REPORTING OBLIGATIONS

A new version of Form T3010 is coming in 
January 2024 – version 24

Charities with fiscal periods ending on or 
after December 31, 2023, will have to file 
their Form T3010 using version 24.
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CRA REPORTING OBLIGATIONS-Continued

Checklist of Annual Reporting to CRA

A list of items reported 
in Line 5050 of the 

T3010 “Total Amount of 
gifts made to all 

qualified donees”
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CRA REPORTING OBLIGATIONS - Continued

Consequences 
of not Filing 
T3010

• Revocation of charitable status
• Cannot issue receipts
• Lose benefits of registered 

status (i.e. Exempt from paying 
income tax)

• May not be able to reregister
• $500 penalty
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CRA REPORTING OBLIGATIONS - Continued

Available Resources
Resource Link/Contact Information

T4033-Completing Form T3010 
Registered Charity Information Return

https://www.canada.ca/en/revenue-
agency/services/forms-
publications/publications/t4033.html

T3010 checklist https://www.canada.ca/en/revenue-
agency/services/charities-
giving/charities/checklists-charities/t3010-
checklist-avoid-common-mistakes-when-
filing-your-return.html

Charities and giving-Services and 
information

https://www.canada.ca/en/services/taxes/ch
arities.html



Society of Saint Vincent de Paul
Toronto Central Council

CRA REPORTING OBLIGATIONS – Continued

Available Resources
Resource Link/Contact Information

Subscribe to a Canada Revenue 
Agency electronic mailing list

https://www.canada.ca/en/revenue-agency/news/e-
services/canada-revenue-electronic-mailing-lists/subscribe-a-
canada-revenue-agency-electronic-mailing-list.html

Toronto Central Council (TCC) Liza Gowe, Director of Finance, 
Email: lgowe@ssvptoronto.ca
Louise Coutu, Executive Director
Email:        lcoutu@ssvptoronto.ca

Ontario Non-Profit Network–
subscribe to ONN E-News

https://theonn.us17.list-
manage.com/subscribe?u=cf59c73065cb8f4354e5408be&id=16
2942603d

Carters Professional Corporation 
(Carters)

http://www.carters.ca/index.php?page_id=109
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CRA REPORTING OBLIGATIONS - Continued

T3010 
Reporting 
Deadline

No later than six months after the 
end of the charity’s fiscal period

With a December 31,2023 fiscal 
year end the T3010 due date is 

June 30, 2024



CRA T3010 Filing

Society of Saint Vincent de Paul
Toronto Central Council

Two ways to file your T3010 - charity return 

1) Through My Business Account
Send the Filing Returns Online - NETFILE form to the National Council of 
Canada. Form can be found at  http://svdptoronto.org/wp/wp-
content/uploads/2020/01/Filing-Returns-Online-2019-11.pdf

2) On paper

From CRA’s website:
https://www.canada.ca/en/revenue-agency/services/charities-giving/charities/operating-a-
registered-charity/t3010-charity-return-filing-information.html
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Managing Tax Receipts
The following is from CRA’s website:
https://www.canada.ca/en/revenue-agency/services/charities-giving/charities/operating-a-registered-
charity/issuing-receipts/what-information-must-on-official-donation-receipt-a-registered-charity.html

Receipts for cash gifts must have the following:
• a statement that it is an official receipt for income tax purposes
• the name and address of the charity as on file with the Canada Revenue Agency (CRA)
• a unique serial number
• the registration number issued by the CRA
• the location where the receipt was issued (city, town, municipality)
• the date or year the gift was received
• the date the receipt was issued
• the full name, including middle initial, and address of the donor
• the amount of the gift
• the amount and description of any advantage received by the donor
• the eligible amount of the gift
• the signature of an individual authorized by the charity to acknowledge gifts
• the name and website address of the CRA
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Sample Tax Receipt for Toronto Central Council 
for Cash Gifts
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MANAGING TAX RECEIPTS - Continued

Receipts for non-cash gifts must also include:

• the date the gift was received (if not already included)

• a brief description of the gift received by the charity

• the name and address of the appraiser (if the gift was appraised)

• The amount of a non-cash gift must be its fair market value at the 
time the gift was made.
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MANAGING TAX RECEIPTS - Continued
Gift certificates and gift cards 
https://www.canada.ca/en/revenue-agency/news/cra-multimedia-library/charities-video-gallery/gift-certificate-card.html

• The gift card issuer is the individual or business, such as a retail store, that donates a gift card that can 
be exchanged for goods or services. If the issuer donates a gift card to your charity, you cannot issue a 
donation receipt until your charity uses the gift card to buy something. Only then can you issue a 
donation receipt for the amount that you redeemed from the card. This is because a gift card is only a 
promise to issue a gift, and a transfer of property has not yet taken place. Once your charity uses the gift 
card to buy something, that promise is fulfilled, and the property is transferred.

• The gift card holder is the person who has the gift card, and is not the issuer of the card. If the gift card 
holder decides to donate the gift card to your charity, you can issue a donation receipt to the holder for 
the amount of the gift card, this is because it has a monetary value, since it was purchased by the gift 
card holder.

• An important rule to remember is this: The issuer of a gift card can never be the holder of that card.
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Sample Enclosure Letter and Tax Receipt for 
Toronto Central Council for Non-Cash Gifts
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MANAGING TAX RECEIPTS - CONTINUED

A registered charity cannot issue receipts for the following:

• for contributions of services provided to the charity 
(services do not qualify as gifts)

• on behalf of another organization or charity

• in a name other than the name of the true donor 
(https://www.canada.ca/en/revenue-agency/services/charities-giving/charities/operating-a-registered-charity/issuing-
receipts/what-you-need-know-issue-official-donation-receipt.html)
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MANAGING TAX RECEIPTS - CONTINUED

Examples of when to issue charitable receipts:
• gift cards - donor wanting a charitable receipt when they have no receipt but give the cards. This is an 

non-cash gift and the fair market value of the gift card has to be verified.

• gift cards with receipts presented – donor wanting a charitable receipt. This is an non-cash gift and the 
fair market value of the gift card has to be verified.

• cash gifts – can issue a charitable receipt as long as you know who the true donor is.

• companies making donations wanting a charitable receipt – a charitable receipt can be issued as long as 
you know who the true donor is.

• schools holding a collection - do they get a receipt? No they get a letter of thanks.

• no receipts for used goods, meals, services etc. 
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MANAGING TAX RECEIPTS - CONTINUED

For inquiries regarding tax receipts for items 
that are outside the typical donations, please 
request guidance.
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EXAMPLES OF TRUE DONORS –
FROM CRA’S WEBSITE 

(https://www.canada.ca/en/revenue-
agency/services/charities-giving/charities/operating-a-
registered-charity/issuing-receipts/what-you-need-know-
issue-official-donation-receipt.html)
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EXAMPLES OF TRUE DONORS –
FROM CRA’S WEBSITE CONTINUED
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Books and Records FROM CRA’S WEBSITE-

WEBSITE-
https://www.canada.
ca/en/revenue-
agency/services/chari
ties-
giving/charities/oper
ating-a-registered-
charity/books-
records.html
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BOOKS AND RECORDS FROM CRA’S WEBSITE-

WEBSITE-
https://www.canada.
ca/en/revenue-
agency/services/chari
ties-
giving/charities/oper
ating-a-registered-
charity/books-
records.html
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BOOKS AND RECORDS FROM CRA’S WEBSITE-

WEBSITE-
https://www.canada.
ca/en/revenue-
agency/services/chari
ties-
giving/charities/oper
ating-a-registered-
charity/books-
records.html
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RECORDING TRANSACTIONS
Pass up payment to a Particular Council

LINE 5050 Total amount of gifts made to all qualified donees

Receipt of a pass down from a Particular Council or 
Toronto Central Council-This includes the donations 
that Toronto Central Council receives on behalf of the 
Conference or Particular Council that are then paid to 
the Conference or Particular Council.

LINE 4510 Total amount received from other registered charities
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RECORDING TRANSACTIONS-Examples
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RECORDING TRANSACTIONS-Examples continued
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RECORDING TRANSACTIONS-Examples continued
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CAMS-Conference Accounting Management System  

Link:
https://svdptoronto.org/me
mbers-area/forms-look-up/

Select:
Computer Tools for 
Treasurers and Secretaries 
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CAMS RESOURCES
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questions


