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ACCOUNTING 101 

 

Welcome! This handy guide explains your financial responsibility to the club and ensures you will get the best possible 

service from the Accounting Department. It is designed to give you a breakdown of your fees and payments, as well 

as a step-by-step explainer to claiming any expenses incurred on behalf of the swim club. 

 

FEES & PAYMENTS 

Annual Training Fee and Registration Breakdown: 

All of the information you’ll need about your yearly fees can be found on our website under the banner “About Us” + 

“Fees & Commitments”. Your annual commitments are broken down as such: 

1. Program Commitments:  

a) Registration fee: This is an annual fee which covers swimmer insurance with Swim Alberta and Swimming 

Canada, team photos, two t-shirts and a swim cap. 

b) Membership deposit: Fully refundable at the end of the season (or session) if all member commitments are 

met. 

c) Training fee: You may choose to pay the training fee in one installment, with your registration, or you may 

opt to pay it in ten installments, the first of which is due with your registration. The ten installments are not 

monthly training fees – all months are not equal in training. Rather, the installments are the yearly training 

fee divided into ten equal payments, to be made once a month (Sept/registration – June). The training fee 

will be pro-rated for those who join mid-season. 

 

2. Additional Commitments:  

a) Bingo Shifts: Your bingo shift requirement is outlined annually on the Program Fees and Commitments page. 

Each shift is worth $200.00, which you may pay out at any point throughout the season should you wish not 

to work them. Bingo shifts will be pro-rated for those who join mid-season. 

b) Fundraising: This amount will be charged to your account at the end of the year if this requirement is not 

met.  

c) Participation Points: Members are responsible for completing the participation points for the group(s) of 

their registered swimmer(s) as outlined annually on the Program Fees and Commitments page. Participation 

points will be pro-rated for those who join mid-season. Unmet requirements will be charged $5.00 for point 

not met.  

 

How to Pay:  

EKSC accepts the following forms of payment (in order by preference): 

1. Credit Card (Recommended): We will NOT be charging the convenience fee this year. Using your credit card does 

not incur extra charges.                                                               

2. Etransfer (Recommended): Please email your Etransfer to: accountant@eksc.com . The password is: GoBearsGo 

https://www.teamunify.com/team/cseksc/page/about-us/fees--commitments
https://www.teamunify.com/team/cseksc/page/about-us/fees--commitments
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3. BMO Direct Pay (Recommended): This is for our BMO members and requires an email to confirm receipt.  

4. Other (Dependent): This can include PayPal (coming soon), Telpay, etc.                    

5. Cash/Cheques (Not Recommended): Must be submitted in person or to the EKSC mailbox. 

 

 

When to Pay:   

All monthly installments are due by the 10th of the month. 

NOTE: LATE FEES WILL BE POSTED TO YOUR ACCOUNT ON THE 11th, NO EXCEPTIONS. 
 
We encourage members to take advantage of the credit card or electronic forms of payment to ensure payments are 
posted by the 10th.  If you are paying by cheque or cash, payment must be submitted by the 7th to allow for processing.  
If payment is received after the 7th, late fees may apply.  

 
Additional Charges to your Account:  
        
Occasionally, your account may be charged for various fees. Some common charges are:  
 

1. Equipment Purchase: EKSC has various swimming-related items available for purchase at the Kinsmen office; 
please note, we require both the swimmer’s FULL name and a signature. If your swimmer is purchasing an item, 
please let them know that they will have to provide their full name to a staff member.  

 
2. Meet/Travel Fees: There will be a fee if your swimmer participates in meets (which we encourage!) You should 

expect to see this charge within the same month of the swim meet. If your swimmer participates in meets that 
require travel (which we also encourage!), you may incur fees for: flights, accommodations, ground 
transportation and meals. These costs are determined by your swimmers’ travel plans.  

 
              Please note: all swimmers at a travel meet will incur a portion of the attending coaches’ travel costs.  
 
 
Please do not hesitate to email accountant@eksc.com with any questions about charges you may see on your 
account. That’s what I’m here for! 
 
 

CLAIMING EXPENSES FOR PAYMENT: 

As a volunteer with EKSC, you may take on certain costs or purchase items for use by the club, depending on your role. 
Here is a quick and friendly guide to be reimbursed! 
 

Fill out an Expense Claim:  
       
An EKSC Expense Form can be found on the website, under “Parents” + “Accounting Information,” or they can be filled 
out in the office. Please note that the following fields are REQUIRED to be paid: 
 

a) Full Name 
b) Date 
c) Itemized List of Expenses with Description 
d) Amount 

mailto:accountant@eksc.com
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e) Swim Meet or Event  
f) Signature of Claimant 
g) ALL original receipts attached to form (no copies) 
h) Preferred Form of Payment (see below) 
 

Any omissions of this information will result in delay or non-payment. Please make sure your form is correct. Thank You! 

Submit an Expense Claim:  

All completed expense forms should be dropped in the “Accounting” Inbox at the Kinsmen office. 
 
Emailed forms will be accepted for processing, but payment will not be made until the original documents are delivered 
in person. Please email your completed forms to accountant@eksc.com in this case. 
 
Select Form of Payment:  
 
Please indicate on your expense claim form how you would like to be paid. Below are the current payment processing 
options:  
  

1. Cheque: Cheque runs are done on the 10th and 25th of the month. Please make note of this when submitting 
your expense report, as the timing of the payment will be based on this schedule. You can pick up your cheque 
at the Keyano office – they are filed by last name in a yellow folder. You must sign for your cheque when you 
pick it up. 

 
I would encourage members to come by Wednesdays from 4:00pm to 6:30pm, after a cheque run has been 
made, to pick up their cheques, as someone will be available to assist you. If this is not convenient, please email 
accountant@eksc.com and we will find an appropriate time. 

 
2. Telpay: Telpay payment processing is done weekly. Please make note of this when submitting your expense 

report since the timing of your payment will be based on this schedule. Telpay requires the one-time submission 
of a void cheque or a banking information form provided by your branch. There is no need to provide any other 
information once you have been set up.  
 
Telpay also requires a valid email address so payment information will be sent directly to you, indicating the 
date of your direct deposit. There is no fee for using Telpay, and direct deposits can be made within four 
business days. 

 

 
OFFICE HOURS AND CONTACT INFORMATION: 

The Accounting Office is open to any and all in-person inquiries on:  
 
Day: Wednesdays 
Time: 4:00pm to 6:30pm 
Where: Kinsmen Sports Centre 
 Room #106, 9100 Walterdale Hill 
 Edmonton, Alberta T6E 2V3 
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However, please feel free to email accountant@eksc.com if you have any questions or concerns about your 
membership. Since I work remotely, please do not call the Kinsmen office. If you would like to speak over the phone, 
please email me your number! 
 
I hope this package has given you some helpful pointers. As always, any and all inquiries are welcomed and I look 
forward to seeing all of you this year. 
 
Best of Luck and Go Bears!!! 
 
Colleen Bannon, CPA 
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