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Federal employees and retirees — creating hope ... changing lives.
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Cette campagne est gérée conjointement par Centraide/United Way Ottawa et Centraide Outaouais.
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Welcome

The Treasurer Guide is designed to supplement the information received at the treasurer training session.

Should more information be required relating to procedures and reporting, contact the Campaign Manager
assigned to your department or agency.

TREASURER ROLES AND RESPONSIBILITIES

The Departmental Treasurer’s responsibilities are:

1.

10.

To oversee and ensure the proper management and operation of the financial and administrative
Campaign procedures within their Department.

Attend the mandatory GCWCC Training Sessions
a. Treasurer Training Session (detailed information on procedures and proper steps)
b. GIFTS System Training Session (on-line Campaign tracking tool)

All data entry is done by the Department/Agency

Attend all the core team meetings related to the Campaign.

Recruit and train his/her campaign team members; Departmental Sub-Treasurers, Departmental Data-
entry and Departmental Canvassers.

Develop and manage an internal process to gather all gift forms, special event forms and related monies
and cheques.

Gather the money collected and keep secure until it is deposited.
Deposit all monies and cashable cheques into the GCWCC NCR Scotiabank account.

Ensure the payroll portion of the gift form are forwarded to the payroll office

U  Verify the cut-off date for the payroll deductions with your payroll office

U  Verify the payroll frequency of pay periods

U  Send the payroll detachable bottom portion of the gift form of the seconded employees to the
appropriate Department/Agency

Execute and /or coordinate all necessary data-entry into the GIFTS system.

Maintain/modify the Departmental structure, if necessary to reflect the current organizational

Departmental structure.

U Remove the duplicate identities in the GIFTS system before you proceed with the data-entry

U Create and/or activate the various roles (departmental sub-treasurers and/or departmental data-
entry and departmental canvassers) within the GIFTS system and inform all the canvassers of their
identification numbers (Canvasser 1.D.)

U  Enter all the batches, gift forms, special event forms, deposit slip(s) and envelopes in the GIFTS
system.

(Please note that you must group a maximum of 40 gift forms per envelope)




11. Promptly forward completed envelopes to the GCWCC office throughout the Campaign. Note that during
the Campaign, you should call your GCWCC Manager to arrange the pick-up of your envelopes.

12. Run various reports upon request
U  Weekly tracking of the campaign results; participation rate, leaders & friends, percentage of the
target, etc.
U  Reporting the results to the Campaign Leader and core team

OBJECTIVES

This guide’s objectives are to:

C outline the financial and administrative procedures to be followed by departments and agencies
participating in the Government of Canada Workplace Charitable Campaign (GCWCC); and

C introduce the financial and administrative procedures for reporting the contributions to the GCWCC
office

Special Consideration
Before the campaign officially begins, the campaign leader or the treasurer should consult with the Personnel
— Pay and Benefits Office to ensure that the procedures described in this guide are acceptable to the

workplace. Some special procedures may apply to the Department of National Defence and to agencies whose
pay offices are not regulated by Public Works and Government Services Canada.

Licensing and Receipting

























































