

Business Manager's Annual Checklist
	Annual/semi-annual
	Due Date

	· Annual salary report (pension plan)
	Per plan

	· Annual Society report filing Form 11
	Within 30 days of AGM

	· Asset inventory
	As time permits

	· Assist with 1701 forms
	September/February

	· Benchmarking Report data entry
	By end of January

	· Benefit enrollment
	Usually August

	· Budget workpapers for Finance Committee/Treasurer
	January-April

	· Bus invoice to parents
	As applicable

	· Child care receipts to parents
	Feb 28

	· Donation and Tuition Tax Receipts
	Feb 28

	· Eligible Student Form & external audit
	Due to Ministry June 15

	· Employee Health Tax remittances/return
	As required

	· Finance/Advancement Conference
	April

	· Fundraising event - setup, accounting and reports
	As required

	· GST rebate semi-annually
	As per fiscal year

	· Insurance renewal
	Contact 2-3 months ahead of renewal date

	· Insurance replacement asset list and/or video backup
	As time permits

	· Letters of Agreement/Contracts
	May-June

	· Minutes for Finance Committee storage
	As required

	· Pension Adjustment
	January for T4s

	· Photocopier leases/renewals
	As required

	· Prepare finance slides and package for AGM/Member meetings
	Oct/Nov

	· Property tax permissive exemption forms
	For excess land – as per municipal government

	· Reconcile MyEd enrolled students to Accounting/Parent invoicing
	Usually Sept

	· Religious/Secular split calculation (Sheets 1, 2, and 3)
	September

	· Renew school enrollment in benefit plan
	As per plan

	· Review borrowing
	As per bank agreements

	· Review contracts and leases
	As required

	· ROEs winter/spring/summer
	Dec/March/June

	· Salary update for pension plan
	As per plan requirements

	· Salary update letters for contracts
	May/June for continuing contracts

	· Scholarships for grade 12s
	June/September

	· Set tuition rates
	As per budget cycle

	· Sheet 4 prep and audit
	November/December

	· SOPSOC
	Due to ministry Oct 15

	· T3010 Charity Return including Section 21 election
	6 months after year end

	· T4As to contractors, students and CRA
	Feb 28

	· T4s to Employees and CRA
	Feb 28

	· T5s to private loan providers
	Feb 28

	· Tuition Assistance forms handed out, collected and reviewed
	Usually May-June

	· Tuition invoice to parents
	Usually June

	· Update PADS
	Per above timing

	· Updating bank signing officers
	Per oard requirements

	· Vehicle/fleet insurance ICBC
	Per policies

	· Worksafe Annual Return (or Quarterly/Monthly)
	Per Worksafe deadlines

	· Year end financials and file to external accountant
	July-August depending on year end

	· Benefit enrolment/RRSP enrolment
	Per plan 

	· Ready Set Learn grant application
	Oct 1 for prior year

	
	

	Monthly
	Due Date

	· Bank reconciliation(s)
	

	· Accounts payable aging
	

	· Accounts receivable aging
	

	· Credit card reconciliation
	

	· International fees
	

	· Journal entries re amortization, deferred revenue etc
	

	· Journal entry re secular/religious split
	

	· Offsite backup of accounting electronic data and records
	

	· Payroll (x2)
	

	· Payroll remittance (x2)
	

	· Post tuition receipts
	

	· Prepare package for Finance committee/board meetings
	

	· Reconciling benefit invoices to payroll deductions
	

	· Reconciling expenses to budget with follow up
	

	· Reconciling receivables with follow up
	

	· Reporting to leadership team on budget/spending
	

	· Reports to board
	

	· Sick day and sub records
	

	· Tuition invoices
	

	· Preschool funding grant and subsidies
	

	
	

	On-going
	

	· Paying bills
	

	· Bank deposits
	

	· Receiving funds
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