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Subject:  Budget




Section:  3.01

Department:  Financial

Approval date: October 2011


Approved by: Board of Directors

Policy:


The Literacy Council of South Simcoe must use all resources effectively for a successful program implementation.

Procedures:

1. The Literacy Council of South Simcoe will maintain an open budget process.

2. The Treasurer/Secretary, Administrator/Fundraiser, President and other appointed persons will work together to prepare a budget for the upcoming year.

3. A first draft will be presented to the Board for comments and should be completed by the end of February.

4. Special meetings to deal with budget matters only, may be called by the Treasurer/Secretary.

5. The budget year of the Literacy Council of South Simcoe is from April 1 – March 31.

6. All requests for budget items must be forwarded to the Treasurer/Secretary in writing.

7. Budget lines are established by MTCU guidelines.

8. Special programming is operated outside of MTCU guidelines and with other funds.

Subject:  Tax receipts


Section:  3.02

Department:  Financial

Approval date: September 2013


Approved by: Board of Directors

Policy:


The Literacy Council of South Simcoe recognizes that donations made to the organization assist in the operation of our service.

Procedures:

1.  Receipts will be issued for all donations.
2. Tax receipts can be issued for donations of cash and in-kind items.  A tax receipt will not be issued for in-kind services (those services that are offered in the future ie. free massage). A receipt may be issued for in-kind services but it is not a tax receipt and must not have our charitable number on it. (See #7 for allowable amount)
3.  Receipts shall be made for fair market assessment of the donation (ie. Equipment, materials, resources) to a maximum of $500.00.

4. Tax receipts shall be signed by 1 (one) of the signing officers of the Literacy Council of South Simcoe.

5. Donation receipts will conform to the CRA guidelines.

6. Tax receipts can be issued in lieu of payment for mileage.

7. Tax receipts will not be issued for volunteer time or tutoring related duties-except in the case of professional duties that would have to be paid for otherwise (ie. bookkeeping, computer repair, legal services). The maximum amount of an in-kind receipt is $500.00

Subject:  Financial Records


Section:  3.03

Department:  Financial

Approval date: January 17, 2012
Revision date: March 2015
Approved by: Board of Directors

Policy:


The financial records of the Literacy Council of South Simcoe will be kept in a manner that allows for accountability of funding dollars.

Procedures:

1. The Administrator/Fundraiser will submit yearly budget requests to the MTCU.

2. Invoices will be paid by the Administrator/Fundraiser as approved by the Treasurer/Secretary.
3. Financial reports will be prepared by the Treasurer/Secretary for Board meetings.

4. The Administrator/Fundraiser, President and two officers, one of whom must be the Treasurer/Secretary, shall have signing authority for banking purposes.  A change in the signing officers must be approved by a motion of the Board of Directors.
5. Cheques issued to the Administrator shall be signed by two board signing officers.

6. The Administrator/Fundraiser will submit requests for additional funds to MTCU.

7. Other sources in the community will be approached for financial assistance.

Subject:  Fundraising



Section:  3.04

Department:  Financial

Approval date: October 2011


Approved by: Board of Directors

Policy:


In order to be able to offer literacy services to the community, the Literacy Council of South Simcoe is obligated to fundraise to help cover expenditures.  The Council is responsible to have fundraising initiatives in order to compliment financial assistance from MTCU.

Procedures:
1. All fundraising initiatives will be presented to the Board of Directors for prior approval.

2. Fundraising will be the responsibility of the Administrator/Fundraiser in conjunction with sub-committees.

3. Planning for fundraising will be the responsibility of the Chair of the Fundraising, the Marketing Committee and the Administrator/Fundraiser.

4. All money raised will be handed over to the Treasurer/Secretary or Administrator/Fundraiser to deposit.

Subject:  Reimbursements
Section:  3.05
Department:  Financial

Approval date: October 2011


Approved by: Board of Directors

Policy:  
     Out of pocket expenses may be incurred as part of carrying out Literacy Council of South Simcoe business.

Procedures:

1. Some out of pocket expenses are covered by the Literacy Council of South Simcoe.

2. Prior approval for expenses should be gained from the Treasurer/Secretary.

3. Reimbursements shall cover:

· mileage

· meals

· purchase of approved items

· postage

· approved office supplies

· training costs when approved

· resources when approved

Subject:  Mileage




Section:  3.06
Department:  Financial
Approval date: October 2011

Revision date: January 2015
Approved by: Board of Directors

Policy:


At times, use of a personal vehicle may be required in order to conduct Council business.  The Literacy Council of South Simcoe recognizes the need to ensure compensation for the use of personal vehicles.

Procedures:
1. Mileage claimed must be directly related to the affairs of the Literacy Council of South Simcoe.

2. Mileage is paid at a rate of $0.50 per kilometre.

3. Mileage should be submitted in a timely fashion.

4. Expense forms should include:

· Date

· Location

· Purpose

· Kilometres travelled

· Amount owing

5. Individuals can submit mileage claims to the Administrator/Fundraiser for approval and payment.

6. The Administrator/Fundraiser will seek approval for her/his travel expenses from the Treasurer.

7. Individuals can request a tax receipt in lieu of payment.
Subject:  Petty Cash



Section:  3.07
Department:  Financial
Approval date: October 2011


Approved by: Board of Directors

Policy:

The office of the Literacy Council of South Simcoe may need to have cash on hand to allow for day-to-day operational expenses.

Procedures:
1. The Administrator/Fundraiser is responsible for disbursing petty cash funds, retaining receipts, balancing funds and replenishing funds.

2. The Bookkeeper will enter the petty cash receipts into the Simply Accounting program.

3. The Treasurer/Secretary will audit the petty cash at his/her own discretion.

4. The maximum amount carried in petty cash is $200.00 unless otherwise authorized.

Subject:  Insurance
Section:  3.08

Department:  Financial

Approval date: October 2011


Approved by: Board of Directors

Policy:

     Insurance is purchased to protect the resources of the organization and to cover the Board of Directors.

Procedures:

1. Insurance will be reviewed on an annual basis.

2. Insurance costs will be included in the annual budget submission.

3. Copy of the policy will be kept with the Administrator/Fundraiser.

4. Prior to renewal of the policy, quotes may be obtained from other agents.

Subject:  Special Projects



Section:  3.09
Department:  Financial

Approval date: October 2011


Approved by: Board of Directors

Policy:

      During the course of a year, special projects may be initiated.  These projects will be on a contractual basis and will be strictly term or task related.

Procedures:
1. Funding for special projects will be initiated by the Executive or a designate.

2. The Board of Directors will vote on which projects to pursue.

3. Funding for special projects will be handled by the Treasurer/Secretary.

4. A steering committee will be appointed by the Executive of the Board of Directors.

5. The steering committee is directly responsible to the Board of Directors.

6. Any hiring of personnel will be handled by the Administrative Committee in conjunction with staff.

7. Positions for special projects are dependent upon funding.

8. Positions will be maintained on a contractual basis.

Subject:  Credit Card



Section:  3.10

Department:  Financial

Approval date:
January 17, 2013
Approved by: Board of Directors

____________________________________________________________________________________________

Policy: 

To facilitate credit purchases, LCSS will maintain a credit card account for approved use.
Procedures:

1. The credit card limit shall not exceed $2000.
2. The Administrator/Fundraiser shall maintain possession and control of the credit card.

3. The credit card shall only be used for purchases on behalf of LCSS.

4. Pre-approval is required by the Treasurer/Secretary for all purchases over $200.
5. The credit card balance to be paid in full each month.
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