POLICY REGARDING PROPER HANDLING AND SAFEGUARDING OF FINANCIAL ASSETS AND INFORMATION OF LOCAL COMMITTEES


ADOPTED BY THE BOARD OF DIRECTORS AND EFFECTIVE JANUARY 1, 2008
POLICY REGARDING PROPER HANDLING AND SAFEGUARDING OF FINANCIAL ASSETS AND INFORMATION OF LOCAL COMMITTEES
BACKGROUND AND PURPOSE
1.  The Friends of the Ottawa Public Library is a corporation established pursuant to the Corporations Act of Ontario.  As such, it can only act through its Board of Directors who have responsibility and accountability to members to ensure that the affairs of the Corporation are handled in accordance with applicable legislation and with appropriate controls.  This includes the financial assets being generated and handled by local committees.  The purpose of this policy is to set out the rules to which local committees must adhere in their handling and safeguarding of the financial assets of the Corporation.

AUTHORITY
2. The authority to create these procedures is found in Sections 11.3 and  21 of Bylaw No. 1 of  The Friends of the Ottawa Public Library Association.  

DEFINITIONS AND INTERPRETATION
3.  For the purposes of this policy and the rules established herein, “Local Committee” has the meaning set out in Bylaw No. 1 -  “means a committee established by the Board under Subsection 11.3 of the Bylaw.”
3a.  The fiscal year of the Corporation coincides with the calendar year.
FINANCIALACCOUNTABILITY/              

LOCAL COMMITTEE/ACKNOWLEDGMENT
4. Each local committee must have a Chair and /or Treasurer that is responsible for the financial accounts of that Local Committee and that is answerable to the Board of Directors.  Each Chair must sign an Acknowledgment form which provides that he or she has read this policy and understands his or her obligations hereunder and agrees to comply therewith.
BUDGET

5. By the end of the month of October (or perhaps November) of each year, the Chair of the Local Committee will submit to the Board of Directors a budget setting out the expected revenue which will be generated by that Local Committee.   The Chair will also set out the expected revenue.  This information is to be submitted to the Board on the form attached hereto as “Annex A”.  The Board , through the Treasurer, will examine the budget submitted and indicate to the Local Committee whether or not it is approved, prior to the start of the fiscal year.

If a Local Committee intends to make an expenditure of $1000 or greater following approval of the budget, the Local Committee must seek the Board’s prior approval.
REVENUE/ DEPOSITS TO THE CIBC
All revenues raised by Local Committees, whether by book sales, food and beverages or other fundraising activities,  are to be deposited in the Friends of the Ottawa Public Library Association general operating account at any branch of a CIBC Bank.  For Local Committees with bookshops, deposits are to be made weekly.  For Local Committees without bookshops, deposits are to be made no later than one week following the fundraising event.

DEPOSIT PROCEDURES
The CIBC deposit book will be provided by the bank and must be used.  The left side of the page is for the recordings of cheques and the right side of the page is for the recording of  cash.  Any amounts generated from food and beverages should be noted.  The name of the person making the deposit should be legible.

The original page stays with the bank.  The second page must be sent to the FOPLA head office once per month, while the yellow copy stays with the records of the Local Committee.
AMOUNT WITHIN DISCRETION OF EACH LOCAL COMMITTEE TO SPEND
 Each Local Committee may during the fiscal year, reserve an amount based on the formula, set out below, to further causes of local library branches within its jurisdiction:

· Each local committee automatically gets to reserve an amount of up to $5,000 after expenses of the revenue it generates to further causes of local library branches;

· Each local committee automatically gets to reserve an additional amount of up to $3,000 if in the previous two years the committee has generated booksale  revenue in excess of $40,000;

· Finally, each local committee gets to reserve an additional amount of  $1,000 per branch that is within its jurisdiction

	Motion 2008-48

To approve that we add to the Financial Policy for Local Committees a clause that for each additional bookstore that joins a Local Committee Cluster we would allow up to $4,000 to the funding formula that can be made available for that Local Committee cluster to spend on Branches in its jurisdiction. 

	Moved by: Bruce Blackman

	Seconded by: Maurice Glaude

	Carried:   Yes                                                              Date:  April 15, 2008


 A Local Committee may at any time request that any part of its account be transferred to the General Line of the General Operating Account of the Friends.  This request must be made in writing to the Treasurer.
PETTY CASH SYSTEM

At the request of a Local Committee, the Committee may be provided with a Petty Cash float in the amount of up to $300.00.  A cheque in the amount requested will be made payable to the Chair and/or the Treasurer of the Local Committee.  This amount will be taken from the local committee’s account.  Petty Cash is only to be used for items or services which need to be obtained immediately and do not warrant the issuance of a cheque because they are valued at $100.00 or less.   Each Petty Cash expenditure must be recorded by a voucher explaining what the expenditure was for, who paid it, the exact amount, and the date of purchase.  Supporting Receipts are to be stapled to the voucher.
A complete accounting (including vouchers and supporting receipts) of the Petty Cash float (using FOPLA Fin. Form#1) is to be provided to the Treasurer by December 15 of each fiscal year.  The Petty Cash float will be replenished at that time provided that the previous year’s Petty Cash Float has been verified and all accounting is in order.

CHEQUE REQUESTS
A local committee may request that a cheque be issued to make payment for goods and/or services.  This request must be accompanied by the Cheque Request Form, and either an invoice or a receipt.  This request can be made in one of the following manners:

1. To the Treasurer, if the item has been pre-approved by the Board of Directors following the submission of the  Local committee’s budget;

2. At a meeting of the Board of Directors, and provided that the Board is in agreement, following which the required information is submitted to the Treasurer.
The Local Committee’s account will be adjusted to account for the expenditure and a cheque will be forwarded to the Local Committee.
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