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[bookmark: _Toc493490840]PAC Financials
[bookmark: _Toc493490841]Book Keeping (PAC Accounting worksheet)
· Use XL workbook to track accounting entries – use previous year as a sample.
· Workbook has tabs for:  Bank Reconciliation; Revenues, Expenses, Staff Allocations tracking
[bookmark: _Toc493490842]EXPENSES & STAFF ALLOCATIONS
Payment requests may come from Staff, Principal, or other PAC members.  *Make sure the expense is part of approved budget!  Non-budget requests must be reviewed and approved at a PAC meeting
Individual staff requests are allocated as negative numbers in the Staff Allocation tab, so we can show staff their remaining funds  (see Staff Allocations tab) 
Pay out cheques against invoices from school or staff (or PAC members) – (See PST note below)
Record expenses by cheque number on Expense grid, which shows budget spending areas, AND on the Bank Reconciliation sheet. 
Non-budget or zero-sum cheques:  These are payments of an in-out nature that don’t fall under the spending budget headings.  (For example – paying for shopping cards, where the cost is offset by revenue, or cheques written to Brock School, to generate VSB tax receipts.)  I record these Chq#s on the expense tracking for continuity, but NOT the amounts.  Then I record fundraising revenue NET of those expenses, and the donation revenue when received first time to the bank, for donations.
[bookmark: _Toc493490843] REVENUES
· Gaming Grant – funds come directly into VanCity Gaming Account (email notification)
· Donations & Other revenues – bank deposit
· Donations need to be tracked for VSB Tax Receipting  (See Tax Receipts Submission to VSB)
· Fundraising revenues – record these NET (current practice)  because we don’t budget for the expense side of fundraising.

[bookmark: _Toc493490844]Bank Reconciliation
[bookmark: _Toc493490845]Monthly Financial Statements
[bookmark: _Toc493490846]Year-End Financials
[bookmark: _Toc493490847]PST Rebate
We are entitled to apply for a rebate of all PST we spend on materials for the school.  
The PST Rebate application is very detailed and onerous, and requires a lot of supporting documentation.   May not be practical to do this for small expenses, but good to be aware of for larger purchases.
[bookmark: _Toc493490848]BUDGET
[bookmark: _Toc493490849]Budget Guidance
[bookmark: _Toc493490850]Preliminary Budget
· Get staffing numbers from Principal to calculate staff allocations for classroom supplies and field trip money
[bookmark: _Toc493490851]Final Budget
· Populate current year’s Staff Allocations as part of the Accounting worksheet

[bookmark: _Toc493490852]BANKING
[bookmark: _Toc493490853]PAC Bank Information
VanCity – Main Street Branch
4205 Main Street, Vancouver, BC  V5V 3P8
Account Name:  
The Brock Parent Group of General Brock Elementary School
4860 Main St.  Vancouver, BC  V5V 3R8
Relationship Number:  9236422   and    9057158 (this may be the Jumpstart Account)
Account Numbers:  (See bank statements)
Main Chequing Account –– Community Service Pkg #100071754654 (Relationship 9236422)
GAMING Account (also chequing) – Community Serv. Pkg  #100071754662  (Relationship 9236422)
Business Jumpstart Savings  #100071754688  (interest-bearing short-term savings)
Online Banking Login:  	https://www.vancity.com/BusinessBanking/OnlineBanking/
[image: ]
Member Card Number: 0224186413  (enter this after 6-digit member card number)
PAC:	06844860 (reverse street address back and forth)
Security Questions:


[bookmark: _Toc493490854]Cheque Writing
Two signing officers required.  
Require original invoices before issuing cheques (to school or staff or PAC members)
[bookmark: _Toc493490855]Investment of PAC Funds


[bookmark: _Toc493490856]PayPal (online payments)
Krista Knight has set up a PayPal account for the PAC, with a link on the PAC website.  Payments may come into the PayPal account as donations, or we may use it to sell tickets for events.
To LOG IN to the PAC PayPal account:
https://www.paypal.com/ca/webapps/mpp/merchant

[image: ]
PASSWORD:  K1dsneedt0pl@y2016  (or check with Krista if she has changed it)

Once in PayPal, you can see recent activity, run reports for bank reconciliation, and transfer funds to the VanCity bank accounts.
[bookmark: _Toc493490857]PAC GAMING GRANT
[bookmark: _Toc493490858]Gaming Grant Application
[image: ]
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[bookmark: _Toc493490859]Gaming Grant Reporting
[bookmark: _Toc493490860]COMMUNITY DONATIONS
[bookmark: _Toc493490861]Direct Drive
[bookmark: _Toc493490862]Donation Tracking
[bookmark: _Ref483338869][bookmark: _Toc493490863]Tax Receipts Submission to VSB
Brock PAC Cannot issue tax receipts directly for donations.  The process is as follows:
1. PAC writes a cheque to the school, equivalent to recent donations  (see sample spreadsheet )

2. With the cheque, we also email an XL list of the donors names, addresses, and donation amounts, filled out on a special VSB XL form.  (Total donations for tax receipt equals cheque amount to school)
[image: ]
(The Acct Use Only column will be empty until tax receipts are generated.)
3. Brock Elementary issues a cheque to VSB, and submits it to Perpetua Siglos in their finance department
4. VSB returns a cheque to Brock Elementary, along with tax receipts
5. Record each TAX RECEIPT NUMBER in the Acct Use Only column, so we have a record of each donor’s receipt number.
6. PAC distributes tax receipts to donors (see below)
7. Brock Elementary  issues a cheque for the receipted donation amount, and it is deposited back to PAC VanCity accounts.
[bookmark: _Toc493490864]Tax Receipts & Thanks to Donors
Each tax receipt should contain the official VSB tax receipt, and a thank you note from Brock PAC.
(Sample document – attached)
[bookmark: _Toc493490865]AGM, INCORPORATION, By-LAWS, & SOCIETY ACT
[bookmark: _Toc493490866]AGM
[bookmark: _Toc493490867]BC Societies Reporting
[bookmark: _Toc493490868]Signing officers
[bookmark: _Toc493490869]COMMUNICATIONS & IMPORTANT CONTACTS
· Staff are still not used to communicating with PAC electronically – NEED TO CHECK PAC MAILBOX at school
· Communicate funding allocations with staff and principal via the Staff Allocations budget which is part of approved budget (See Expenses and Final Budget)
[bookmark: _Toc493490870]NESTERS POINTS
[bookmark: _Toc493490871]
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PAC & DPAC Grants

Parent Advisory Council and District Parent Advisory Council (PAC and DPAC) grants are
intended to benefit K-12 students in British Columbia through the enhancement of
extracurricular opportunities and community involvement. This page includes information

about these grants,

including: eligibility. grant amounts, application periods, how to apply.

online application resources (tutorials, tips, FAQs, etc) and more.

Learn more:

Overview

How to Apply
Resources

Overview

Parent Advisory Councils and District Parent Advisory Councils (PACs and
DPAC). Details provided in Sections 3.4,7.4-7.5 and 7.7 of the Community
Gaming Grant - Guidelines (including PAC/DPAC grants) (PDF. 2MB)

Grant Amount | PAC: $20 per student
DPAC: $2.500 per year
Application | One application per year.
Application | Apply from Apr 1 to Jun 30 -Final notification: Sep 30
Period

*Final notification date is the latest date that applicants will be notified
about the result of their application.

Processing Fee

None.

Processing Time

Grants will be paid as soon as possible in September, no later than
September 30.

How to Apply

Click below to see i

information about each step of the PAC/DPAC Grant application process.

Online Service

Apply for a gambling event licence or
gaming grant, check your application
status, or report gambling wrongdoing.

Online Service

Read the B.C. Community Gaming.
Grants Review (PDF).

More gaming grant reports are

available at Reports, Publications, &
Statistics and at DataBC.

Contact Information

Contact the Community Gaming Grants
Branch if you have questions about
gaming grants in B.C.

Contact Us
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5855 The Brock Parent Group of General Brock Elementary School

I ields with an asterisk (*) must be completed.
Organization a
* Name:

‘The organization’s name should be as it appears on your constitution and/or certificate of
incorporation (if applicable).

[The Brock Parent Group of General Brock Elementary School

Addresses a
When entering a row you must enter the Address Type, Effective Date, Street, City,
Province, Country, and Postal Code. To enter the record click Add.

For Returning Users: if you see something that is incorrect, enter the correct information in
the Organization Information Changes section below.

Address Type  Effective Date Address

Physical 06-1an-2004 4860 MAIN STREET, Vancouver, BC, Canada, V5V 3R8
Mailing 12-May-2009 4860 Main St., Vancouver, BC, Canada, VSV 3RS
Organization Details a

If your organization is a registered society in BC please enter the BC Society Number.

For Returning Users: if you see something that is incorrect, enter the correct information in
the Organization Information Changes section below.

BC Society Number:
s-0032501

On what date did your organization start operating (approximate)?
24-0ct-1994

Fiscal Year End:
Month Dpay
August v [31v

Programs/Services or Purpose a

When entering a row you must choose a Program/Service Type. If you choose ‘Other’ you
must enter a description. To enter the record dlick Add.

For Returning Users: if you see something that is incorrect, enter the correct information in
the Organization Information Changes section below.

Program/Service or Purpose Other Description
PAC
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General Brock Elementary School Date: MARCH 2016

Acct Use Only Date Name Address] City | Prov [PostalCode| Amount | FundName

125834 7-Mar-16 Airey HomesInc.  #400 — 2695 Gram Vancouver BC  V6H 3H4 $ 2,000.00 Playground
125835 7-Mar-16 Chris Lee 4835 Prince Edward Vancouver BC VSV3ZI  $  200.00 Playground
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Accounts and services

Loginto
business
banking

About Vancity

Susnesaring»
Log in to business banking

New log in: From now on, enter the last 10 digits of your
MEMBER CARD® debit card. Learn more

MEMBER CARD # 581353

PAC

Manage Saved Member Cards
Help





image2.emf
founder 1st name isaac (brock)

First grant gaming

type of business education


Microsoft_Excel_97_-_2004_Worksheet.xls
Sheet1

		

		TD Visa online		palskim3h4rg

				Aido2…		all Q's start with capital

		Verified by V		T0mmy2014

		CapitalOne MC		inkpaul350		M3hargs_1995				summerland		iikka		alexander

		BC Hydro		M3h@rgs

		WIFI Home		aido2oo2

		Telus ebilling		pmeharg@telus.net

				aido….

		Paypal				2oo2/2oo4

		AEROPLAN		Paul		920 298 122				inkster

				Ink		105 564 660				Tommy2014

				Aidan		922 107 032

				Anna		770 312 080

		LondonDrugs		user

						aido2oo2

		VIRGIN		2662

				User		the4m..

				pass		l0t…

		RAVELRY		inkmeharg

				l0tus..

		eHealth		like work

		Westjet		password		like at work

				ID		122014303

		Yahoo		imeharg@yahoo.com

				like at work

				paris/stxxxxxxxx

		Parks BOARD		email

				passw		Anna2004

		Netflix		pmeharg@telus.net

				Aido2oo…

		HomeAway		2oo2&2oo4

		AirBnB		inkster

		Kijiji		the4mehargs

				ink@di

		Craigslist		Aido2oo2

		Freecycle		inkmeharg		user

				ink@di		password

		TREO		Palski1965

		Arts Club		2oo2/…

		TicketsTonight		2oo2/etc

		Bard on Beach		2oo2/2…

		Carousel Theatre		User

				PW		inkster

		Ticketmaster		l0tus….

		Chan Centre		Tommy2014@)!$

		TicketsNW.ca		Tommy2014		(New West Theatre)

		VPS Edmodo Group		User:		AnnaMeharg

				Password:		Tommy2014

		Wordpress blog		user		Inkmeharg

				password		like at work

		gmail		OboSbuddh@

		Kickstarter		OboSbuddh@

		Seymour Ski Pass		Aido2oo2@))@

		ABE Books		l0t….

		MUSIC Notes		Ann@2oo.

		Skype		Paul.meharg1

				2oo2/2oo4

		Reverbnation		email

				b0dhis@ttva

		Costco		like at work

		BC Ferries Card		2oo2/2oo4		tommy, margit

		105875804

		13457

		BC Ferries		email		Tommy2014

		Skipper Otto		Tommy2014

		Cricket (Acclaim Subscriptions)				user = email

						2oo2/…

		Brock PAC USB				brock

		Brock PAC VanCity				founder 1st name				isaac		(brock)

						First grant				gaming

						type of business				education

						Code:				48600684

		Brock PAC PAYPAL		pacbrock@gmail.com

				Kidsneedt0play2015

		Aidan's lockers		Gym		22-12-34

				Main		31-21-7

		Semperviva Yoga		Tommy2014

		Dropbox		inkeri.meharg@gmail.com

				l0tus….1968

		LifeLabs		Tommy2014

				lindh

		PetPlan		Policy # AGC 2014710-02

				User:		our email

				Password		2oo2/2oo4

		Atlantic Magazine		Tomm….

		Linkedin		tara….

		Apple		appleID		the4me

				password		Til0isad0ge#



M3h@rgs

imeharg@yahoo.com

pmeharg@telus.net

ink@di

OboSbuddh@

Aido2oo2@))@

Ann@2oo.

b0dhis@ttva

ink@di

Tommy2014@)!$

OboSbuddh@

pacbrock@gmail.com

inkeri.meharg@gmail.com

pmeharg@telus.net



Sheet2

		





Sheet3

		






