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Areas to Discuss

Bookkeeping – It’s all about the 
numbers.

Using Technology Adding to Your Number –
Stewardship & Communication



Bookkeeping: 
All About the 

Numbers



Chart of Accounts

• Serves as the foundation for the 
organization's record keeping system

• Chart of Accounts does away with the need 
to remember every single account that the 
company maintains. In the case of finance, 
COA works as the map of the entire 
financial system that the company is 
following.



Chart of Accounts

• The whole idea of the Chart of Accounts is to help 
an onlooker make better decisions by presenting a 
summary of the company’s financial health.

• Just the right amount of detail – not too much, not 
too little.

• Unique to your needs and your organization.

• Update as organization evolves

• Extras:
• Use what works

• Understand what your software can do

• Work with your accountant



US Chart of Accounts

US CHART OF ACCOUNTS
BANK 1-0000 Assets

BANK

BANK 1-1005 PayPal cash

BANK 1-1010 Petty Cash

BANK 1-1020 Cash Float

BANK 1-1100 CASH IN BANKS

BANK 1-1110 Starion Checking

1-1115 Starion Capital

1-1000 CASH ON HAND



Canadian Chart of Accounts

1-0000 Bank Accounts

BANK

BANK

BANK

BANK

BANK 1-1100 Cash in Banks

BANK 1-1120 Sunrise Credit Union Chequing

CANADIAN CHART OF ACCOUNTS

1-1000 Cash on Hand

1-1005 PayPay Account

1-1010 Petty Cash

1-1020 Cash on Hand Floats



Compare & Update

US Chart of Accounts Canadian Chart of Accounts

US CHART OF ACCOUNTS
BANK 1-0000 Assets

BANK

BANK 1-1005 PayPal cash

BANK 1-1010 Petty Cash

BANK 1-1020 Cash Float

BANK 1-1100 CASH IN BANKS

BANK 1-1110 Starion Checking

1-1115 Starion Capital

1-1000 CASH ON HAND

1-0000 Bank Accounts

BANK

BANK

BANK

BANK

BANK 1-1100 Cash in Banks

BANK 1-1120 Sunrise Credit Union Chequing

CANADIAN CHART OF ACCOUNTS

1-1000 Cash on Hand

1-1005 PayPay Account

1-1010 Petty Cash

1-1020 Cash on Hand Floats









The Budget



The Budget

• Decide on a Method
• Income based – based on realistic income

• Incremental Approach – last years income and expenses

• Zero based Approach – from scratch

• Percentage Approach – allocated a percentage to key areas

• Flat Dollar Approach – set dollar

• When Should You Start
• Determine the length of time it will take

• Set a timeline

• Stay on track

• IPG's new approach to timing



Budgeting – cont.

• Who Should Join the Party
• Decide who should be part of the budget process

• Finance

• CEO

• Managers

• Board members

• ? ? ?

• Debrief – What went well and what changes need to be made for next time

• When to Review and Update

• Monthly, quarterly ? – base the timing on your organization/seasonal 
nature of operations



Adding 
Technology



Outlook Calendar

• Scheduling

• Meetings

• Future events – the next conference date

• Recurring tasks

• Monthly Budget Reviews

• Quarterly Reviews

• Sales Tax

• Audit and Tax forms

• Grants applications

• Employee Birthdays



SharePoint

• Sharing information with distinct groups

• Frequently used forms

• Fundraising information

• Etc.



IPG SharePoint



Meeting

• Sharing information with distinct groups

• Frequently used forms

• Fundraising information

• Etc.



Donor Management

• Fundraising

• Memberships

• Events

• Real-time information

• Multi-users

• Financial Reports

• Yearly Statistics



Adding to the 
Numbers

Stewardship & 
Communication 



Take care of those taking care of you

• Consistent communication with donors, 

grantors and ambassadors

• People value your organization, so 

reciprocate

• Understand who values your mission to 

bolster and diversify your funding 

sources



Who's Part of the Team

• CEO

• Finance

• Administration

• Development

• Other Staff – support purposes



A Little Extra Help - Consultants

• Knowledge of the organization’s mission 
and values

• Training the key members

• Remind them of why your organization is 
unique, what are the challenges



The Board

• Understanding their role specific to the 
presentation

• When to act and when to support

• How to leverage their skills

• Regularly emphasize the importance of 
consistent fundraising



The Donors

• Consistency

• Timelines

• Ask them questions
• What do they expect?

• What engaged them at first?

• What do they envision for the future?


