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Agenda

• PAC Treasurer Role and Responsibility 
• Fundraising, Donations & Community Gaming 

Grants
• Financial Controls and Practices
• PAC Purchases
• Questions?



PAC Treasurer
• In most PAC’s the Treasurer is a signing authority but

does not have to be

• Responsibilities:
• Record financial transactions
• Maintain and safeguard records
• Prepare and report on PAC finances
• PAC Budget
• Financial controls

Presenter
Presentation Notes
Role is set out in the constitution






PAC Annual Budget

• Without a budget, the executive must seek approval 
from the membership for every expenditure

• Spending priorities, revenue estimates
• Pass budget via motion at the PAC AGM
• Amendments

All money raised should have 
a purpose.  

All money kept should have a 
purpose.

Presenter
Presentation Notes
Reflects planning for the year and gives your council’s executive and treasurer the authority they need to spend money at the appropriate time

Without a budget, the executive must seek approval from the membership for every expenditure

You want to have a budget in place prior to the school year (May / June) so that you have a plan and are able to spend come September. 



Fundraising

• Policies and procedures must be followed by all groups

• Must be a school or school district sanctioned event. Principal 
approval is required

• Purpose must be identified prior to the start of fundraising

• Expenses can be paid out of the proceeds as approved by the PAC 
executive

• Fundraised $ cannot be given to students, parents or staff

• Burnaby School District Policy 3.16.00 - Fundraising Activities in 
Schools

Presenter
Presentation Notes
Each group under the PAC, which could be Music, Grade 7 parents, Quebec Trip fundraising, … all must follow all district fundraising policies and procedures.

Any group running under the PAC umbrella must report fundraising as per the district policies and procedures. 

These groups must also report to the PAC executive and at the monthly meetings.

All fundraising campaigns must have principal approval.
Other fundraising $$$ can be advanced to the school or held in the school.

The purpose of the fundraising campaign must be identified prior to the start of fundraising.  What are we raising the money for?

Fundraising expenses can be paid out of the proceeds as approved by the PAC executive and each event/fundraiser must complete Event Reports – (matt will talk about later) 

Fundraised $ can be applied to fees, events, or purchases but cannot be given directly to students, parents or staff for discretionary use
	-Example would be money raised for a trip to Quebec can be applied to the cost at the school, but cannot be given to the student as money to take along with them.  

Policy 3.16.00 Burnaby School District provides specific guidelines for fundraising and states that 
This policy is available on our website and provides specific guidelines on:
	1.  Activities/Events 
	2.  Managing Proceeds from fundraising
	3.  Approvals for fundraising activities
	4.  How to Treat Grants / Gifts






Fundraising

PAC funds could be held in up to four bank
accounts

1. Gaming
2. General
3. School Bank Account in a PAC designated 

category
4. PAC funds held at the School District for 

special projects

Presenter
Presentation Notes
Each group under the PAC, which could be Music, Grade 7 parents, Quebec Trip fundraising, … all must follow all district fundraising policies and procedures.

Any group running under the PAC umbrella must report fundraising as per the district policies and procedures. 

These groups must also report to the PAC executive and at the monthly meetings.

All fundraising campaigns must have principal approval.
Other fundraising $$$ can be advanced to the school or held in the school.

The purpose of the fundraising campaign must be identified prior to the start of fundraising.  What are we raising the money for?

Fundraising expenses can be paid out of the proceeds as approved by the PAC executive and each event/fundraiser must complete Event Reports – (matt will talk about later) 

Fundraised $ can be applied to fees, events, or purchases but cannot be given directly to students, parents or staff for discretionary use
	-Example would be money raised for a trip to Quebec can be applied to the cost at the school, but cannot be given to the student as money to take along with them.  

Policy 3.16.00 Burnaby School District provides specific guidelines for fundraising and states that 
This policy is available on our website and provides specific guidelines on:
	1.  Activities/Events 
	2.  Managing Proceeds from fundraising
	3.  Approvals for fundraising activities
	4.  How to Treat Grants / Gifts






PAC Community Gaming Grants 
and Licenses

• PACs receive $20 per student, DPAC $2,500 per year

• Apply online April 1 to June 30

• Grants paid no later than September 30

Presenter
Presentation Notes
The Community Gaming Grants program distributes funds from commercial gambling revenues to not-for-profit community organizations throughout British Columbia



• PAC’s can NOT advance gaming funds to the school

• Grant funds must remain under the management and control of the 
PAC that receives them

• PAC can reimburse the school or school district with gaming funds for 
approved purchases

• If fundraising involves gaming a license is required

• There are four licenses classes (A, B, C and D) depending on the game, 
ticket price and expected revenue

PAC Community Gaming Grants 
and Licenses

Presenter
Presentation Notes
Pac’s can NOT advance gaming funds to the school but the PAC can reimburse the school or the school district for approved purchases. (ie. $2000 lump sum to school for field trips at start of year) Field Trip Money given to each division

Due to tax rebates for School Districts/Schools  it is advantageous for the School or the School District to make the purchase and have the PAC Reimburse.
(Matt will talk more about tax  later).

Donations of gaming funds are not permitted.
 
Each PAC must file a Gaming Account Summary Report within 90 days of the fiscal year end, detailing all gaming funds received and disbursed and describing how the broader community benefited from the programs/services supported by community gaming grants.

This information, Applying for community Gaming Grants PAC/DPAC shows specific criteria surrounding the uses of PAC Grant funds.

Grant funds for PACS may be accumulated for up to 3 years without prior approval from the branch, but the PAC must submit a Gaming Account Summary Report each year.




Donations

• Donation tax receipts can only be issued by the District

• Tax receipts issued for donations of $20 or more

• Non-cash Donations – Gifts in Kind

• Board Policy #3.17 and #3.18

• Donations via School Cash Online

Presenter
Presentation Notes
Donation Tax Receipts can only be issued by the school district for qualifying donations – the School District is the registered charity.

The cheques must be payable to the School or School District.

ONCE FUNDS HAVE BEEN RECEIVED BY THE SCHOOL OR SCHOOL DISTRICT, THEY MUST REMAIN THERE – NO CHEQUE CAN BE WRITTEN BACK TO THE PAC

FUNDS ARE KEPT IN A SEPARATE ACCOUNT AT THE SCHOOL, AND ARE CONSIDERED PAC FUNDS to be used at the direction of the PAC




Financial Controls

• Minimum of 2 PAC executives as signing officers

• School Principal should not be a signing officer of
the PAC

• Never sign your own cheque

• Change signing authority on bank account as soon
as turnover occurs.

Presenter
Presentation Notes
Ensure accountability

Reduce the risk of error, misappropriation of funds, unauthorized financial transactions

Types of controls - physical access and authority



Disbursement of Funds 
• All payments should be made by pre-numbered

cheque

• Petty cash fund is not recommended

• Original invoice/receipt must be provided

• Blank cheques should never be signed

• Cheque stock should be secured by the Treasurer

Presenter
Presentation Notes
Even at the District level we restrict petty cash as too easy to lose $$ and cash provides fraud opportunity

Cards not recommended.. 

Cheques are preferable:

-Cheques provide control up front – no payment until there is backup, review and signatures

-Easy to reconcile due to pre-numbering

-Requires 2 signatures whereas cards can be used by one individual 

-Adds a layer of complexity 



Financial Reporting
• Monthly bank reconciliations - PAC Chair approval

• After each fundraising activity

• Treasurer to report on financials at every PAC meeting.
Principals must also be provided a copy

• Signed and dated by the Treasurer and approved by
the PAC executive

Presenter
Presentation Notes
Transparency and accountability for the PAC executive, the Principal and parents.  

Principal’s involvement serves as an important external review of the PAC’s financials

Handouts have example monthly report



Other Considerations

• All financial records must be kept for 7 years

• Collections should be recorded and deposited timely

• Collections should be counted by 2 individuals(not the
person making the deposit)

• Collected cash should not be used to pay for expenses

Presenter
Presentation Notes
Records can be stored either with the PAC chair or Treasurer and should be secured.  

You can also check with the school to see if space is available to store records there – this is in my opinion the better option (optics of transparency, when treasurer turns over records are central, etc).

Records may also be kept electronically provided that they are complete and kept in a secure location.

All parents are technically members of the PAC and therefore have the right to access the records in a reasonable way that doesn’t compromise security

Finanical Records include all bank statements, Cheques and stubs, deposit books, bank reconcilations, supporting receipts/invoices, account ledgers, financial reports and budgets. 




PAC Purchases Through District

• The School District and schools can make purchases for
the PAC and be reimbursed

• Allows PAC to take advantage of volume discounts,
professional procurement department

• PST 100% rebates; GST 100% rebates on books, 68% on
other purchases

Presenter
Presentation Notes
District Purchases – advantages (larger purchases for schools):

Can actually be cheaper than what seems like a “good deal” you can get on your own due to rebates and servicing the asset throughout it’s life by the district 

Goods such as computers, furniture, equipment can be configured, installed and serviced by the school district.  

Purchases will be district standard and fit with existing goods or equipment

Procured through our professional purchasing department who are certified buyers and they will leverage our volume to get the best price and quality.  






SchoolCash Online

• https://burnaby.schoolcashonline.com

Presenter
Presentation Notes
All fees are available for online payment

VISA, MasterCard, eCheck and MyWallet accepted  




SD41 Finance Staff Contacts

• Jacqueline Dairon, CPA, CGA Manager, Financial 
Services jacqueline.dairon@burnabyschools.ca

• Joel Belli, Finance Officer joel.belli@burnabyschools.ca

• Matthew Mydske, CPA, CGA Manager, Finance and 
Budgets matthew.mydske@burnabyschools.ca

• Ishver Khunguray, CPA, CGA, Assistant Secretary 
Treasurer Ishver.Khunguray@burnabyschools.ca
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