Charity Filing Guide Handouts

Keeping on Track: Accounting Process Timeline December 31 Year-end

Suggested additions

Add the date of your Annual General Meeting

Add board meeting dates 
Add provincial reporting deadlines

Add municipal reporting deadlines

Add reporting deadlines for funding agencies

	Month
	Event
	Steps: T3010 Registered Charity Information Return

	December 2010
	Dec. 31 year-end
	· Run trial balance (computer system)

· Close ledgers (manual system)

· Review accounts

· Call CRA if you haven’t received your T3010 Registered Charity Information Return by the end of December.

Tip: Add the deadline for filing the return to your charity’s board meeting calendar for February/March/April/May each year. Make the board responsible for ensuring that the return is filed on time.

	January 2011
	Close old accounting year

Open new accounting year
	· Call the bank if you haven’t received your December bank statements by the end of January.

· Enter outstanding transactions 

· Produce financial statements

· Send financial statements to the auditor or accountant, if you have one

· Board reviews financial statements

	February 2011
	
	· Begin to complete T3010, T1235, T1236 and any other forms that apply to your charity.

	March 2011
	
	· Continue to work on the forms, if you haven’t finished.

	April 2011
	
	· Submit T3010 Information return before June 30.

	May 2011
	One month before deadline
	· CRA sends a notice reminding you to file the T3010 Information Return

· Complete the return and prepare to submit.

· A board member must sign the return.

· The treasurer must sign the financial statements if they were not prepared by a professional.

	June 2011
	Deadline: 
File T3010 Registered Charity Information Return
	· Submit T3010 Information return before June 30.

· If you miss the deadline, CRA will apply sanctions. Sanctions include fines and the right to revoke your charity’s registered status.


See the help file in your version of Word for instructions on how to insert a row in a table.
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