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PURPOSE: 
To establish the criteria for financial management and identify the roles, responsibilities, authorities and limitations of Directors, officers, employees and/or agents in relation to the financial conditions of the Charlottetown Bluephins Aquatic Club Inc. (“CBAC”).

DEFINITIONS: 

The Business Administrator and the Head Coach are the individuals employed by the Board to carry out the day-to-day transactional accountabilities for the CBAC.

Directors are elected at the Annual General Meeting (“AGM”) of the membership to be held as provided in CBAC By-Law 1.

Signing Authorities are those appointed by the Board to have the authority to disperse CBAC funds and to execute contracts or binding agreements.

Spending Authorities are those appointed by the Board to have the authority to approve payment of an expense or other payable.

The Treasurer will work with the Business Administrator to maintain accurate accounting records and reports concerning the CBAC finances. The Treasurer’s other roles and responsibilities are included in a separate document CBAC Executive Officers “Roles and Responsibilities” [January 2016].





POLICY:

Financial Authorities & Responsibilities

1. The President and Treasurer are the official CBAC Signing Authorities although the Board may appoint, via motion, a third authorized Signing Authority as per CBAC By-Law 1.

2. The President and Treasurer are authorized to disperse funds as per the approved Financial Authority Matrix (see Appendix A).

3. The Treasurer, the President, and the Head Coach are the Spending Authorities for the CBAC, and are authorized to:
a. incur expenses as per the Board-approved Annual Budget
b. approve the payment of expenses, invoices and accounts payable as per the Financial Authority Matrix (see Appendix A).

4. The Board shall appoint an employee to be the Business Administrator and to work with the Treasurer to manage the day-to-day financial operations, budgets, projections and quarterly reporting. The Board will review this appointment at least every two years at the same time the President and Vice President terms end. Alternatively, the Board may appoint a current Chartered Professional Accountant (CPA), Bookkeeper or bookkeeping services to act in the Business Administrator’s role.

5. All contracts, instruments (i.e., cheques) and binding agreements shall be signed by the  President and the Treasurer.

6.  Documents will be executed according to CBAC By-Law 1. 

Financial Management 

7. CBAC’s banking institution is selected by the Board and approved via motion. The Board reviews banking services and performance, annually in conjunction with the annual audit.

8. The Treasurer, in conjunction with the Business Administrator and/or Club President, are responsible for ensuring the banking institution(s) have all required documents to ensure continuity and security.

9. Borrowing requests will be brought to the Board for approval and will be carried out as per CBAC By-Law 1.

10. Using Canadian accounting standards for not-for-profit organizations, financial statements and transactions are reconciled at least quarterly and shared with the Board. Reports will include, at minimum, actual expenditures and revenues versus budgeted amounts, year-to-date versus previous year and a statement of assets, liabilities and capital (balance sheet), an income statement, and a statement of cash flows.

11. The Business Administrator will ensure the timely collection of accounts payable, with assistance or input from the Treasurer, if necessary.

Reimbursement of Expenditures 

12. Credit card, Interac E-Transfer, or electronic fund transfers (“EFT”) are the preferred payment methods for all approved expenditures. CBAC bank account shall be set up such that Interac E-transfers or electronic fund transfers of funds out of the account shall require two e-signatures.

13. Time spent and expenses incurred by Board members in relation to CBAC business are considered in-kind contributions and as such will not be reimbursed unless approved by a motion of the Board.

14. The Treasurer’s time is considered an in-kind contribution and as such is not compensated, nor are they reimbursed for expenses unless approved by a motion of the Board.

15. The Head Coach’s expenses are as reflected in the approved Annual Budget, strategic plan and/or Board motion(s) and relate strictly to CBAC business.

16. Eligible expenses must be necessary and reasonable. At all times, prudence will be exercised by using the most cost effective means of travel and accommodation.

17. CBAC will not be responsible for travel insurance, health insurance or car insurance for its members, Directors, officers, agents or employees, unless previously approved by Board motion.

18. CBAC will reimburse approved expenses according to the Government of Prince Edward Island’s Treasury Board Policy and Procedures Manual (Section 17:  Travel Regulations and Policies).

19. As per the Financial Authority Matrix (Appendix A), expenses, with receipts, invoices and/or related proof of purchase, are reviewed by the Treasurer who will determine their accuracy and legitimacy. Once reviewed, the Treasurer will advise the President (or Vice President in the President’s absence), regarding the necessity for payment.

20. Reimbursement of any expenses of the President will be reviewed by the Treasurer. Payment approval must be from the Vice President.

21. Reimbursement of expenses of the Vice President will be reviewed by the Treasurer. Payment approval must be from the President.

22. In the absence of a Treasurer, the Business Administrator shall submit expenses and invoices to the President regarding payment.

Corporate Credit Card Use

23. A CBAC credit card, with a daily limit of $5,000.00 will be issued to the Club President.  A CBAC credit card, with a daily limit of $2,500.00 and a per transaction limit of $500, will be issued to the Head Coach in accordance with the Credit Card Policy (Schedule B – Head Coach Employment Contract).

24. The corporate credit card can be used only by the card holder to conduct authorized CBAC business. The Business Administrator may, with the Club President’s approval, use the CBAC credit card belonging to the President to issue payments of certain invoices that are recurring.

25. The cardholder is expected to exercise all necessary precautions to safeguard the card and its use.

26. Cash withdrawls, cash advances and/or personal expenses are not to be charged to the corporate credit card.

27. Payments are made in full prior to the date due and as per this policy and the Financial Authority Matrix (Appendix A).

Annual Financial Audit or Engagement Review

28. The Board will appoint, via motion, an independent financial auditor, annually.

29. The annual financial audit or engagement review will be completed and circulated at least 7 days prior to the AGM and the auditor will submit a report to the Board prior to the AGM. The fiscal year of CBAC shall be from September 1 to August 31 in the following year.

30. The Treasurer, at the Board’s direction, may file a copy of the audited statements or engagement review with Swim PEI directly after the AGM.

31. The Treasurer will send each Director on the Board a copy of the annual financial statements and other documents referred to in subsection 172 (1) (“Annual Financial Statements”) of the Canada Not-for Profit Corporations Act.

Annual Budget

32. The Annual Budget will be prepared by the Treasurer in conjunction with the Head Coach, the Business Administrator and the President.

33. The draft Annual Budget will be presented to the Board for approval prior to the AGM. The approved Annual Budget will then be presented at the AGM which is to be a face-to-face or virtual meeting of the membership typically in the month of October or November each year.

34. The Annual Budget will be developed using conservative revenue estimates and realistic expenditure estimates and should reflect consideration of:
	Strategic directions and goals as confirmed at spring Board meeting of same year;
	Human resources needs;
	Operating expenses;
	Insurance requirements; and,
	Capital planning and projects.

Investments

35. Funds in excess of approved budgeted amounts will be invested in low risk investments as per CBAC By-Law 1.

36. Investment options will be approved via Board motion prior to the investment of funds.

37. Locked-in investments shall not exceed a five (5) year term.

38. Written justification for access to invested funds will be tabled for Board approval. Justifications for early access to investment funds include:
i. CBAC ceases to exist; and/or,
ii. CBAC current operational budget cannot meet debt obligations.

39. Investment reports are presented to the Board quarterly.

Contracts

40. Two Signing Authorities must sign all contracts.

41. The CBAC and its authorized officers, agents and employees will engage in an open and transparent bidding process aiming to receive a minimum of two (2) bids for each request exceeding $25,000.00, applicable tax included.

42. The Board will approve sole sourcing a contract as per the Government of Canada’s Government Contracts Regulations SOR/87-402 (Financial Administration Act, Section 6), if and only if:
a. the need is one of pressing emergency in which delay would be injurious to the club’s interests;
b. the estimated expenditure does not exceed $25,000.00, applicable tax included;
c. the nature of the work is such that it would not be in the club’s interest to solicit bids; or,
d. only one person or firm is capable of performing the contract.

43. The CBAC and its authorized officers, agents and employees will engage in an equitable and transparent selection process involving a minimum of two (2) Directors as part of the selection process.

44. A contractor of the CBAC (third party) will be liable for its own actions and those of its employees and agents, and will agree and covenant to indemnify and save the CBAC (and its directors, officers, employees and agents) harmless from and against any claims, demands, debts, actions, causes of action, damages, loss, costs, legal fees on a solicitor and client basis, liability or expenses which may be brought against or be suffered or incurred by the CBAC (or its directors, officers, employees and agents) in connection with, in whole or in part:
a. the contractor’s obligations under the Contract and the performance or non-performance thereof; and/or,
b. any negligent act, omission or willful misconduct of the consultant, its employees and agents in the performance of the Contract.

45. A contractor of the CBAC (third party) must provide proof of liability insurance for a minimum of $1,000,000.00 per occurence.

46. CBAC will be liable for its own actions and those of its Directors, officers, employees and agents, and will agree and covenant to indemnify and save the contractor (and its directors, officers, employees and agents) harmless from and against any claims, demands, debts, actions, causes of action, damages, loss, costs, legal fees on a solicitor and client basis, liability or expenses which may be brought against or be suffered or incurred by the contractor (or its directors, officers, employees and agents) in connection with, in whole or in part:
a. CBAC’s obligations under the Contract and the performance or non-performance thereof; and/or,
b. any negligent act, omission or willful misconduct of CBAC, its Directors, officers,  employees and agents in the performance of the Contract.

47. All material/documents provided to CBAC directly, specifically and exclusively in connection with the delivery of a “service” is/are owned exclusively by CBAC and may be registered as CBAC’s intellectual property.

Stale-Dated Cheques

48. It is the policy of CBAC to cancel cheques as they become stale dated. This policy will allow for the issuance of replacement cheques on a timely basis or cancellation of those cheques no longer required.
  
49. A cheque becomes stale dated six months after the date printed on the cheque. The Treasurer reviews quarterly the list of outstanding cheques to identify stale-dated cheques to be cancelled.  These cheques and the underlying accounts payable documents are reversed.

50. CBAC has confirmed with the City of Charlottetown that CBAC may keep the City of Charlottetown Subsidy associated with any stale-dated cheques.


BY-LAWS PERTAINING TO THIS POLICY: 

Charlottetown Bluephins Aquatic Club By-Law 1

APPENDIX A

FINANCIAL AUTHORITY MATIRIX

Signing Authority (President & Treasurer): those with the authority to disperse CBAC funds, execute contracts or binding agreements.

Spending Authority (President, Treasurer, & Vice President): those with the authority to approve an expense for payment.  The Head Coach, may be given the authority by the President in certain circumstances, to approve expenditures (i.e. out-of-province coaching a swim camp).

Transactional Accountabilities (Business Administrator): those with the authority to set up payments and manage the day-to-day administration; has no signing or spending authority.

Approvals Required:
	Type of Spending
	
	President
	Treasurer
	Vice President
	Board
	Comments

	Operating Expenses, within approved budget
	
	
	
	
	
	

	Under $12,000
	
	Yes
	Yes
	No
	NA
	CBAC By-Law 1

	Over $12,000
	
	Yes
	Yes
	Yes
	NA
	CBAC By-Law 1

	
	
	
	
	
	
	

	Operating Expenses, outside approved budget
	
	
	
	
	
	

	Under $12,000
	
	Yes
	Yes
	No
	NA
	CBAC By-Law 1

	Over $12,000
	
	No
	No
	No
	Yes
	

	
	
	
	
	
	
	

	Capital Expenditures, within approved budget
	
	
	
	
	
	

	Under $15,000
	
	Yes
	Yes
	No
	NA
	CBAC By-Law 1

	Over $15,000
	
	Yes
	Yes
	Yes
	NA
	

	
	
	
	
	
	
	

	Capital Expenditures, outside approved budget
	
	No
	No
	No
	Yes
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