Annual Financial Review Checklist 
The Royal Canadian Legion – Branch Financial Review Committee Template
	Branch name: ____________________________________
Branch number: ____________________
Command/Zone/District : ______________________________
Fiscal year under review: From ____________ To ____________
Year-end date: ____________________
	Review Committee members (print first & last names):
1) ____________________________________
2) ____________________________________
3) ____________________________________
Date(s) of review: ______________________________
Date presented to Executive/General Meeting: ______________________________


1. Scope & Committee Independence
· ☐ Scope includes all Branch operations and funds for the year (as applicable): ☐ General ☐ Bar/Canteen ☐ Gaming/Lottery ☐ Poppy Trust Fund ☐ Other: ____________________
· ☐ Review completed with reference to applicable Legion by-laws/procedures and the Poppy Manual (for Poppy Trust Funds).
· ☐ Committee members confirm they are not responsible for day-to-day bookkeeping, are not signing officers on the accounts being reviewed and are not current Branch Executive members: ☐ Yes ☐ No (explain): ____________________
2. Documents to Gather
· ☐ Year-end financial statements (separate funds if used: General / Gaming / Poppy)
· ☐ General ledger or detailed transaction report for the year
· ☐ Bank statements for all accounts (full year)
· ☐ Year-end bank reconciliations for each account
· ☐ Minutes showing key approvals (budget, major purchases, loans, special motions)
· ☐ Bar reports (POS/Z reports) and inventory count sheets (if bar operated)
· ☐ Gaming reports and bank statements (if gaming conducted)
· ☐ Poppy Trust Fund year-end statement 
· ☐ Payroll summaries and remittance confirmations (if employees)
3. Key Checks
3.1 Governance & Approvals
· ☐ Signing authority list is current and approved
· ☐ Two authorized signatures used for cheques/payments (or equivalent dual approval where available)
· ☐ Budget approved and reviewed during the year
· ☐ Minutes support major spending decisions and contracts
3.2 Banking & Reconciliations
· ☐ Bank accounts listed and match financial statements
· ☐ Year-end bank reconciliations completed for each account and agree to statements
· ☐ Outstanding cheques/deposits reviewed and explained
· ☐ Deposits supported by cash count sheets or source documents
3.3 Revenue (General, Bar, Rentals, Fundraising)
· ☐ Membership dues revenue agrees to membership reports/remittances (as applicable)
· ☐ Bar sales deposits reasonably match POS reports (if applicable)
· ☐ Rentals/banquets supported by invoices/contracts and deposits tracked (if applicable)
· ☐ Fundraising events have a simple event reconciliation (income, expenses, net)
3.4 Expenses & Payments
· ☐ Payments supported by invoices/receipts and approved
· ☐ Credit card/debit statements (if any) reconciled to receipts
· ☐ A sample of larger/unusual expenses traced to minutes or written approval
3.5 Payroll 
· ☐ Payroll totals agree to bank payments and ledger
· ☐ Remittances and year-end slips/summary prepared (if required)
3.6 Gaming/Lottery (If Applicable)
· ☐ Gaming bank account used where required and reconciled
· ☐ Gaming income and expenses supported by reports/receipts and comply with licence terms
· ☐ Required gaming reports submitted (if applicable)
3.7 Poppy Trust Fund 
· ☐ Separate Poppy Trust Fund bank account maintained and reconciled
· ☐ Poppy income deposited to the Poppy account and supported by count sheets
· ☐ Poppy disbursements supported, approved, and meet Legion Poppy Trust Fund rules
· ☐ Year-end Poppy statement prepared and submitted
3.8 Bar Inventory & Capital Assets (If Applicable)
· ☐ Inventory count completed at year-end (if applicable)
· ☐ Gross profit or cost of sales looks reasonable vs. prior year (if applicable)
· ☐ Major asset purchases/disposals approved and recorded
3.9 Loans, Payables & Filings (If Applicable)
· ☐ Loans/leases (if any) agree to statements; payments recorded
· ☐ Major payables at year-end look complete and reasonable
· ☐ GST/HST and other required filings up to date (if applicable)
4. Wrap-Up Review
· ☐ Year-end statements reviewed by the committee and questions answered by Treasurer
· ☐ Large year-over-year changes noted and explained: ____________________________________
· ☐ Inter-fund transfers (if any) understood and approved
5. Findings & Follow-Up
	#
	Area
	Finding / Note
	Action / Due Date

	1
	

	
	

	2
	


	
	

	3
	


	
	



6. Committee Sign-Off
	Financial Review Committee
Member 1 (print): ____________________________    
Signature: ____________________    Date: ____________

Member 2 (print): ____________________________   
 Signature: ____________________    Date: ____________

Member 3 (print): ____________________________    
Signature: ____________________    Date: ____________
	Branch Acknowledgement
President: _________________________________    
Signature: ____________________    Date: ____________

Treasurer: _________________________________    
Signature: ____________________    Date: ____________

Poppy Chair (if applicable): __________________    
Signature: ____________________    Date: ____________




Filed / Shared With (check all that apply): ☐ Branch Executive ☐ General Meeting ☐ District/Zone ☐ Provincial Command ☐ Filed in Branch records

