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Introduction

This handbook was prepared to help you do your“gsba Local Union Secretary-
Treasurer or Trustee.

It goes through each of the functions of the Sacyetreasurer. In particular there is a
detailed explanation of how to complete the Ledgen and Treasurer's Report forms
that are supplied to all Locals by the CUPE AccgnDepartment.

It also goes through the functions of Trusteeaustaes are responsible for monitoring the
activities of the Secretary-Treasurer. This mesagsng that proper financial practices are
followed. Every year a few CUPE Locals lose laaggounts of money because the
financial practices described in this handbook weiefollowed, and because Trustees
did not report these poor financial practices riembership.

This handbook gives Trustees a list of items thay should be examining to ensure that
proper procedures are followed when doing an auglitce Trustees need to know how
Secretary-Treasurers should be doing their jolis,imhportant that Trustees go through
the Secretary-Treasurer’s section of this handbook.

If you have any questions about how to do anythiescribed in this handbook, please
call the Secretary-Treasurer HelplinelaB00-363-2873

Prepared by:
» Department of Finance and Administration
« Union Development Department

Revised November 2010
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Section 1 — Local Union Secretary-Treasurer

The Secretary-Treasurer is responsible for the jmamembers pay to finance the
activities of their union. This means:

Making sure there is enough money coming in tornd advance the members’
interests.

Ensuring that the members’ money is spent accottdinige wishes of the members.
Educating the members about the connection bettiemoney they put into the
union and the actions taken by the union to advémse interests.

Duties of the Secretary-Treasurer

Income and Deposits:

Maintains records of the size of the bargaining and the regular monthly wages paid
to the bargaining unit.

Receives and deposits all initiation fees, duesamsgssments.

Writes receipts for all cash received.

Records all income transactions in the Local’'s CUlegger book.

Expenses:

Makes all disbursements by cheque.

Receives a receipt or expense voucher for all dsgvaents.

Ensures that two signing officers sign all cheques.

Ensures that all cheque stubs are completed ahdlbgues are pre-numbered.
Records all transactions in the Local’'s CUPE Ledgmk.

Prepares Per Capita tax forms.

Receives membership approval for all non-routineeeses.

Financial Records:

Records all transactions in the CUPE Ledger.

Prepares and presents a monthly Treasurer’s Repibré Membership.

Completes monthly bank reconciliation.

Completes a Statement of Income and Expenses foeny six months.

Maintains a receipt book for all cash transactions.

Records all payments on cheque stubs and keepsscofpall vouchers received from
members.

Keeps a copy of all minutes of Executive and mewstiiprmeetings where financial
payments were authorized.

Maintains membership records and signs membersingsc

Files all expense vouchers, invoices, and receipts.
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Section 2 — Financial Controls

The most important duty of any Secretary-Treasisrey ensure that all income owed to
the Local is collected and that the Local’'s funds@operly spent.

This means ensuring that:

* No one steals any of the Local’'s money.
» Funds are spent the way the members intended.

Income Controls

» Almost all income comes from the members’ dues.

» To ensure that the proper amount is paid, you aded of the names of those who
have had dues deducted in the last month alongthatiotal amount of regular wages
paid to members of the bargaining unit. See Se&iof this Handbook for more
information on membership records.

» All income cheques should be made out to the Landlnever in the name of the
Secretary-Treasurer.

* Anyone giving the Secretary-Treasurer cash, forgsilike initiation fees, should be
given a receipt. Copies of all receipts must kelffor audit purposes.

» Another source of income is interest payments feoedit union accounts or from
investments. Any institution that pays interestimdends must issue a “Statement of
Investment Income” or ‘TS’ form. Even though ursgpay no taxes on investment
income, all ‘T5’ forms should be filed for auditjposes.

Authorization of Expenses

» All expenses must be authorized before they amd pauthorization means that there
must be a written document that says it's okayap gn expense.

* In most Locals, the Secretary-Treasurer is autkdrip pay all routine expenses, such
as Per Capita payments, per diems, honorariums,emahls or lost time to attend
Executive meetings, without having the membersprave each payment.

» These expenses are usually listed in your Locatains.

* In some Locals, the Secretary-Treasurer is aldooaiged to pay all expenses below a
certain amount (i.e. $100) without getting membigrsipproval. Be sure to check
your Local’s by-laws to find out about these kimddlanket authorizations.

* Any expense not covered by a blanket authorizatiost be approved by a vote of the
membership before any money can be paid out. Muat to be paid does not have
to be specified in the motion but the activity, ghase, etc., must be approved.

» For example, you are not allowed to pay any ofetkigenses associated with your
Local President attending the CUPE Convention @rlesre was a motion passed at a
membership meeting authorizing the president endtthe convention.
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Invoices, Expense Vouchers

» Along with authorization, expenses should only bl @fter an invoice or expense
voucher has been presented.

* Invoices are submitted for goods or services pwetidy the Local such as hall
rentals, office supplies, etc.

» Write the date, the amount paid and the cheque auotrball invoices and file them so
that the Trustees can easily find them when thethdw audit.

» Expense Vouchers are submitted so that the meroharse reimbursed for out-of-
pocket expenses. Books of these Expense Voucteesrailable from CUPE.

Cheques

» With the exception of petty cash, all expenses khboe paid by cheque.

* In most Locals, the President, Vice-President aaxte&ary-Treasurer are the signing
officers. Any two signing officers must sign chegonly after the cheque and the
cheque stub have been completed.

Tips:
* Never sign blank cheques. It defeats the whole purpbsaving two people sign.
 If you make a mistake on a cheque, never rip itlupave the cheque on the cheque
book and write, “VOID” on it. The Local should @dpre-numbered, personalized
cheques (with the Local number, address, etc.yst€es should be able to account
for all cheques used during the period being addited should report any missing

cheques on their audit report.

» Before signing a cheque, be sure the supportingiisg Voucher is properly
completed, authorized by the President and suppbstehe necessary receipts.
Show the necessary details on the cheque stubs.

* Never make cheques payable to “Cash” and instimat lpank or credit union not to
pay any cash withdrawals.

» Cheques to an organization must be made payalie torganization and not to an
individual.

 All supporting invoices and other documentationudtidoe attached to a voucher
and retained on file for audit purposes. It isoadjidea to attach a copy of the
motion (with the date of the meeting) authorizimy aon-routine expense to make
it easy for the Trustees when they do an audit.

Petty Cash Accounts

» Large Locals sometimes set up a petty cash actowatver small expenses such as
stamps and office supplies. The amount in the atcearies with the size of the Local
and is usually between $50 and $500.
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Use the following procedures for setting up a pe#tgh account:

« Write a cheque to the Secretary-Treasurer for pleeifed amount of the “Petty
Cash Fund”.

* Record the cheque in the Expenses column, undegrddipg Expenses” in the
Ledger. This “set up” cheque is not actually apemse; it is merely a transfer of
monies from your bank account to the care of thee@ary-Treasurer.

» The Petty Cash Fund can be shown on the TrustegsiriRunder the heading
“Other Assets”.

* Include the value of the Petty Cash Fund in theeAsslumn of all monthly
statements.

The recommended procedure for operating a Pettly Easd is as follows:

Obtain issuing receipts for each individual expense

Itemize expenses on a Petty Cash Report.

When the fund is almost depleted, total the expeasd write a cheque to the
Secretary-Treasurer for the amount spent. Casbhtbgue and add to the remaining
cash balance, which should return the accounstoriginal balance.

Tip:

» Keeping track of petty cash funds is almost alwagse work than reimbursing
members who buy things out of their own pocket.

Credit Union or Bank Accounts

If possible, keep your Local’'s money in a creditoim Credit unions are run along the
same democratic lines as labour unions. Creddnsiend their surplus funds to
members who live in your own community so theyagood way of ensuring your
Local's deposits are used to help people in youn oammunity and not to bail out
some overextended developer or third world dictator

Most Locals operate 2 or 3 different accounts air ttredit union or bank:

Chequing accounts are used for day-to-day tramsecti

Any funds not needed to cover expenses shouldabsfirred into a savings account to
earn interest (chequing accounts usually pay revest).

Any funds that will not be needed for a fixed pdraf time should be invested in an
investment account such as a Guaranteed Investeetiticate (GIC).

GICs pay higher interest rates than regular savaegsunts.

The disadvantage is that the funds are lockedrithterm of the investment, usually
6 months to 2 years. For this reason, you musubethat any funds invested will not
be needed.

If your Local is generating surplus funds, sit dowith your credit union manager and
work out a plan for investing the surplus.
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» Itis usually a bad idea to invest surplus fundsarporate or provincial bonds because
they are often difficult to convert back into cdsdfore the bonds mature.

 Remember to have any investment plan approvedremabership meeting before you
transfer any money.

Tips:

 If your Local is generating a surplus over a ygamore, investing the funds may
not be the best thing to do.

 Members pay dues to change things at work notlipthe Local have a huge bank
balance.

» The best use of the members’ money is to inveatiions such as training,
affiliation to labour groups such as your CUPE Bien and Council, Federation of
Labour, etc., or campaigns to build support foigh@ning proposals or campaigns to
stop privatization or cutbacks.

Honorariums and Lost Wages

* Many Locals pay honorariums to the members of tkecHtive on either a monthly or
an annual basis and reimburse their members ferdbwages while on union
business. Some Locals also pay regular wage®tBrigsident and/or the Secretary-
Treasurer.

Tips:

* Itis far less work to have your employer pay toe tvages and benefits of the
members while on union business and then bill theal Union than to pay wages
directly.

» The employer will make the necessary deductions.

* Under this arrangement you would only be concemi¢it the payment of
honorariums.

« Errors in payments to booked-off members are a msajorce of messed-up books
and fraud.

Tax Issues

» All payments made to Executive officers or memla@esmade in accordance with
CRA regulations. If tax issues are not considevedn making such payments, the
Local (and/or the member receiving the payments) beaheavily penalized should
CRA ever do a tax audit of the Local.

Honorariums

« All honorariums are taxable income to the recipient

« If the total amount of the honorariums is under@®&tr the year, the obligation falls on
the recipient to report the income on their perstarareturn.
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For honorariums greater than $500 for the year:

a) The Local is legally required to withhold incomeda, Employment Insurance
(El), and Canada Pension Plan (CPP) contribut@assvell as any other related
payroll taxes and remit those withholdings to thprapriate government office.

b) The Local is also required to issue a T-4 at yearso that the member who
received the honorarium includes the income anduatsaemitted on his/her
income tax filing.

Detailed information on how to calculate and remadquired payments can be obtained

from your local CRA District Office. Your local Birict Office of Canada Revenue

Agency (CRA) has the necessary forms. You canagdsmload them from their web

site (http://www.cra-arc.gc.ca).

Reimbursement of Expenses

Any expenses for which the member is reimburseovfded those expenses are
supported by an invoice, and were incurred by tidésidual on account of Local
Union business) IS NOT A TAXABLE BENEFIT, and théree there are no income
tax implications.

Per Diems or Out-of-Pocket Allowances

A Local may pay members a “per diem” or “out-of-getallowance” to cover
incidental expenses such as meals that are expechede been incurred while
attending to Local Union business.

Locals need not request supporting receipts, andssume that the member has kept
supporting receipts.

However, should CRA do an audit, the member woeltiéld 100% liable for all taxes
that were not withheld on the amount of “per diempaid for which the member
cannot provide supporting receipts.

For example:

« If a member was paid a total of $390 in one yedpasdiems”, CRA could ask the
member to produce receipts for $390 of legitimajgeases, which would be
“proof” to CRA that the “per diems” paid were amdiursement of legitimate
expenses and, therefore, not taxable. If the meorlg had legitimate receipts to
support $50 of the $390 received, then CRA woutgiire payment of taxes for the
$340 taxable benefit (i.e. $390 payment minus $5@ceipted expenses).

Lost Wages

Every payment of “lost wages” paid directly to acebUnion member is taxable.

Any payment for “lost wages” paid directly to thember by the Local must be done
in accordance with CRA regulations.

The Local Union must withhold taxes, CPP and El axadke the required remittances
to CRA.

If such withholding of taxes is not made, a CRAitrccould assess the Local and/or
the member receiving the payments for all taxesghauld have been paid.
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There is a lot of administrative work involved wheehocal, in effect, “becomes an
employer”.

Such a situation could be very costly to the Loaatj/or the member if appropriate
taxes are not deducted and remitted to CRA.

The best way to avoid this administrative burdeto iarrange with your employer to
continue to pay the member for lost wages (ancetbez the employer does all the tax
withholding and remittances), and then the Locabdrtan simply reimburse the
employer for the payments.

Bonding

CUPE automatically bonds all CUPE chartered orgsiuns.

The bond provides coverage of $50,000 per incident.

Newly organized groups are covered from the dateeif charter.

Under this coverage there is no need for you tmétly request bonding for specific
positions, nor do you have to let us know of angadments necessitated by changes
in your organization’s finances, officers, etc.

CUPE invoices Locals in the first quarter of eaelry

Payments are listed on Line D-3 of the Per Capitenf

The sole criterion for Local Union premium billingsthe size of the membership.
Your Local’s size has been determined by the awenagmbership reported on the last
12 per capita payments prior to billing.

Credit Cards

Some Locals issue credit cards to table officersge when they travel on union
business.

The types of payments that can be made on thist o&d should be clearly laid out in
a motion passed at a membership meeting.

The Secretary-Treasurer should go over each traosdo ensure that it is an
authorized expense.

If you find an item that you think should not beaaled, ask whoever made the charge
for an explanation.

If you still think that the expense was not jusitifj ask the person to reimburse the
Local.

Trustees should check each item charged when théyedr audit.
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Section 3 — CUPE Ledger

The Ledger is the Local's “books”. All of the repothat Treasurers and Trustees make
are based on information recorded in the Ledger.

* The Ledger is used to record each transaction madee Local.

« Every time money is paid to the Local, and evametthe Local pays for something,
the date, amount of the payment and type of inconexpense is listed in the Ledger.

» The only exception to this rule is money taken fri@aity Cash.

 The Ledger allows Treasurers to list money sperttdwy it was spent.

» For the Ledger, list how much the Local spent orPEWPer Capita, Grievance
Handling, Conventions, etc. This makes it muchesder the Treasurer and Trustees
to track how the Local spends their money.

» This will help Treasurers say how much the Loca&rgmn bargaining, grievances,
conventions, and education, over the last year.

A spreadsheet version of this Ledger is availattalbwnloading from the CUPE Web
site at http://cupe.ca/union-education/ CUPELedger.

How to Complete the CUPE Ledger

You can either download and print the CUPE Ledgamnfthe above web page, or you
can contact CUPE National and order a paper coplysobedger to be sent to you at a
nominal cost. The Ledger comes in two formats:

 CUPE Ledger for large Locals was designed for Lowath more than 100 members.
» CUPE Ledger for Small Locals was designed for Legdath fewer than 100
members.

Here is a step-by-step guide to completing the CU&dger. When column names from
the Ledger for Small Locals are different from trees in the Ledger for large Locals, it
has been indicated.

Column Name What to do
MONTH Start a new Ledger sheet each month.
Date Write the day of the month that any income is reeei

or that any cheque is issued.
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Column Name What to do

Cheque No. Cheques should be pre-numbered by your bank or
credit union.

Write the cheque number for every cheque written
including cheques that have been incorrectly fibed
and never sent (write “void” on the cheque, keap it
the cheque book).

Description Write a 2 or 3 word description of each transactian
dues payment, Per Capita, J. Hill re: conventitm).e

If you made a mistake and did not issue the cheque,
write “void” beside the cheque number.

BANK: Revenue Each transaction where money is paid to the Local
(i.e. income) is listed in this column on the diuat the
payment was deposited.

The sum of all the entries in this column is thialo
amount of money received by the Local for the month

BANK: Expenditures The amount of each cheque written on behalf of the
Local is listed in this column. The sum of alltbé
entries in the column is the total amount of money
spent by the Local for the month.

The remaining columns of the Ledger are used to atate each of the
transactions listed in the Revenue and Expenditureimto a category. Each
transaction is listed twice, once in the Revenue @&xpenditures column and
again in one or more of the remaining columns.

INCOME Each entry in the Revenue column must also appear i
one or both columns of the Income section. Noa th
an income cheque can appear in more than one column
if the money was paid for more than one item. For
example, if your employer sent you a cheque for
$1,020 for dues and initiation fees, list $1,02hie
Revenue column, $1,000 in the Dues column and $20
in the Other column.

Dues List the amount of dues income received.
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Column Name

What to do

Other

All other forms of income go here. This includesikba

interest, investment income, initiation fees, pagme
received for hall rentals, etc.

As in the example above, some Locals collect initian fees as part of the
regular dues check off. If this is the case, be mito give a receipt to whoever
gives you the cash and keep a copy in your records.

EXPENSES

CUPE Per Capita

Affiliation Fees

Salaries — in the Ledger
for Small Locals; this
would go under
“Other”.

Each cheque listed in the Expenditures column ineist
listed in one or more of the Expenses columns. The
only exceptions are “voided” cheques with “0”
expense.

As with income, expense cheques that cover more tha
one expense category must be broken down so that th
amount attributable to each category is listedhen t
appropriate spot.

For example, if you write a cheque of $1,400 toryou
employer to cover $600 in lost wages for the Local
President to attend a CUPE Division meeting and$80
in lost wages for the Chief Steward to attend an
arbitration hearing, list $600 under Executive Enges
and $800 under Grievances/Arbitrations.

All Per Capita payments made to CUPE National.

All fees associated with being a member of a CUPE
Division or District Council, Federation of Labour,
Labour Council, CUPE occupational grouping, the
NDP or social planning councils.

Wages and benefits costs for anyone hired by tlealLo
to do specific jobs such as business agents, clgdne
union office, clerical support, etc.

Honoraria and lost wages should be listed in cokimn
that cover these activities, i.e. if your Local $tdent is
paid 2 days lost wages for attending a conventisi,
the expenses under Conventions/Conferences.

CUPE Financial Officer's Handbook
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Column Name

What to do

Operating Expenses

Special Purchase- in
the Ledger for Small
Locals; this would go
under ‘Other”.

Executive Expenses

Bargaining Expenses

Grievances/
Arbitrations

Other Committees— in
the Ledger for Small
Locals; this would go
under ‘Other”.

Conventions/
Conferences

Education - in the
Ledger for Small
Locals; this would go
under ‘Other”.

Gifts/Donations— in the
Ledger for Small
Locals; this would go
under ‘Other”.

All regular expenses such as meeting hall or office
rent, heat, light, phones, Internet connectiorts, et

All non-recurring expenses such as equipment
purchases, office furniture, etc.

Any expense associated with the Executive, except
regular salaries and honoraria, should be listed. he
These expenses include lost wages or expense
payments for attending meetings, room rentals for
Executive meetings, the cost of food paid for gy th
Local for dinner meetings.

Any expenses related to the costs associated with
bargaining a new collective agreement including los
wages for members involved in negotiations and
bargaining preparations.

Any cost associated with processing grievances
including lost wages, lawyer’s fees, room rentaig]
arbitrators.

Health and Safety Committee, Job Evaluation
Committee, Education Committee and Social
Committee expenses should be here.

List all costs including travel, lost wages, mesatsl
accommodation expenses, and registration fees
associated with conventions or conferences.

List all costs including travel, lost wages, meatsl

accommodation expenses, and tuition fees associated
with seminars or any education workshop attended by

any member of the Local.

Donations, payment of strike appeals, flowers for
members in the hospital, etc.

CUPE Financial Officer's Handbook
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Column Name What to do

Other All expenses that don't fit in anywhere else aseelil
here. This includes the cost of banquets or sacal
banner for the Local, initiation fees paid to CUPE,
bank charges, etc.

Totalling Income and Expenses

Once all of the transactions for the month havenlaskled to the Revenue and
Expenditures columns plus one or more of the atbemmns, the next step is to add up
each column and list the results on the bottom line

* The sum of the INCOME columns should equal the sfithe Revenue column.

* The sum of all of the EXPENSES columns should ethebkum of the Expenditures
column.

» If everything adds up, you have balanced the books.

* If they don’t add up, you've made a mistake at spmat and you should go back and
check your addition.
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Here are a few accounting tips to help you find mtakes:
When things don’t work, look to see what the défece is and go from there.

1. When the difference — the amount you are off froaméxpected total — is evenly
divisible by 9, you have a transposition errortr@nsposition error happens when ypu
reverse two digits in a number or leave a zerdrafend of a number. Both are
extremely easy to do. Transposition errors alwagslt in differences divisible by 9,
For example: If you should have written (or entieirdo your adding machine or
computer) 672 but you accidentally wrote 762, yauehmade a transposition error.
The first two digits are reversed. The differe(it@2 - 672) is 90. Check to see if 90
is divisible by 9.

2. If the difference is 3 or 30 or 300 or 3000 (off dyn one column only), chances are
that you've made a ten-key error on your calculafinat’'s because each key on a ten-
key pad of a calculator is exactly 3 higher thamklBy immediately below it. Thus, if
you reach for the 1 key but go a little too highuy hit the 4 key. Difference? 3 or
30 — depending on which column contains the eniwu can be high by 3 (or 30, et¢.)
or low by 3; each is usually the result of gettihg key on the wrong row.

3. Look through the listing of figures you were balewgcto see if you can locate the
exact amount of the difference. This would oc€you merely left out a number
when adding or posting the figures. If you finé #xact amount, you've found the
error.

4. If that fails, divide your difference by 2. Cheg#ur listings of figures or balances for
that number. If you add or post a number in thengrcolumn (as a debit when it
should be a credit, or vice versa), your differewdealways be double the amount
that you put in the wrong column. If you find ttmalf-the-difference figure, it's
probably in the wrong column or you've added when ghould have subtracted (or|
vice versa).

Taken from: http://www.essortment.comvall/accountingtechn_rtgh.htm

» Once the Ledger balances, you can use the figuiths &ottom of the columns to
complete the monthly Treasurer’'s Report and BantoRelliation.

» If you are using the CUPE Ledger, the columns atematically totalled as entries
are made in each column.
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Example of a Completed Ledger Sheet
(Using the CUPE Ledger for Small Locals)

Local 9000 had the following transactions for thenti of September.

Cheque No. | Amount Description

INCOME:

Sept. 19 $3,570 Dues payment of $3,550 + $2tioti
fee (both in one cheque).

EXPENSES:

Sept. 3 Cheque #1 $115.38 To employer for one dagtsvages to
Chief Steward Nancy Smith for time at «
grievance hearing.

Sept. 6 Cheque #2 $32 Affiliation fee for Labouru@oil for July
and August.

Cheque #3 $475 To Acme Computer Company for wor
processing software.

Sept. 17 Cheque #4 $539.21 To employer for 3 dastsNages to
Local President Jane McNeil for time at
CUPE Division Convention.

Sept. 19 Cheque #5 $793.43 To President McNe#Xpenses while
attending CUPE Division Convention.

Sept. 20 Cheque #6 Void cheque.

Cheque #7 $1,830 To CUPE for August Per Capita tax
$1,730, $2 initiation fees and $98 bondi
premium for the Local.

Sept. 29 Cheque #8 $500 To President McNeil honorafor
June, July and August.

Sept. 30 Cheque #9 $34.20 To Vice President Hoamkino to

a

reimburse for payment of pizza bought for

Executive dinner meeting.

See the Example of a Ledger Sheet on the followage to see how these transactions

are entered.

CUPE Financial Officer's Handbook
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Example of a Ledger Sheet using CUPE Ledger for Srid_ocals:

MONTH  September BANK INCOME EXPENSES
Date Cheque Description Revenue Expenditures Dues Other CUPI; Per Affilation Fees Operating Executive Bargaining Gneyanpes/ Conventions/ Other
No. Capita Expenses Expenses Expenses Arbitrations Conferences
N. Smith - Grievance
3 1 |Hearing 115.38 $  115.38
6 2  |Labour Council 32.00 $ 32.00
6 3 Computer Software 475.00 $ 475.00
Lost Wages -
17 4 |[I-McNei $ 539.21 539.21
Expenses - J.McNei
19 5 $ 793.43 793.43
Dues received from
19 Employer $ 3,570.00 $ 3,550.00 $ 20.0(
20 6 VOID
20 7  |CUPE Per Capita $  1,830.00) $  1,830.00]
Honorarium - J.McNdil
29 8 $ 500.00 $ 500.00
F.Domino - Exec
30 9  |Meeting $ 34.20 $ 34.20
TOTAL: $ 3,570.00 $ 4,319.22 $ 3,550.00 $ 20.00( $ 1,830.00 $ 32.00 - $ 534.20| $ = $ 115.38] 1,332.64 $ 475.00
Local Union No: TOTAL INCOME: | $ 3,570.00 TOTAL EXPENSES: 4,319.22
18
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Section 4 — Treasurer’s Report to the Membership

» According to Section B.3.6 of CUPE’s Constituti@gcretary-Treasurers must make
monthly reports to the membership.

* This report should describe how money was spenedime last report, how much
money the Local took in and how much money the Lbea in the credit union at the
beginning and at the end of the period under review

» The best way to prepare for this report is to catgpthe “Treasurer’'s Report to the
Membership” in the CUPE Ledger.

» Since almost all of the information in the Treasigr®eport is taken from the Ledger
sheets, the report should only take a few minte®mplete. The electronic version
of the report automatically copies the totals fribvi Ledger to the appropriate column
of the Treasurer’s Report, saving time and elimingacopying errors.

» The following example uses the information from 8eptember Ledger above.

How to Complete the Treasurer’'s Report Form

If you are doing the Treasurer’s Report “by hantis completed in the following
manner:

Description

Number of Members List the number of full and part time members frpooir
Local that you listed on the Per Capita form ser€@UPE
for the month.

Ledger Bank Balance  This is the amount of money left over after allat

for Beginning of month’s expenses have been paid.

Period
The amount is taken from the “Ledger Bank Balanderal
of Period” from the previous month’s Treasurer pBRe.

In the example, the $5,900 figure means that olic¥ the
cheques written against the Local’'s accounts up to
September 1 had cleared; there would be $5,90Idit
Local’s account.
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Description

INCOME The two items in this section correspond to the ONME
columns on the Ledger Sheet.

Total Income is the sum of these columns and shequlgl
the total income from the INCOME Column.

EXPENSES Each of the items listed under EXPENSES corresptmés
column in the EXPENSES section of the Ledger.

For each item, write in the total for the approgrieolumn.

Total Expenses are the sum of all of the EXPENS&&d.
The sum should equal the sum of the EXPENSES column
of the Ledger.

If the totals do not equal, you either missed anyeor
made a calculation error.

Surplus (Deficit) for Subtract Total Expenses from Total Income.

the Period
In the example, the Local took in $3,570 in incdoog
spent $4,319.22 in September. This left the Logctl a
deficit (this can be indicated with brackets arotimel
number or with a negative sign in front of the nem)of
-$749.22 for the month.

Ledger Bank Balance  Add (or subtract if there was a deficit) the “Suipl
at End of Period (Deficit) for the Period” to “Ledger Bank Balanaer f
Beginning of Period”.

In the example, the Ledger Bank Balance went frém@0
on September 1 to $5,150.78 on September 30 dihe to
$749.22 deficit for the period.
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TREASURER'S REPORT TO THE MEMBERSHIP September
No. of Full-Time No. of Part-Time
Members: Members:
Ledger Bank Balance for Beginning of Period: 5,900@
INCOME September Year to Date
Dued 3,550.00 3,550.P0
Othel 20.00 20.0d
Total Income: 3,570.00 3,570.0
EXPENSES September Year to Date

CUPE Per Capifa 1,830.p0 1,83(.00

Affiliation Fees 32.00 32.40
Operating Expenses 0J00 0j00
Executive Expenses 534]20 534.20

Bargaining Expenségs 0.po 0|00

Grievances/ Arbitratioin 115.88 115]38

Conventions/ Conferences 1,334.64 1,33p.64
Othel 475.0D 475.90
Total Expenses: 4,319.242 4,319.p2
Surplus (Deficit) for the Period: -749.22
Ledger Bank Balance at End of Period: 5,150.718

Making a Treasurer’s Report

The Treasurer is required to distribute a Trea&Report at each regular membership

meeting.

As well as going over the Treasurer's Report, teer&ary-Treasurer should comment on
the report and be prepared to answer questions.

» If a Treasurer delivered the report used in thergte, the members would probably
want to know why the Local went $749.22 into déffor the month of September.

» The Treasurer would point out the one-time co$4x5 for computer software and
the $1,332.64 cost of sending delegates to coroesti

» These non-routine expenses should have been aplbgvibe membership before any

money was spent.

e |If this was the case, the Treasurer could menhahthe members had voted to make

these expenses.
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« If the expenses were not authorized, the Treassiigrtroublé

Part of any Treasurer’s job is to help educataribenbers about how their dues money is
used to address issues and problems facing the emremb

» This could mean explaining how the money spentravgnces addresses workplace
problems; how donations to strike appeals helprath@®ns win contract changes that
your Local will use in the next round of bargainiegdc.

* You also need to give the members an overview of the actual spending of the
Local compares to the amounts you budgeted foye¢he.

* Look in Section 7 for advice on how to develop ddpet.
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Section 5 — Bank Reconciliation

If all the cheques written by the Local in any ntohad “cleared” your credit union
accounts by the end of the month, then the amdumbaoey in the accounts would equal
the “Ledger Bank Balance at End of Period” in tmeaBurer's Report.

Since there are almost always some outstandinguelsethe “Bank Balance as per Bank
Statement” at the beginning of the month is alnabstys larger than the “Ledger Bank
Balance at End of Period” in the Treasurer’'s Report

The purpose of a Bank Reconciliation is to complaeeamount of money that the books
say shoulde in the Local’s accounts against the actual laténce.

The following example of a Bank Reconciliation uies numbers on the Ledger Sheet
and on the Treasurer’'s Report shown previously.
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How to Complete the Bank Reconciliation Form

The form is completed in the following manner:

Description

Bank Balance as per Bank
Statement

Add Income Not Recorded on
Statement

Deduct Outstanding Cheques

Ledger Bank Balance

This figure is the closing/month end balance taken
from the credit union (or bank) statement.

It is the amount of money in the account (or
accounts, if you are using more than one) on the
last day of the month.

In the example, the Local had $5,691.98 in their
account on September 30.

Here you will add in any deposits you might have
made that do not yet appear on the credit union (or
bank) statement.

When you get the bank statement, go through all of
the returned/cashed cheques, and tick each entry in
the Ledger where a cheque has been returned.

List each cheque that has not been returned plus
any cheques still outstanding from previous
months.

The list must contain alincashed cheques. In the
example, 3 cheques worth $541.20 total had not
cleared the Local's account as of September 30.

The Bank Balance PLUS Income Not Recorded on
Statement LESS Total of Outstanding Cheques
should equal Ledger Bank Balance from the
month’s Treasurer’'s Report.

In the example, once the $541.20 of outstanding
cheques has been deducted from the $5,691.98
Bank Balance, the amount — $5,150.78 — equals the
Ledger Bank Balance from the September
Treasurer’s Report.
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NOTE:

Bank Initiated Transactions:

* Itis important to record all transactions initictey the bank in the Ledger before
totalling theLedger.

For example:

* Income — interest earnings from investments depad$d the account and;

» Expenses — withdrawals by the bank for new chequssrvice charges.

Stale dated Cheques:
After six months, cheques that were issued to iddals or organizations and are not
cashed can no longer be cashed — they become gotiatge.

» Because this is money that was already enteredhetbedger as an expense, you
need to reverse it in the following way:

* Inthe Ledger, record the amount of the chequaerBIANK “Revenue” column.

» Record the corresponding amount in the INCOME “©tlkelumn.

* Do not record the cheque as an outstanding itettmeiiBank Reconciliation.

» The next thing to do will be to contact the persorganization to which you had
issued the cheque to find out what might have hagqbe The cheque has probably
been misplaced. You can now make arrangemen&sssue the cheque and re-ent
it into the Ledger using the new cheque no. and.ditshould get recorded under

will

“Other” expenses.

BANK RECONCILIATION September

Bank Balance as per Bank Statemernit: 5,691.98

Add Income Not Recorded on State mernt:

Deduct Outstanding Cheques

Cheque No. Amount

32.00
475.00

9 34.20

Total of Outstanding Cheques}: 541 .20
*Ledger Bank Balance 5,150.79

o

* The Ledger Bank Balance must equal the LedgekHaiance at End of Period
as shown in the Treasurer’s Report to the Memlgersh

CUPE Financial Officer's Handbook 25



Section 6 — CUPE Per Capita Payments

Each month, Secretary-Treasurers must completeRECREr Capita form and send it to
the CUPE National Office along with a cheque fdipal capita owing. It is important
that the report and cheque be sent promptly. Chd&&o borrow money to cover
operating expenses when per capita payments are lat

For example, per capita payments for the monthexfdinber must be received by the
Accounting Department by January®3ICUPE charges interest (prime rate + 2%) for
Locals whose per capita payments are in arreagdass of 2 months.

How to Complete the Per Capita Form

 Complete one Per Capita form for each month paid.

» Copies of the form are sent to Locals each monttheéyCUPE Accounting
Department after a payment has been received.

» If you lost the forms, you can make photocopiea bfank form or you can download
it from the CUPE websiteyww.cupe.ca

Section What to do

Section A | « This section will have been completed by Nationtio®.

» Check the information to ensure it is correctnadt, please insert the
correct month the payment is for.

» The bottom line of this section will indicate tlast month paid and
received at the National Office (to make sure tlaimonths are omitted g
duplicated).

-~

Section B — Membership Report

Line B-1 | The number of members reported on your previousrteCompleted by
National Office.)

Line B-2 | Shows the total membership and Rand Formula payfeeée month for which
the Local received duest is imperative that all Locals complete this
section as representation at conventions is based the average number
of members of the last 12 months before the conveon call is sent out.

Note: “Rand Formula” comes from the name of the judge whed that employees who
decided not to join a union still had to pay undwes. Returning members and new
Rand Formula payees pay per capita tax but doawa to pay initiation fees.

CUPE Financial Officer's Handbook 26



Section

What to do

Section C - Per Capita Tax Calculation

Line C-1

* Write down the total regular wages paid to full-¢imnd part-time
members and Rand Formula payees during the mantieparted by your
employer.

» If your employer is not able to provide this infation, go to page 30 of
this handbook for an explanation of how to cal@itggular monthly
wages.

« Multiply this amount by the percentage indicat&b%).

* If your Local has 0 income for a month becausem®worked during the
summer or because of a strike or lockout, writen@Qime C-1 and attach &
short explanation.

Line C-2

This line was used to calculate the Strike Fundyi-ghich is no longer being
collected as per Article 14.1(d)(iv) of the CUPEnSBtution.

Line C-3

List the arrears owed by the Local to CUPE.

Line C-4

Initiation Fees: The total of the new full andtplime members, at the rate @
$1.00 each, should be entered in this area.

Line C-5

Used for any other adjustments such as adjustni@nésprevious month for
which an estimate was paid or errors or omissioo® forevious per capita
payments, short or over payments amounts. A kdlamation should be
provided.

Section D — Other Payments

Line D-1

Payments for supplies ordered from the Nationaic®f§tockroom. An
invoice will have been mailed to you separately] #re amount will appear
on this line if it remains unpaid.

)f

Line D-2

Interest on late payments of per capita tax, imetance with Article 14.1(e)
of the CUPE Constitution. This section will be qaeted by the National
Office.

Line D-3

Bond premiums payments. Bond premiums will beedilbby the National
Office in the first quarter of each year. Any datsling amounts will be
recorded on this line.

Line D-4

Monthly payments for any interest-free loans grdritg the National Office
to Locals for first collective bargaining should ibdicated on this line, basec
on the approved repayment schedule. The loan ameomaining will also

)

appear for information purposes only.
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Section

What to do

Line D-5 | Your Local’'s contribution to the Labour College@&nada, if applicable.

Line D-6 | Your Local’s contribution to the CUPE Global Justieund Inc., if applicable|

Line D-7 | « Other remittances not specifically identified oe teport form. When
remittances are entered on this line, please igethieir purpose clearly.

* This line may be used by Local Unions whose membesis to pay
affiliation fees to their provincial New Democraiarty where
permissible by law.

Line D-8 | Total the amounts entered in Section D. This tstéd be included with your
per capita remittance.
Section E | « “Total remitted” is the amount for which your chegshould be issued. It

In addition to this, section E must also provide fbllowing information:

should include any amounts indicated in Sectiors\@€D.

Make your cheque payable to the CANADIAN UNION OBBLIC
EMPLOYEES and ensure that it is signed by two sigrofficers.

Be sure to include your cheque number in the spatmav.

It is important that the body and figures of theqie are the same and
that they correspond to the amount indicated oridima.

If there are any errors at all in your cheque,iit be returned to you for
correction causing an undue delay in processingof payment, and
possible interest charges.

Name, address, city, province and postal codeeo#cretary-Treasurer.
If this section is completed but not correct, etiber corrections in the arep
to the right.

Return envelopes are enclosed for your convenience.
If you do not use the return envelope, clearlycatk on the envelope that
it is a per capita payment.

To complete the form, the Secretary-Treasurer shsigh in the indicated
area to verify that the form is “certified corre¢the “verified” box to the
right of the signature line is for National Offiose).

Do not separate the first two pages (white ancoygll Both should be
sent, intact, to the National Office.

Keep the third copy (green) for your records.

A receipted copy will be returned for your file$przg with the next
month’s form.
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‘ UPE .S‘ F P | Canadian Union of Public Employees
| Syndicat canadien de fa fonction publigue
1375, boul. 8t. Laurent Blvd., Ottawa, ON K1G 0Z7 TEL. / TEL. 1-800-363-2873 FAX: 613-237-5508

MONTHLY PER CAPITA REPORT - RAPPORT MENSUEL DE LA CAPITATION

WHITE AND YELLOW GOFIES TO BE SENT TO NATIONAL OFFIGE — LES COPIES BLANCHE ET JAUNE DOIVENT ETRE ENVOYEES AU BUREAU NATIONAL
GREEN COPY TO BE RETAINED BY LOCAL — LA COPIE VERTE DOIT ETRE RETENUE FAR LA SECTION LOCALE

REGULAR REMITTANCE
REMISE REGULIERE

MONTH
Mois

LOCAL

PERIOD/PERIODE
‘ SECTION LOCALE

¥

PER CAPITA LAST PAID (MONTH, YEAR)
DERNIERE CAPITATION PAYEE(MOIS, ANNEE)

MEMBERSHIP — EFFECTIF

FULL TIME PART TIME
DESCRIPTION PLEIN TEMPS TEMPS PARTIEL
; LASTMONTH TCOTAL MEMBERSHIP REPORTED INCLUDING RAND FORMULA PAYEES
MOIS DERNIER TOTAL DE L' EFFECTIFINSCRIT Y COMPRIS LES COTISANTS EN RAISON DE LA FORMULE RAND
*IT IS IMPERATIVE FOR ALL LOCALS TO COMPLETE SECTION B2/ IL EST IMPERATIF QUE TOUTES LES SECTIONS LOCALES COMPLETENT LA SECTION B2*

CURRENTMONTH | TOTALMEMBERSHIP REPORTED INCLUDING RAND FORMULA PAYEES FOR THE MEMBERS
WHOPAID UNION DUES FOR THE CURRENT MCGNTH

MOIS COURANT TOTAL DE L'EFFECTIF INSCRIT QUI A PAYE LA COTISATION SYNDICALE POUR LE MOIS
COURANT Y COMPRIS LES COTISANTS EN RAISON DE LA FORMULE RAND

VIGOUREUX ET EFFICACE.

THE CUPE CONSTITUTION REQUIRES PER CAPITA TO BE SENT NO LATER THAN THE LAST DAY OF THE FOLLOWING MONTH. INTEREST EQUAL TO THE PRIME RATE PAID BY CUPE
+2% SHALL BE APPLIED TO PER CAPITA PAYMENTS OWING IN EXCES8 OF 2 MONTHS. THE TIMELINESS OF YOUR PAYMENTS I8 VITAL TO KEEPING CUPE STRONG AND EFFECTIVE.

LES STATUTS DU SCFP EXIGENT QUE LA CAFITATION 50IT ENVOYEE AU PLUS TARD LE DERNIER JOUR DU MOIS SUIVANT. L'INTERET EGAL AU TAUX PREFERENTIEL FAYE PAR
LE SCFP +2% EST APPLIQUE AUX PAIEMENTS DE CAPITATION DUS DEPUIS PLUS DE 2 MOIS. LA PONCTUALITE DE VOS PAIEMENTS EST ESSENTIELLE AU MAINTIEN D'UN SCFP

PER CAPITA - CAPITATION

RATES/TAUX AMOUNT/MONTANT
1 | TOTALREGULAR WAGES FOR THE MONTH (full time and part time) g
TOTAL DES SALAIRES MENSUELS REGULIERS(plein temps et temps partial) @0.85%
5 | STRIKEFUND LEVY ARTICLE 14.1 (d) (iv)— AS PER THE TOTAL WAGES REPORTED ON LINE C1 .
PRELEVEMENT CAISSE DE GREVEARTICLE 14.1(d){iv)— SELONLE TOTAL DES SALAIRESINSCRITA LA LIGNEC1 ®0.04%

3 | ARREARS (ITEMIZE]
ARRERAGES(DETAILLER)

4 | INITIATICN FEES ARTICLE 14.1(f) (REMIT $1.00 FOR EACH NEW MEMBER INITIATED)
DROITS D'ADHESION ARTICLE 14.1(f) { PAYEZ 1,00 § POUR CHAQUE NQUVEAU MEMBRE]}

5 | ADJUSTMENTS (PLEASE SPECIFY)
AJUSTEMENTS(5.V.P. PRECISER)

OTHER PAYMENTS - AUTRES PAIEMENTS

PAYMENT OF INVOICES -
1| PAIEMENTSDESFACTURES | Mels)

5 | LABCUR COLLEGE OF CANADA
COLLEGE CANADIEN DES TRAVAILLEURS

3 | CAUTIONNEMENT

INTEREST CUPEGLOBAL JUSTICE FUND INC.
2 | INTERET & | FONDSDUSCFPPOUR LAJUSTICE MONDIALE INC.
BONDING

OTHER (FLEASE SPECIFY)
7 | AUTRES(S.V.P. PRECISER)

LOAN
4| PRET

SUB-TOTAL (LINES D.1 TO D.7 INCLUSIVE)

8 | SOMME PARTIELLE(LIGNES D.1 A D.7 INCLUSIVEMENT)

SECHETARY-TREASURER : NAME/ADDRESS
SECRETAIRE-TRESORIER (E) : NOM/ADRESSE

copelseob

TOTAL REMITTED
MONTANT REMIS

CHEQUENO.
NeDUCHEQUE

CERTIFED CORRECT - CEATIRE COWFORWE
SIGHATURE OF SECRETARY-TREASURER - SGNATURE DU SECRETAIRETRESORIERE

VERIFIED
VERIFIE

IF CHANGE IN NAME/ NOM

SECRETARY-TREASURER

PLEASE PRINT CLEARLY ADDRESS/ ADRESSE

CITY f VILLE

PROVINCE

POSTALCODE POSTAL

PHONEMO./ N®DE TEL: HOME/RES. ( )
WORK / TRAVAIL [ )
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Total Regular Monthly Wages

Locals must pay CUPE .85% of the total regular vgaggch month.
What are “regular wages”?

Regular wages are all earnings of a regular ndturegme worked, including:

« Statutory holiday pay

» Vacation pay in lieu of time worked

» Sick leave pay in lieu of time worked
(Sick days paid by the employer, but not those pgithsurance that kicks in after an
employee is off sick for more than five (5) days.)

* Other leaves with pay in lieu of time worked

* Union leaves with pay
(Even if the Local Union reimburses the employer.)

« Maternity/paternity/adoption leaves with pay
(In cases where the employer pays only a portich@falary to supplement
maternity/paternity/adoption leaves, the top uprsais considered regular wages.)

» Workers’ compensation benefits
(If an employee maintained full salary from the éoypr, and the WCB payments
went to the employer, the full salary is to be umidd in regular wages; if the
employer pays an employee the difference betweananoeceived from Workers’
Compensation and that employee’s regular salagydifiierence is to be included in
the total regular wages.)

* Retroactivity

* Replacement pay

Regular wagedo notinclude:

» Leaves without pay

* Overtime pay

» Shift premiums

» Allowances for vehicle use, kilometres driven, galothing, etc.
* Monies received in lieu of benefits

* Severance pay

* Vacation bonus

» Other types of extra pay, allowances or bonuses

How to Calculate Regular Monthly Wages

» Divide the total union dues received for the mdntim all your members by the
percentage at which your members pay union duesr{wues structure) to arrive at
the total regular wages.
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If the union dues structure is 1.5% of regular rhbnivages and regular monthly dues
are $1,260.42;

$1,260.42 +.015 = $84,028.00 (enter on line C-lttoé Per Capita form)

Employer Documentation for Per Capita Payments

In order to complete the Per Capita forms, you riedahow the total regular wages
paid to all members of the bargaining unit, the banof full and part-time members,
the number of Rand Formula employees, the numbeewffull and part-time
members and the number who retired, or were Idid All this information must

come from your employer.

In order to check that the amount of dues paymemgrded to you is correct, you
will also need a list of employees and the amotidiues deducted for each employee.
Your CUPE Representative can help you with the dwntation needed to get this
information.

Per Capita Dispensation for a Strike or Lockout Per  iod

Because of CUPE’s percentage per capita systepersation is automatically
calculated through the lower wages earned durisigilee or lockout period (reduced
wages multiplied by the appropriate % per capita rareduced per capita owing).
When making a monthly payment which has been retjygease attach a note
indicating the period of strike or lockout, as wadlthe calculation(s) you have used.
Similarly, return Per Capita forms, with a notee@planation, for any full month or
months during which your Local was involved in akst or lockout, and for which per
capita would not be owing.

Per Capita Miscalculations

CUPE National has a three-year statute of limitegipolicy for per capita
miscalculations, whether in favour of CUPE or tlezél Union.

This means that, when either CUPE National or aaLbmion discovers an error in
the calculating method or reporting of monthly papita, that office will recalculate
the corrected monthly payments for a period ofaightee years prior to the date of
notification (CUPE National notifies the Local twetLocal notifies CUPE National).
CUPE will reimburse the Local if the Local has quaad on per capita during the
period under review.

The Local Union will reimburse CUPE if the Localshanderpaid on per capita during
the period under review and will be subject toriest penalties.

In order to process any adjustments, CUPE Nati@talires copies of the dues
check-off lists for each month within the adjustinperiod.
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Section 7 — Budgets

One of the roles of a Secretary-Treasurer is t@sithe Local’s financial advisor. This
means estimating the cost of any new or non-rowkpense. This also means being able
to tell the membership if the Local can afford apense without having to raise dues or
dip into the Local’s reserve funds.

Budgets are a way of looking at issues facing teenbership over the coming year and
the allocation of funds to address these issues.e¥ample, if the members of your Local
are concerned about the contracting out of théss,jthen your Local should be spending
money on dealing with privatization.

Remember that the workers pay dues to address @k [ssues, not to have fancy union
offices or huge amounts of money in bank accounts.

These questions are hard to answer if you don’¢ lzavidea of how much money will be
left over once all routine expenses, such as CUREgpita payments, rent, and
honorariums have been paid.

To help answer these “Can we afford it?” questamd to help the Local plan its future
activities, Secretary-Treasurers should prepanedgét.

A budgetis an estimate of anticipated income and expersabd coming year.
Preparing a Budget

To prepare a budget for the coming year, you neéthdw how much money your Local
took in the previous year and how much it spent.

These figures should be broken down so that yowsearhow much was spent by budget
category:

 How much went to per capita?

* How much went to Executive salaries?

 How much was spent fighting grievances?

* How much was spent on education last year?

Once you know last year’s income and expenses)dkestep is to estimate how much
each source of income and each expense categdmhaiige in the coming year:

* Will dues income increase because of salary inesgas

» Will it decrease because of layoffs?

* How much will CUPE per capita payments increase?

* Is the office rent increasing?

 How many delegates will the Local send to converstinext year?

« Was the amount spent fighting grievances last yaasually high or low?
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« Should the Local set aside money to prepare fayéiaing next year?
* Is the Local spending enough money to train memioche stewards?

Some of these cost changes are easy to estinfateu know how much wages will
increase, it's easy to estimate next year’s duesnme and CUPE per capita payments.

Other items are harder to estimate. For examdampossible to know how many
grievances will be filed next year, or how manyl\g to arbitration.

Still other costs, such as the decision to affilitt the CUPE District Council, to increase
the honorarium paid to Executive members or to ntowebigger office, must be ratified
by the membership before any expenses are made.

As this last point indicates, a budget gives thedtxive the opportunity to sit back and
look at priorities for the coming year.

Without a budget, the Executive reacts to evente@gscome up with little knowledge if
their decisions will leave the Local with a whopgpiteficit or a huge surplus at the end of
the year.

To help Secretary-Treasurers develop budgets, we d&8udget Worksheet. As with the
other forms mentioned in this handbook, we have aéveloped a spreadsheet version of
the budget that automatically adds the yearly $dt@ income and expenses to the
appropriate columns.

Using the Budget Worksheet

The Budget Worksheet has the same income and expategories as the CUPE Ledger
and Treasurer's Report. For our example, we wititmue to use the CUPE Ledger for
Small Locals.

The worksheet has 3 columns:

* In“Last Year”, the totals for each budget categorythe previous year are listed.

« In “Difference”, an estimate of how much each catggvill increase or decrease is
made.

* In“Next Year”, “Difference” is added or subtractb]dm “Last Year” to arrive at an
estimate for next year's budget.

In the example:

* The Local took in $35,950 last year; $35,100 framg] $50 from initiation fees and
$800 from term deposit interest.

* The estimated increase in dues income of $1,4B49ed on an average salary
increase of 3% and a 1% increase in the numbeeaflmers (4% of $35,100 =
$1,404).
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 The number of new employees hired in the last e unusually high, so the
amount of money from initiation fees was reduce&2g.

* Interest rates look like they will be lower nexayeso interest income was assumed to
decline by $130.

* The total estimated change in income is the suthesfe 3 items
(i.e. $1,404 - $20 - $130 = +$1,254).

* “Next Year” TOTAL INCOME will equal “Last Year” TOAL INCOME plus the
estimated “Difference” in TOTAL INCOME (i.e. $35,05 $1,254 = $37,204).

« Estimates of expenses are done the same way amtsifor income.

* The 4% increase in dues income will produce a 48feemse in per capita payments to
CUPE (4% of $18,980 = $756).

* Since the Treasurer assumes that the membershigtayilabout the same size and
that per capita rates will remain unchanged, thH8$yment to the CUPE Division
will remain the same.

» The Executive decided to propose affiliating to @&PE District Council and the
provincial Federation of Labour but to drop outld Labour Council.

» Thus, the estimated cost of affiliating to the CUB&uNcil (+ $108 per year) and the
Federation of Labour (+ $702) plus the savingsatfhaving to pay the Labour
Council Per Capita (- $162) are listed in the “Biffnce” column.

» Under Other (Special Purchases if you were usiad-#dger for large Locals), the
Executive decided to propose spending $2,600 favacomputer, monitor and
printer/copier.

» The Treasurer estimated that there would be smaiéases in the cost of postage and
telephone under Operating Expenses.

« Under Conventions/Conferences, the Executive dddin@ropose sending fewer
people to conventions next year (saving $1,000}deend 1 person to a weeklong
bargaining workshop (estimated cost $1,600).

« Under Bargaining, the Executive decided to budde4@0 for bargaining because the
current collective agreement will be renegotiatethe coming year.

* They also decided that the $3,200 spent on 2 atloitrs in the past year is unlikely to
be repeated next year. The Local budgeted foradnigration thus saving $1,600.

» The result of all these estimates (Total Expenisebiat expenses will increase by
$4,434 from $34,745 last year to $39,179 in theingmear.

« By comparing the income and expense estimatesjri§siy we see that the Local
will be going from a small surplus of $1,205 lastyto a not so small deficit of
$1,975 next year.
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INCOME Last Year |Difference | Next Year

Dueg $ 35,100.00 $ 1,404.00 $ 36,504.0(

Other $ 850.04 $ (150.00)% 700.0(¢

TOTAL INCOME: | $5,950.00 | $1,254.00 $37,204.00

EXPENSES Last Year | Difference] Next Year

Per Capita$ 18,980.00% 756.00 $ 19,736.00

Affliation Feeg $ 810.00 $ 648.00 $ 1,458.00

Operating Expense$ 4,645.p8 30.00 $ 4,675.00

Executive Expens¢$ 360.¢0 $ 360.00

Bargaining $ 1,400.00% 1,400.0(

Grievances/Arbitration$ 3,200.q0s  (1,600.00)% 1,600.0(

Conventions/Conference$ 2,900{09% (1,000.00)% 1,900.0(

Othet $ 3,850.00 $ 4,200.00 $ 8,050.0(

TOTAL EXPENSES:| $34,745.00| $4,434.00 $39,179.00

AVERAGE MEMBERSHIP Last Year | Difference| Next Year
Ful-Time Memberpg 102 3 105
Part-Time Members 15 1 | 6
Costs Incurred Last Year That Will Not Happen This Year Cost
| TOTAL SAVINGS: | $ -
Planned Increases in Costs and Expenses for Nextafe Cost
TOTAL COST INCREASE: | $ =
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Section 8 — Union Dues

The amount of regular monthly union dues paid &ltbcal Union is a matter to be
determined by each Local Union.

However, the CUPE Constitution requires that tlypil@ dues shall not be less than the
national per capita tax. At the present time,dbecapita is set at .85% of total regular
wages per month per person.

Obviously, setting the Local Union dues at the mm@mum will not give the Executive
the funds required to carry out the day-to-day adstriation of the Local. A recent
survey shows that the average dues charged by CO0&ds are 1.5% of monthly wages.

If the Executive finds that there isn't enough mpt@actively involve its members in the
union’s program, then dues should be increased.important to advise CUPE
National when a Local Union does make changes t®itlues structure

Sometimes this becomes a very political issue Laroa@l Union leaders are reluctant to
ask the membership to support a dues increase.

There is nothing wrong with trying to keep duegsdbw. But if this means not having
any money for the training of Executive members stetvards, for communicating with
the membership or for affiliating to organizatiawh as labour councils or CUPE
provincial divisions, then it is a false economy.

Active, effective Locals usually win better settlemts than passive, inactive Locals. It
takes money for the training, communication andiafiion fees necessary to build a
more active Local.

Setting a Dues Rate

Dues rates are calculated in the following manner:

Estimate Next Year's Expenses

» Using the methods described in the “Budget” Seatibtihis handbook, estimate next
year’s costs by first establishing how much wasispa each expense item last year

and then by estimating how much each expense kalhge in the coming year.

« In addition, you may wish to build in a contingenmegerve on top of the estimated
expenses since budgets are never 100% accurate.
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Estimating Next Year’'s Average Salary

Once estimates of next year’'s expenses have beetoged, the amount of money
per member needed to cover these costs can bedatattu The actual method of
calculation depends on the type of dues structupdaice.

Since CUPE per capita payments are now based ercarmage of wages and since
Section B.4.3(b) of the CUPE Constitution requitest all Locals chartered since
1982 have a dues structure that varies with inceveeayill concentrate on these types
of dues.

A percentage dues structure requires that each ergpaly the same percentage of
their income as union dues.

Our experience indicates that Locals should colbout 1.5% of wages to have
enough money to run a viable operation.

Percentage dues are the most straightforward wagtohg dues and the easiest to
calculate. Percentage dues also have the advanitatjewing the same dues
structure for full and part-time workers.

To calculate the percentage of wages needed to towé.ocal’'s expenses, divide the
estimated expenses for the coming year by an gstiofidotal regular wages paid to
the bargaining unit in the coming year; then conhtea percentage basis by
multiplying by 100%.

Percentage Dues = union expenses =+ total regulgesvaultiplied by 100%.

To develop an estimate of next year’s total regwiages, look at last year’s figure. It
should be available from the printout of dues cheflsupplied by your employer
(and listed on line C-1 of the Monthly Per Capitant).

Adjust the total of last year’s wages by an estenadtthe average percentage wage
increase and by any anticipated change in theositee bargaining unit.

For example, if last year’s total regular wages #h200,000 and you have
negotiated a 5% wage increase and expect to haver@ase of two people (from 48
to 50 members of the bargaining unit), then nezr'gevage bill will be:

$1,200,000 + 5% (wage increase) x 50 + 48
= $1,200,000 x 1.05 x 50 + 48 = $1,312,500 per year
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 If this Local estimates its expenses at $20,34@Hercoming year, dues payments will
be:
$20,340 + $1,312,500 x 100%
=.0155 x 100 (rounded off) = 1.55%

Note: Both estimates of payroll and expenses musibe yearlybasis.

Presenting a Dues Increase to the Membership

Calculating a dues rate needed to cover projectpdrnses is one thing, convincing the
membership that a dues increase is needed is anothe

Dues increases are often controversial; nobodyswaisre money taken from their pay
cheques.

To avoid the possibility that the membership mggatea needed increase in dues, the
Secretary-Treasurer and other members of the BExeauiust explain why the increase is
needed and how the extra money will be spent.

Here are some tips for presenting a dues increatbe tmembership:

Start Early:

« If the Local is having problems financing its adias, then this should be part of each
month’s Treasurer’s Report to the members.

« If the members keep hearing that everything is @@y then start to hear that there is
a problem, they have every reason to be scepticaltahe need for a dues increase.

Publicize the Meeting Where the Dues Increase WiBe Presented:

* Never try to “sneak” an increase past the membershi

* It's an undemocratic way to operate and will ordyne back to haunt the Executive
when members start noticing the change in theirgbalys.

» Give lots of notice and make sure that everyonevsiibat a proposed dues increase
is on the agenda.

Prepare for the Meeting:

» The table officers should spend some time deciding is going to say what, in
support of the dues increase.

« Generally speaking, it is the responsibility of 8ecretary-Treasurer to explain the
financial necessity of the dues increase (whichscleave increased, the cost of new
activity, etc.) and the responsibility of otherl@bfficers to explain why the
Executive decided not to cut back on activitieg:xtplain the value of any new
activities, and the necessity of the dues increase.
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Develop a Written Explanation:

» Locals raise dues either because costs of exiatitigities have increased or because
the Local has decided to undertake new activitias will cost money. In either case,
the Secretary-Treasurer should distribute a wrigbgpianation to the members.

» If the dues increase is necessitated by cost inesedghe document should list which
costs have increased since the last dues increase.

* Be specific, which costs have gone up? How muléhiRRe dues increase is needed to
cover the projected costs of new activities, ther&ary-Treasurer should document
the increased costs

» For example, if the Executive wants a dues increaseder to pay the lost time of
members taking stewarding workshops, the Treasin@uld show the estimated
number of members taking these workshops overdReyear, the estimated cost of
lost wages and any other costs associated witprtpgosal, such as tuition fees, travel
expenses, etc.

Explain the Tax Savings:
* Union dues are tax deductible. This means thab 3®% of any increase in union
dues will be returned to the members through tasnga.

Direct Remittance of Union Dues

Union Executives should spend their time fightiogatlvance the members’ interests, not
puzzling over employer printouts of union membard wage bills and CUPE Per Capita
forms.

If completing the Per Capita form takes up time tmld be spent on other things, then
Locals should consider the direct remittance obormdues to CUPE National. Here is
how it works:

« The CUPE Accounting Department receives dues clsedjuectly from employers,
deducts per capita payments and sends the balative Local (at no charge), in the
form of a rebate cheque.

» It takes about 2 weeks from the time that the Aatiog Department receives the dues
cheque from an employer until the rebate chequeaited to the Local.

» Locals can still set their own dues structure amatrol all other payments. More than
35% of CUPE Locals are serviced on a direct renc#cbasis.

« For more information on direct remittance, contamir National Representative.

Establishing Direct Remittance

To avoid time-consuming and unnecessary follow-tygnvstarting direct remittance, the
Accounting Department has developed the followinglglines to follow when putting a
Local on direct remittance:
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It is important for your employer to send a cowedtdr to the CUPE National Office
along with the monthly remittance. This letter miaslicate clearly all the
information listed on the sample letter (see follmyyage). CUPE National requires
this information to ensure that your monthly pepitapayment is recorded
accurately.

Your CUPE Representative, your employer or a merabgour Local Executive
should inform us when we can expect to receivditeeremittance from the
employer.

The name, address and telephone number of therprsontact in the employer’s
payroll office would be helpful in case we run irtoy problems.

If a Local starts direct remittance right afterfitst collective agreement is negotiated,
note if there were any union dues deducted fronrdtre pay received by the
members.

Direct Remittance and the CUPE Ledger

When a Local opts for direct remittance from theptayer, the Secretary-Treasurer
will receive a rebate cheque from National Offieele month for the difference
between the total dues collected from the empl®ss the amount paid to CUPE for
per capita.

The Secretary-Treasurer will also receive the yelbopy of the Per Capita form as a
receipt. It will reflect the amount of per capitaid, and any other miscellaneous
items deducted (such as initiation fees or bonditing) amount rebated back to your
Local and the total union dues received from youpleyer.

To avoid understating both the revenue and expesfdbe Local, the Treasurer
should ensure that the dues received, the peracppitl and the rebate received from
CUPE National are recorded properly in the Lochbsks.

This transaction should be entered in the CUPE é&eatgthe following manner:

List the amount of the rebate received from CUP&H&“Revenue” column of the
Ledger.

On the same line, list the amount of money CUPEdWat received from your
employer (Section E — TOTAL REMITTED - of the Paagita form) in the
“INCOME” column under “Dues”.

Continuing on the same line, list the amount ofgagita and initiation fees paid to
CUPE (from line C-1 to C-5 of the per capita reteip the “CUPE Per Capita”
column.

List any other payments deducted from Section D in the appropriate expense
category, again continuing on the same line.
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Sample letter from the Employer to CUPE National Office for direct remittance.

Date:

Canadian Union of Public Employees
1375 St. Laurent Blvd.

OTTAWA, Ontario

K1G 0Z7

Attention: Finance and Administration Department
Per Capita Section

Re: Local #

Deduction of Union Dues

Enclosed please find a cheque in the amount of $ . This cheque covers
the month of 20 . This Local had full-time members
and part-time members during this month, which included

newly-hired members.

The union dues structure is as follows:

The total regular wages paid (as per the attached documents) during the month was
$

Please enclose a list of names and the amount of union dues deducted from the above
members of this Local and send a copy to the Local's Secretary-Treasurer.

Employer:

Address:

:lg/cope 491

Attachments
Nov 2010
Enquiries: 1-800-363-2873
cc: Secretary-Treasurer, CUPE Local

(Copy of the dues check-off list) Email: percapita@cupe.ca
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Section 9 — Union Membership Records

In most cases, the Secretary-Treasurer maintagnsdbal’s membership list. These lists
could be in the form of a printout of check-off oeds supplied by your employer, in the
form of a card file with each current member’s naand address listed on a card, or in a
database.

In any case, it is important to check the emplayegcords to ensure that the number of
employees paying dues is correct. In a numbeaség, employers have “missed” a
number of employees, thus short-changing the Local.

In addition to membership records, Secretary-Tnesisware responsible for signing and
filing a number of forms and cards.

Membership cards are available from the CUPE Nati@ffice.
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Section 10 - Union Trustees

Duties of Trustees
Trustees act as internal auditors.

The primary duty of Trustees is to uncover anydraumisuse of union funds. The
secondary function of Trustees is to review the thay the Secretary-Treasurer is doing
his or her job and to suggest ways that the firsrdfairs of the Local could be
improved.

To carry out these functions, Trustees should @bdiactivities of the Secretary-
Treasurer every 6 months and report the resultiseodudit to the membership and mail a
copy to the National Secretary-Treasurer’s Offit®itawa.

Specifically, Trustees have the following respotiisigs:
Audit

Trustees should investigate the following:

» That proper financial controls as described in i8a@ of this handbook are in place
and being used.

« That the Ledger is up to date and properly comglete

« That the Statement of Income and Expenses for@hegunder review has been
completed properly.

« That monthly bank reconciliations have been coreplgtroperly.

e That projected income is adequate to cover prajeexpenses.

» That surplus funds are invested properly.

« That the inventory of equipment and supplies isaugate.

« That the Local’s insurance is adequate to coveragplcement of all equipment
inventoried.

» That all changes to the Local’s by-laws have bggmaed by CUPE.

Report

* Complete the Trustees Audit Program.

» Develop recommendations to deal with any problemasid during the audit.

« Send a copy to the National Secretary-Treasur@ttiawa.

» Distribute copies of the Trustees Report to the Mership and make a verbal report
that highlights any recommendations for changirggedures.

* Request help if you are having trouble completmgdudit or if you suspect any
dishonesty.
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Audit Procedure

Assemble Materials and Reports

Before starting an audit, Trustees will need tH¥wang from the Local’'s Secretary-
Treasurer for the period to be audited:

* Yellow copy of all per capita receipts submittedttte period under review.

» Secretary-Treasurer’s completed Ledger (in pap®an)io

» For ALL accounts of the Local — bank statementsraturned cheques, or if
applicable, bank books and returned cheques.

« Cheque stubs.

» Copies of all bank reconciliations completed by S®eretary-Treasurer.

» Documentation for all money spent during the peftbds would include
authorization vouchers and/or invoices).

» Deposit book(s).

« Statement of Income and Expense forms previoustypteted by the Secretary-
Treasurer.

* Minute book(s) which detail all expenses approvedhie membership.

» Copy of Local’s by-laws.

« Employer’s dues check-off list (or whatever docutaéon is used by the Secretary-
Treasurer to ensure dues are deducted properly).

» Receipt book (or whatever type of documentatiomddition to the bank deposit
book, is used by the Secretary-Treasurer to recantey received by the Local).

» Copy of any insurance policy held by the Local onaunt of assets owned by the
Local (if applicable).

» Copies of any financial reports presented by thereé@ary-Treasurer to the Executive
and/or the membership during the period under vevie

* Any T-5’s (which show investment income for the Baeceived for the period
under review (if applicable).

« If the Local has rental revenue, copies of anyalesxjreements.

« If the Local sells supplies, all documentation@cards kept to record the transactions.

» Copy of the CUPE Constitution.

You should also have:

» Calculator/paper

* Pencils

* Ruler

* Scrap paper

* Red pen (for totals)

» A computer if the Treasurer used a spreadsheeadakideeping program to record and
classify transactions
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Note:

The Secretary-Treasurer must complete a “Secr@ta@gsurer’'s Report to the Trustees”
form (see next page). This form consolidates tih@mation on the Monthly Treasurer’s
Report forms for the period being audited.

Trustees’ Recommendations

Trustees do more than just check to see if all$uispent by the Local can be accounted
for. A big part of any audit is checking to se@ribper controls are in place.

To be of value to your Locals, Trustees report awik often make recommendations.

To help Trustees make recommendations, CUPE hadaped a set of “Suggested
Recommendations”. These recommendations suggegsttinat Trustees can suggest if
they have concerns about anything they find dutfvegy audit. To help guide Trustees
through an audit, CUPE has developed a “TrusteaditA°rogram”. These documents
are sent from CUPE National each January to aldlsoout are also available on the
CUPE website at www.cupe.ca.

By going through the steps outlined in the prograrapmplete audit of a Local’'s books
can be carried out by Trustees.
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TREASURER'S REPORT TO THE TRUSTEES FOR THE PERIOD

| January | TO | December

_ Ledger Bank Balance from Previous Repor:
Full-Time Part-Time
Membershii from Previous Reion:

INCOME EXPENSES MEMBERS

Month Operating Executive Bargaining Grievances / Conventions /

Bl i ec GAIEENRGCS Expenses BExpenses BExpenses Arbitrations Conferences

Other Full-Time Part-Time

Jan - - - - - - -

March - - - - - - -

April - - - - - - -

May - - - - - - -

June - - - - - - -

July - - - - - - -

Aug - - - - - - -

Sept - - - - - - -

Oct - - - - - - -

Nov - - - - - - -

Dec - - - - - - -

Total = = = = = = =

TOTAL INCOME: = TOTAL EXPENSES: = AVERAGE MEMBERSHIP:

LEDGER BANK BALANCE AT END OF PERIOD:

Bank Balance as per Bank Statemert: - ASSETS

Income Not Recorded on Statemert: - Bank Balance

Outstanding Cheques Union Dues Owing to Local

Cheque No. Amount Investments Owned by Loca
1 Property and Equipment (at cost),
2 Other
3
4 TOTAL ASSETS: -
5 DEBTS
6 Money Owing to CUPE National
7 Other
8
9
10

Total of Outstanding Cheques| -
Ledger Bank Balance - TOTAL DEBTS: -
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Date Full-Time

Part-Time

BALANCE FROM PREVIOUS REPORT:

Beginning of Period:

INCOME

End of Period:

Difference :

Percentage Dues Raté:

Dues Rate Based:

Dues

Other

TOTAL INCOME:

ASSETS

EXPENSES

Bank Balancg:

o

Per Capit.

Union Dues Owing to Locgl:

Affiliation Feed

Investments Owned by Local:

Operating Expensgs

Value of Property and Equipme]
(at cost|

Executive Expenseés

Other

Bargaining

Grievances/Arbitration

Conventions/Conferendes

Othe

TOTAL EXPENSES:

TOTAL ASSETS:

DEBTS

Money Owing to CUPE National:

Other

BALANCE FOR THE YEAR:

TOTAL DEBTS:

For further information on the responsibilities of the Trustees, please refer to Article B.3.12 of the CUPE Constitution.

We, the undersigned, have examined the books anddsof CUPE Local

correct with the following exceptior

for the period abawd, have found everything in order and

(Make comment. If everything isin order and correct, no comment is necessary.)

SIGNED BY THE TRUSTEES:

DATE:
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Problem Audits

Trustees are sometimes faced with missing docurtientar cheques, poorly done books
that don’t balance, etc.

» Trustees cannot complete an audit until all missiogumentation is accounted for
and until the Trustees understand exactly how #wedary-Treasurer documented
each transaction in the Ledger.

* If documents are missing, ask the Secretary-Treasor them. If the missing
material is not forthcoming, contact your CUPE Resgintative and explain the
problem.

« If you can't follow how the Secretary-Treasurer theé bookkeeping, ask him or her
to explain how they handled each transaction thatdidn’t understand. If you find
the explanations reasonable and there is no eveddiose cheques or invoices have
been tampered with, accept the explanations an@ medommendations on how the
bookkeeping could be improved. If you remain scispis, contact your CUPE
Representative.

» If you find evidence of fraud such as unexplainetherawals, forged signatures,
forged expense vouchers, etc., immediately contmat CUPE Representative and the
CUPE Accounting Department in Ottawa.

» Collect any evidence of wrongdoing and give it te drustee who will be responsible
for turning it over to the police or the CUPE Acoting Department.

* Make sure that no one can tamper with or destreethdence. Do not discuss your
findings with anyone except other Trustees, thecpplour CUPE Representative or
the CUPE Auditor. It is important not to alertréeff that you are suspicious. And it
would be terrible to blacken someone’s reputatigiour suspicions are unfounded.

:fb/cope 491
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