E. [bookmark: _Toc444796700][bookmark: _GoBack]Corporate Initiatives
E.1 Purpose
E.1.1 This policy outlines the overall financial policies of the Engineering Society’s corporate initiatives. This policy applies to:
a. Orientation Week
b. Science Formal
c. Clark Hall Pub
d. Tea Room
e. Science Quest
f. Golden Words
g.  Campus Equipment Outfitters
E.1.2 The Integrated Constables service shall complete their finances through the Faculty of Engineering and Applied Science
E.2  Operations
E.2.1 Each Corporate Initiative shall have a Volunteer or Employee who is responsible for monitoring and administrating the finances of that Corporate Initiative. This person shall be referred to as the Finance Manager of that Corporate Initiative.
a. The person responsible for each Corporate Initiative shall be referred to as the Head Manager of that Initiative
E.2.2 Each corporate initiative shall maintain a commercial bank account linked to the Engineering Society’s commercial account. 
E.2.3 Corporate Initiatives shall utilize an accepted Point of Sale system. All sales must be entered on the day sold while any variance must be reported to the Director of Services and Vice-President (Operations) immediately. 
E.2.4 Each corporate initiative’s fiscal year shall be from May 1st – April 30th. 
E.2.5 The corporate initiatives shall follow the Financial Standard Operating Procedures as outlined by the Vice-President (Operations) and the Bookkeeping Protocols as outlined by the bookkeeper. 
E.2.6 The President or Vice-President (Operations) must sign-off on all cheque requisitions that are sent to the bookkeeper.
a. All requisitions must be generated by the Finance Manager and signed off by the Head Manager
E.2.7 Each corporate initiative will make deposits into the Society’s deposit safe that are in a deposit bag ready for pick up by a securities company. 
E.2.8 The appropriate persons shall have online access to their respective corporate initiative’s bank account to view their transaction history and balance, as determined by the Vice President (Operations).
E.2.9 Each Corporate Initiative shall have access to a current copy of an appropriate accounting software. The Director of Services or Vice President (Operations) shall distribute updated files weekly.  
E.3  Budgets
E.3.1 Each corporate initiative is required to create a budget for its fiscal year.
E.3.2 The following criteria are required for preliminary budgets: 
a. Orientation Week and Science Formal must include 10% contingency on expenses
b. All budgets must contain a well-researched and detailed statement of probable revenue and expenses for the service’s fiscal year.
c. All budgets must contain the budgeted figures for the upcoming year and actual figures from the previous year.
d. All preliminary budgets must have a maximum surplus of 10% of total revenue. 
e. Each corporate initiative must make every effort possible not to budget for a deficit. In the case that it is unrealistic to do so, any budgeted deficit must be approved by the Vice-President (Operations) and a majority of the Executive.  
E.3.3 Preliminary budgets must be reviewed by the Vice-President (Operations) a minimum of two weeks in advance. 
E.3.4 Preliminary budgets must be circulated to the Advisory Board a minimum of one week in advance. 
E.4 Capital Assets
A schedule of capital assets possessed by each corporate initiative is to be maintained
The schedules will contain the following:
a. The original purchase date of each asset
b. The original cost of each asset
c. The original expected useful life of each asset
d. The depreciation costs each corporate initiative is currently paying out
E.5 Accountability
E.5.1 The Vice President (Operations) shall each year present to the Advisory Board the operating account balances for each of the Services participating in the Capital Fund, and the expected budget for the Capital Fund
a. The presentation will occur at the first summer meeting of the Advisory Board
b. This presentation shall include the opening balance of the Capital Fund, the anticipated net expenditures by each Service for that Fiscal year, the amounts transferred into the account at the end of the previous fiscal year, and any other transactions planned for the account.
E.5.2 Each corporate initiative must present their preliminary budgets to the Advisory Board for its approval.
a. A corporate initiatives’ capital asset schedule shall also be presented alongside its budget
E.5.3 The approval of the budget by the Board shall authorize the expenditures outlined in the budget without further approval from the Board.
E.5.4 Any expenses not included in the approved budget must be approved by the Finance Manager and Head Manager
E.5.5 Any expenses over $500 not included in the budget must be approved by the Vice-President (Operations) the President. Such expenses must be reported to the Board at the next meeting. 
a. The Director of Services may provide approval in lieu of the President for Services-related expenses under $1000
E.5.6 Any Capital expenses over $1000 not included in the budget must be presented to the Advisory Board and approved by the Vice President Operations and President
a. Corporate Initiatives participating in the Capital Fund shall follow section Theta E.9  instead
E.5.7  If deferral of the expense until such time as the Advisory Board could reasonably be convened would cause a material loss to the Society, the expense may be approved by the President and Vice President (Operations), and presented at the next scheduled Board meeting.
E.5.8 Except as may be directed by the Vice President (Operations) and President or when approved in the budget, no manager, committee member, or employee/volunteer is empowered to make purchases in the name of a corporate initiative or in any way financially obligate a corporate initiative. 
E.5.9 The Finance Manager is responsible for ensuring that their financial statements are accurate. This should be done by:
a. Reviewing their monthly financial statements, to be completed by the bookkeeper before the end of the following month.
b. Communicating any necessary changes to the bookkeeper in a timely manner.
c. Meeting with the Head Manager and Vice-President (Operations) on a monthly basis to review the corporate initiative’s finances and compare the actuals to the budget.
E.5.10 The reviewed financial statements should then be presented to the Vice-President (Operations).
E.5.11 The Vice-President (Operations) is responsible for making these statements available to the Chair of the Finance Committee of the Advisory Board before the end of the two subsequent months. 
E.5.12 The Finance Committee shall review the monthly financial statements of each corporate initiative. 
E.5.13 Committee members shall only be permitted to receive their final honoraria (in the form of an appreciation dinner) upon submission of their transition reports to the President.
E.6 Loans from the ‘Bank of EngSoc’
E.6.1 All corporate initiatives may request a loan from the ‘Bank of EngSoc’. A loan request must be accompanied with:
a. The year-to-date actuals of the corporate initiative.
b. The corporate initiative’s current inventory.
c. A list of all outstanding debts and invoices due.
d. A cash flow analysis for the remainder of the fiscal year.
e. A loan repayment plan.
E.6.2 Any short-term loan from the Engineering Society to a corporate initiative that is fully repayable within 60 days must be approved by the Vice-President (Operations) and a majority of the Executive. The short-term loan must then be reported at the next Council meeting. The Vice-President (Operations) is responsible for presenting the loan and the loan repayment plan to the Advisory Board at the next meeting of the Board.
E.6.3 Any long-term loan from the Engineering Society to a corporate initiative that requires a repayment plan must be approved by Council. The Vice-President (Operations) is responsible for presenting the loan and the loan repayment plan to the Advisory Board at the next meeting of the Board.
E.6.4 The loan repayment plan must be reasonable and should take into account the financial situation of the corporate initiative.
E.6.5 The corporate initiative must work to eliminate the operating deficit by increasing appropriate revenue generating mechanisms and decreasing expenses.
E.7 Surpluses and Deficits
E.7.1 If a corporate initiative runs a surplus in any one year:
a. The corporate initiative must repay all current liabilities and a reasonable amount of any outstanding debt with the Engineering Society, as determined by the Vice-President (Operations).
b. The remaining retained earnings shall remain in the corporate initiative’s bank account, unless relocated by the Vice President (Operations). 
E.7.2 If a corporate initiative runs a deficit in any one year:
a. The corporate initiative may use retained earnings from previous years to cover the deficit.
b. The corporate initiative may request a loan from the Engineering Society, as outlined in θ, E.5 above.
E.7.3 The Vice President (Operations) may relocate retained earnings (both positive and negative) for the purposes of the Capital Fund, as outlined in Policy Section Theta E.9
E.8 [bookmark: _Ref442576876]The Capital Planning Committee
E.8.1 The Capital Planning Committee shall exist to create, alter and approve proposals to be used for the purpose of the Capital Fund
E.8.2 The Chair of the Capital Planning Committee shall be the Vice President (Operations)
a. The Director of Services shall serve as Chair when the Vice President (Operations) is unavailable
E.8.3 Membership of the Capital Planning Committee shall consist of and be limited to:
a. One manager from each Corporate Initiative participating in the Capital Fund, as selected by the Head Manager of that Corporate Initiative
b. The Director of Services
c. The Finance Chair of the Advisory Board
d. The Strategic Planning Chair of the Advisory Board
E.8.4 The Capital Planning Committee shall meet twice per year, to coincide with the January and September meetings of the Advisory Board
a. The meetings will be scheduled to occur a minimum of one week before the Advisory Board meetings
E.8.5 Quorum for the Capital Planning Committee shall be meet if all the following conditions are met:
a. One of the Vice President (Operations) or Director of Services is present
b. One other Board member is present
c. A minimum of half of the Corporate Initiative managers are present
E.8.6 The Capital Planning Committee may only approve proposals if quorum is met
E.8.7 The Capital Planning Committee shall ensure that proposals contain the following elements, in addition to any others expected by the Advisory Board for capital expenditures:
a. Written justification of how the capital expenditure is in the long-term best interests of the Engineering Society Services (including options analysis if appropriate) 
b. Demonstration of a price comparison and/or purchase options as appropriate, including a minimum of two fixed pricing quotes
c. Demonstration of product comparison (including installation, warrantee, maintenance and operating costs) as appropriate, including a fixed installation quote and appropriate maintenance schedule quote from Queen’s Physical Plant Services or other appropriate supplier
d. Depreciation schedule for the capital expenditure
e. Depreciation schedule for the service showing the status of all current capital assets being depreciated
f. Current itemized listing of the service’s furniture and equipment capital asset inventory
g. Any budgeting requirements relating to amortization, if desired
h. A description of added duties and responsibilities as a result of the purchase, and which managers and/or staff will assume these duties
i. Such other forms and documentation as the President or Vice President (Operations) may from time to time direct 
E.8.8 Prior to approving proposals, the Capital Planning Committee shall ensure that the following aspects are demonstrated:
a. The proposal(s) represent the best current use of resources, including the option of investment
b. Due diligence has been performed to ensure that all information is reasonably accurate
c. Proper consideration has been given to the financial sustainability of the Corporate Initiatives
E.8.9 Approval of proposals shall occur by majority vote of the committee members present, not counting the Vice President (Operations)
a. A tie will be decided upon by the Vice President (Operations)
E.9 [bookmark: _Ref445785365]The Capital Fund
E.9.1 The Capital Fund shall exist as a means of allowing participating Services to take on capital projects that otherwise would not be possible within the constraints of a Service’s operating budget
E.9.2 The Capital Fund shall exist as investments and/or cash holdings, held with a corporate financial services organization. The bank will be a Schedule 1 (Domestic) institution recognized by the Canadian Bank Act.
E.9.3 The Capital Fund shall be accounted for in a manner that complies with Generally Accepted Accounting Principles (GAAP), or International Financial Reporting Standards (IFRS), as determined by the Society’s accountant and the Canadian Revenue Agency
E.9.4 The following Services shall participate in the Capital Fund. This section of policy, E.9, shall only apply to these groups.
a. Clark Hall Pub
b. The Tea Room
c. Campus Equipment Outfitters
d. Golden Words
e. Science Quest
E.9.5 Annually and in consultation with the Finance Committee, Director of Services and General Manager, the Vice President (Operations) shall set bank account levels for each of the participating Services individually
a. These amounts will reflect the funds required for a Service to maintain proper cash flow throughout its operational year, based on the last three fiscal years and anticipated changes to business plans
E.9.6 Participating groups shall contribute to the Capital Fund
E.9.7 Contributions to the Capital Fund shall be made by the Vice-President (Operations) annually and shall consist of: 
a. Any surplus or deficit of the levels set by the Vice President (Operations) in the commercial bank account at the fiscal year end as determined by the Vice President (Operations) in consultation with the Engineering Society’s bookkeeper
E.9.8 Capital expenditures from the Capital Fund will be made from the following categories: 
a. Costs relating to capital assets for the participating Services
b. Any other initiative, donation, or funding deemed worthy
E.9.9 A cost or project shall only be considered a capital expenditure if:
a. The cost is greater than one thousand dollars and
b. The asset in questions is expected to yield benefits beyond the current fiscal year
E.9.10 A list of all Engineering Society assets (including prices and dates purchased) will be kept up to date for capital planning and purchasing purposes.
E.9.11 The purchase of capital assets using funds from the Capital Fund is subject to the approval of the President and Vice President (Operations), following a presentation of a proposal to the Advisory Board
a. Capital Expenditures that qualify as “emergent capital requirements” under this policy shall not be subject to this requirement, but shall follow subsection E.9.139
i. For the purpose of this policy, an “emergent capital requirement” shall be a requirement for a capital expenditure of such a nature that the deferral of the expense until such time as the Advisory Board could reasonably be convened would cause a material loss to the Society
b. Approval by the President and Vice President (Operations) of a capital expenditure shall be made only by signed statement to that effect. The statement shall include the maximum allowable expenditure (including applicable taxes) and the depreciation period and refer to any specific constraints applied by President and Vice President (Operations)
E.9.12 [bookmark: _Ref442576625]Proposals for capital Expenditures shall be presented to the Advisory board before approval
a. Only the Capital Planning Committee may submit proposals requesting the use of resources from the Capital Fund
b. The following documentation is mandatory with all capital expenditures:
i. Written justification of how the capital expenditure is in the long-term best interests of the Engineering Society Services (including options analysis if appropriate) by the Director of Services on behalf of management
ii. Demonstration of a price comparison and/or purchase options as appropriate
iii. Demonstration of product comparison (including installation, warrantee, maintenance and operating costs) as appropriate
iv. Depreciation schedule for the capital expenditure
v. Depreciation schedule for the service showing the status of all current capital assets being depreciated
vi. Current itemized listing of the service’s furniture and equipment capital asset inventory
vii. Any budgeting requirements relating to amortization, if desired
viii. A description of added duties and responsibilities as a result of the purchase, and which managers and/or staff will assume these duties
ix. Such other forms and documentation as the President or Vice President (Operations) may from time to time direct 
c. Additional supporting documentation may/should also be presented to the Board, if the complexity and the expenditure so warrants
d. The Board may demand such additional supporting documentation, as it deems necessary to properly assess the proposal
e. It is expected that capital expenditure proposals of unusual scope be supported by substantial additional documentation
E.9.13 [bookmark: _Ref442576366]In the case of an “emergent capital requirement”, the expenditure of funds to satisfy the requirement may be made without the prior presentation to the Advisory Board upon the written authorization of the President and Vice President (Operations)
a. The details of any capital expenditure made under this section shall be provided to the Advisory Board as soon as practicable, along with the written authorizations demanded and the required capital expenditure documentation as outlined in subsection E.9.12
b. The President and Vice President (Operations) shall sign a statement ratifying the emergent capital expenditure, to determine the amortization scheme of an expenditure made under this section and to refer to any specific constraints applied.
E.9.14 The appropriate parties shall be notified of all approved capital expenditures, including but not limited to the General Manager, Service Head Managers, and the Society’s Bookkeeper


F. [bookmark: _Toc444796701]Allocated Expenses 
F.1 Purpose 
A.6.11. Some expenses, as determined by the Vice President (Operations), shall be allocated across several accounts and operating budgets, including but not limited to rent, phone, administration, accounting, insurance, and banking.
F.1.1 Anticipated allocations are to be calculated annually by the Vice-President (Operations).
F.1.2 The Vice President (Operations) shall present a schedule of anticipated allocated expenses between the Corporate Initiatives and Society operating budgets to the Advisory Board at the first summer meeting of the Board.
a. This presentation will include a breakdown showing relevant cost categories, and the amounts to be budgeted in each cost category by the Engineering Society and each Corporate Initiative
b. This presentation shall include justification for allocations, including the allocation base used
F.1.3 Expense allocations will include HST as determined by a chartered accountant.
F.2 Rate Determination 
F.2.1 Expense allocations shall be determined as follows:
a. Rent and Utilities; based on the individual space usage of each group, as determined in the relevant agreements that may exist between the Engineering Society and third parties
b. Phone; based on the phones and lines used by each group.
c. Administration; a proportional amount of the General Manager’s costs, based on recorded time spent with each group.
d. Accounting; a proportional amount of the bookkeeping costs, based on the time breakdown records
e. Insurance; a proportional amount of the Society’s general liability insurance, and any additional policies held by the Alma Mater Society charged to the Engineering Society
f. Banking; a proportional amount of securities company charges and ATM rental, based on the usage of each group. 
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