
BGSC Treasurer 
 
This position has a combination of ongoing accounting responsibilities as well as being 
the authority on the financial position of the club. The treasurer is usually part of any 
committee that requires input on financial issues. The treasurer prepares all financial 
statements and is responsible for ensuring conformity to Generally Accepted Accounting 
Standards, Burnaby Girls Soccer Club constitution, BC Societies Act and expenditures 
approved by the BGSC executive. The treasurer must also be aware of financial 
requirements from BC Soccer Association, North District Girls soccer association and 
any other related organizations. It is recommended the position be filled by a member of 
one of the 3 accountant organizations (CA, CGA, and CMA). BGSC currently uses 
QuickBooks for its accounting and the treasurer should be proficient at this or another 
accounting software tool. Knowledge of spreadsheet software such as Excel is also 
recommended. BGSC financial year is based on the soccer season and is from April 1 to 
March 31. 
 
Specific tasks & responsibilities: 
Ongoing: 

1. Respond to financial questions from vendors, club executive or parents regarding 
financial issues. 

2. Post and deposit cash / cheques such as registration cheques. Ensure the registrar 
is aware of registration cheques received as the registration database must be 
updated. 

3. Coordinate with the Registrar the update of registration database and the handling 
of NSF cheques. 

4. Maintain proper records and files of financial documents. 
5. Maintain a supply of cheques, envelopes, stamps and other documents. 
 

Weekly: 
1. Post & pay invoices on a timely basis. These invoices include vendor invoices and 

expense forms for club expenses. 
2. Post and pay registration refunds according to the BGSC refund policy. Refunds 

are either by cheque or processing a reversal in the Moneris credit card system. 
To ensure accuracy of the registration database update refund information in the 
registration database. 

 
Monthly: 

1. Pay staff coaches and administrators according to invoice received or approved 
BGSC executive expenditures. Currently in addition to the staff coaches, there are 
2 monthly paid staff positions – Technical Director and Fields Administrator. 

 
2. Review and report at the monthly BGSC executive meeting the financial position 

of the club. 
 
3. Pay referees and the referee coordinator 4 times a year or as directed by the 

referee coordinator. Currently payments are as follows: 
- from September 1 to October 31 
- from November 1 to December 31  



- from January 1 to March 15 (spring break – normal end of league play) 
- from March 16 to May 1 (end of cup play) 
 
Referee payments require a lot of coordination with the referee scheduler to 
ensure the accuracy of the payments and how to document the payment for the 
referee. Currently a report is produced from QuickBooks and manually 
separated by referee to document what the payment includes. The treasurer 
needs to be aware of the referee game fees including which fees are covered 
by the club, which fees are covered by the team and when fees are not paid (ie 
cancelled games). The referee coordinator is paid for scheduling and 
managing the referees. Currently this is based on per referee scheduled. 

 
4. Reconcile the bank statements. Currently there are 2 bank accounts plus a term 

deposit. All BGSC funds are help in the Bank of Montreal – Brentwood branch. 
 
5. Reconcile the online credit card system (Moneris) and post the deposits and 

monthly fees. The treasurer is the person that has access to this on-line system. 
Currently this is not a simple task as the data is not broken down between 
registrations, 7 aside, HP and other credit card payments. Requests have been 
made to produce a report from the registration system that can be used to 
reconcile the credit card amounts, but currently this is done manually by 
reviewing each days posting in Moneris to identify the type of payment. 

 
6. Perform analysis on financial issues such as annual registration fees, technical 

training plans and other requests as needed. 
 
Annually: 

1. Produce annual financial statements for the Annual General Meeting (AGM) 
usually in May. The financial statements must be presented and approved at the 
AGM. 

2. Produce the budget for the year. This must be presented and approved at the May 
or June executive meeting (with new executive). The treasurer needs to be aware 
of all expenditures planned for the following year. Once the budget is approved, 
payments can be made for the items included in the approved budget. If it is not in 
the approved budget, new expenditures must be approved and documented in the 
minutes. 

3. Ensure the proper signing authorities are set up with the bank. 
4. Negotiate the annual contract with Canlan for the indoor soccer facility. Set up the 

payment schedule. Coordinate and communicate the dates with the technical 
director and micro coordinators. 

5. Produce and submit the application for BC Gaming Funds. 
6. Submit the annual BC Society registration. 

 


