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Preamble: This Policy covers all financial policies of the Engineering Society, its services, its corporate initiatives, and affiliated groups that are governed by the Engineering Society Council and the Engineering Society Advisory Board. 
A. [bookmark: _Toc41141604]Finances
A.1 The Engineering Society’s Financial Structure
A.1.1 The Engineering Society shall hold a commercial bank account with a corporate financial services organization. The bank will be a Schedule 1 (Domestic) institution recognized by the Canadian Bank Act. 
A.1.2 The Engineering Society will follow Canadian Generally Accepted Accounting Principles (GAAP) and will operate in full compliance of regulations set out by the Canada Revenue Agency.
A.1.3 The Engineering Society’s financial records shall be managed by a bookkeeper, andbookkeeper and reviewed by a Certified General Accountant. 
A.1.4 The bookkeeper shall administer separate accounting files for the Society, each service, and each corporate initiative. Simply Accounting QuickBooks shall be used as the primary financial accounting system. 
A.1.5 The Engineering Society shall administer payroll through a secure online payroll service. 
A.1.6 The fiscal year for the Engineering Society shall be September 1st to August 31st of each year. 
A.1.7 The Executive shall have signing authority for the bank accounts of the Society, and the Corporate Initiatives. All bank accounts shall be two-to-sign accounts, andaccounts and will require two signatures or approvals for any action. 
a. In the event of the extenuating circumstance, such as personal emergency or travel, where only one Executive member is physically able to sign a document before the required date, the General Manager may act as a signee, under the following conditions:
i. All Executive Members provide written consent for the General Manager to be a signee of the document on their behalf.
ii. The consent is given in the form of an email sent to both the General manager and the rest of the Executive. 
A.1.8 The Engineering Society Council (Reference α) shall hold ultimate authority over all financial decisions of the Society, as outlined in θ, B. 
A.1.9 The Engineering Society Advisory Board (Reference ζ, C) shall oversee the financial accountability and sustainability of the services and corporate initiatives of the Engineering Society. Council may request to view the financial statements of the Society at any time, provided at least two days’ notice is given.
A.1.10 The Engineering Society will e-mail the last known account user (i.e. Design Team Captain, Year President, etc.) after three years of account inactivity. If a response is not received within 30 days, the aforementioned account will be closed. Any remaining funds will be dispersed under the General Account and documented as retained earnings.	Comment by Salma Ibrahim: Relates more to Affiliated Groups and is mentioned already in C.1.11.
A.2 Allocated Expenses
A.2.1 EngServe is the recovery of expenses incurred by the Engineering Society through the operations of its services and corporate initiatives. This includes rent, phone, administration, accounting, insurance, and banking.
A.2.2 EngServe is calculated annually by the Vice-President (Operations) and will apply from Sept 1st - August 30th. All efforts should be made to calculate the EngServe charges before the services and corporate initiatives create their budgets.
A.2.3 The new EngServe agreement must be signed by the Vice-President (Operations) and the individual(s) responsible for the service/corporate initiative before it is deemed valid. 
A.2.4 Once the agreement is signed, EngServe will be paid automatically by the bookkeeper to the Engineering Society monthly.
A.2.5 EngServe will include HST where appropriate, as determined by a chartered accountant.
A.2.6 The EngServe rate for each service and corporate initiative is determined as follows:
a. Rent; based on the individual space usage of each group and collected to recoup the utility charges, as determined in the Engineering Society Lease with Queen’s University.
b. Phone; based on the number of phones and lines used by each group.
c. Administration; a proportional amount of the General Manager’s costs, based on the estimated time spent with each group.
d. Accounting; a proportional amount of the bookkeeping costs, based on the time breakdown from the previous year.
e. Insurance; a proportional amount of the Society’s general liability insurance.
f. Banking; a proportional amount of securities company charges and ATM rental, based on the usage of each group. 

A.2.7 [bookmark: _Hlk58433545]Banking; a proportional amount of securities company charges and ATM rental, based on the usage of each group. 
B. [bookmark: _Toc41141605]Society
B.1 Purpose
This policy outlines the overall financial policies of the Engineering Society’s General operations. This Policy does not apply to affiliated groups or the Corporate Initiatives, the specific financial policies for which are described in Subsections C and DD, respectively.
B.2 Financial Accountability and Sustainability
B.2.1 The Engineering Society shall acquire the services of Chartered Accountants to complete an annual financial review engagement. The purpose of a financial review is to maintain financial accountability and transparency. 
B.2.2 The Engineering Society shall endeavor to maintain $100,000.00 in its commercial bank account. 
B.3 Operating Budget 
B.3.1 The Director of Finance and/or Vice-President (Operations) shall present an Operating Budget to Council at the first meeting of the school term. Once approved, this budget shall govern the expenditures of the Society for the remainder of that fiscal year.
B.3.2 50% of the operating surplus, as determined by the financial review engagement, will be included as a revenue source in the following Operating Budget. 
B.3.3 The Operating Budget for the fiscal year shall have a 25%10% contingency on all position expenses and event position expenses, as outlined in the Chart of Accounts.	Comment by Salma Ibrahim: Have been using 25% since SCI. 
B.3.4 The preliminary Operating Budget shall be made available on the EngSoc website a minimum of one week before it is brought to council. This allows time for feedback and questions to be sent to the Director of Finance before the final budget is compiled.
B.3.5 The final Operating Budget shall be made available on the EngSoc website and sent out to the Council list a minimum of 48 hours before the vote. No changes can be made to the budget after this point unless a formal amendment is made at Council. This allows all society members adequate time to review the budget before it is approved. The previous year’s Actuals and upcoming year’s Operating Budget shall be presented to Council at the first Council after the summer.
B.3.6 The Operating Budget shall include all anticipated revenues and expenses for the fiscal year. This will include an estimated total summer spending amount, described below in θ, ‎B.3.13B.1.13.
B.3.7 The Operating Budget shall include gross revenues and expenses as opposed to net revenue or net expense for a given project or event.
B.3.8 Council may amend the Operating Budget at any time during the year.
B.3.9 The approval of the Operating Budget by Council shall authorize the expenditures granted in the budget without further approval from Council.
B.3.10 Unanticipated expenses:
a.  During sitting sessions of council, expenses under $500 that were not included in the Operating Budget must be approved by the a majority of the Executive. Any unbudgeted purchases over $250 must be reported to Council at the next session.
b. During non-sitting sessions of council, expenses under $1000 that were not included in the Operating Budget must be approved by the a majority of the Executive. Any unbudgeted purchases over $500 must be reported to Council at the next session.
B.3.11 Any unanticipated expenses over $500 that were not included in the Operating Budget must be presented to and approved by Council.	Comment by Salma Ibrahim: Repeated
B.3.12 Except as may be directed by Council or when approved in the Operating Budget, no member is empowered to make purchases in the name of the Society or in any way financially obligate the Society.
B.3.13 The Director of Finance and/or Vice-President (Operations) shall present Pre-Actuals to Council before the new Executive is elected.  The purpose of the Pre-Actuals shall be to inform Council of the financial situation of the Society mid-way through the academic year. Additionally, presentation of Pre-Actuals may allow for reallocations of funds previously budgeted for yet no longer needed. The Pre-Actuals will include: 
a. Comparison of spending to date with budgeted amounts.
b. Explanations of large variances exceeding 25%.
c. A breakdown of proposed reallocations, to be approved by Council.
B.3.14 [bookmark: _Ref65355292]A detailed breakdown of summer spending shall be presented at the last Council of the academic year. This shall include:
a. Funds required for capital summer projects.
b. Expenses that have not previously been budgeted for in the Operating Budget and are anticipated between May 1st and August 31st.
B.4 Taxation; HST 
B.4.1 Harmonized sales tax returns shall be filed with the Canada Revenue Agency as required, in consultation with the Society’s Chartered Accountant.
B.4.2 Taxes and remittances relating to payroll (Canadian Pension Plan, Employment Insurance) will be filed with the Canada Revenue Agency, in consultation with the Society’s Chartered Accountant and payroll provider. 
B.4.3 The Society and each of its services will maintain a Workplace Safety Insurance Board (WSIB) account and make payments as required by the WSIB.
B.5 Financial Investments 
B.5.1 The Engineering Society shall have long-term investments, managed by a professional Investment Advisor and Financial PlannerPlanner, and hosted by a Schedule 1 (Domestic) institution recognized by the Canadian Bank Act. 
B.5.2 The funds must be invested in secure, low-risk investments that are provincially or federally backed such that they are maintained and grown as sustainable resources for the future. 
B.5.3 Contributions to the investments shall be made by the Vice-President (Operations) annually and shall consist of: 
a. 50% of the operating surplus from the previous year as determined by the annual financial review.
B.5.4 Contributions shall be made to the investments such that the liquid investments are 50% of the fund and the non-liquid amount to the remaining 50%. Thereafter, any annual surplus and/or interest earned on the investments from the previous fiscal year as determined by the financial review engagement shall be incorporated into the following year’s Engineering Society Operating Budget. 
a. Liquid investments are defined as those that can be converted to cash within one monthmonth.
b. Non-liquid investments are defined as those that require longer than one-month to convert to cashcash.
B.5.5 Contributions shall be made to the investments until the liquid investments accumulate to $150,000.00 and the non-liquid investments accumulate to $150,000.00. Thereafter, any annual surplus and/or interest earned on the investments from the previous fiscal year as determined by the financial review engagement shall be incorporated into the Operating Budget. 
B.5.6 Capital expenditures from the investments can be made from the following categories: 
a. An unforeseen need for emergency funding. 
b. Capital improvements to the Engineering Society spaces. 
c. New Engineering Society initiatives.
d. Any initiative, donation, or funding deemed worthy. 
B.5.7 All capital expenditures must be approved by the Engineering Society Council by a 2/3 majority vote. In case of emergency funding, an emergency Council will be called. 
B.5.8 A list of all Engineering Society assets (including prices and dates purchased) will be kept up to date for capital planning and purchasing purposes.
B.6 Credit Card
B.6.1  The President, Vice-President (Operations), Vice-President (Student Affairs) and General Manager of the Engineering Society will each hold a corporate credit card in their names, tied to the Society’s commercial bank account. 
B.6.2 The Director of Finance will oversee the credit cards use, and will ensure that the following stipulations for credit card use are met: 
a. [bookmark: _Ref65355538]The credit cards will be used for approved budgeted expenses, the purchasing of approved inventory for the Society’s services and corporate initiatives, and for any large affiliated group expenses (provided they have sufficient funds in their account). 
b. Before the credit card is to be used for any unbudgeted purchase, a majority of the Executive must approve its use for that specific purchase. 
c. The credit card holders are responsible for providing a breakdown of their credit card statement with all receipts of purchases to the Director of Finance, who will submit them to the bookkeeper for inclusion in Society’s books. 
d. Any unauthorized inappropriate purchases will be brought to the Engineering Review Board (ERB) or to the Advisory Board, which will then make the recommendations to the Executive on a course of action to be made.
i. An inappropriate purchase is defined as one which is not listed in θ, B.4.‎B.6.2a, and/or, is not approved by a majority of the Executive.
ii. Possible courses of actions include the confiscation of the user’s credit card, suspension from the offender’s position (when allowed in policy), or recommendation that they be removed from their position.
iii.  Recommendations on the appropriate courses of action will be made at the discretion of ERB or the Advisory Board. 
e. If a credit card is lost, the credit card shall be temporarily cancelled by the Vice-President (Operations). It is the responsibility of the credit card holders to immediately notify the Vice-President (Operations) when the credit card is lost. 
B.7 Honoraria 
B.7.1 The payment of an honorarium is an expression of gratitude by the Society. Such payments are not to be considered a salary, andsalary and are awarded at the discretion of Council. 
B.8 Executive Subsidy
B.8.1 The purpose of the Executive Subsidy shall be to recognize the significant time commitment required to fulfill their responsibilities and to mitigate the financial impact experienced by a member of the Executive, should they choose to enroll in summer courses or take an additional academic term to complete their Bachelors of Applied Science degree, at Queen’s University.
B.8.2 The Executive Subsidy shall be one of the following, decided at the discretion of each Executive member on an individual basis:
a. The cost of any additional tuition or other mandatory fees to be paid as a result of a reduced course load during their term, up to a maximum of one half of the combined cost of one year’s full‐time Engineering and Applied Science tuition and the applicable mandatory fees.
b. The cost of any summer courses,The cost of any summer courses enrolled in during their term, up to a maximum of two courses.   
c. A $1,000.00 honorarium. 
B.8.3 Options a) and b) shall only be available to Executive members who were eligible to graduate on a normally accepted track given their circumstances before being elected. 
a. To obtain options a) or b) of the Executive Subsidy, the Executive member must submit a request to the Engineering Review Board (ERB), complete with adequate documentation of increased financial burden as a result of the aforementioned reducedreduced course load or summer courses. This documentation will be used by ERB to assess the eligibility of any candidate, andcandidate and will remain strictly confidential. 
b. To obtain option c), the Executive must submit a request to ERB and must have presented their year-in-review report to Council.
B.8.4 Authority will be granted to ERB to determine the value of any Executive Subsidy to be granted, within the confines of this policy. 
B.8.5 Should a candidate disagree with the eligibility assessment made by ERB, an appeal may be made directly to the Engineering Society Council in a closed session.
B.9  Mileage Reimbursements
a. If an individual, with the exception ofapart from permanent staff, is asked to use their own vehicle for purposes pertaining directly to the activities of the Engineering Society, they may be reimbursed for the distance driven at a rate of $0.50 per kilometer or compensated directly for the amount offor fuel consumed, whatever is the lesser amount.
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C.1 [bookmark: _Ref65355647] Finances
C.1.1 The finances of affiliated groups shall be managed by the Director of Finance through long-term liability accounts in the ‘Bank of EngSoc’, as outlined below and in accordance with Canadian GAAP. 
C.1.2 Affiliated groups include year executives, discipline clubs, competitions, design teams, conferences, and other initiatives or groups who are associated with and bank through the Engineering Society.
C.1.3 The treasurer for each affiliated group must attend a financial training session run by the Director of Finance and/or the Vice-President (Operations) before gaining access to their account. 
C.1.4 The Director of Finance is responsible for ensuring that the groups’ accounts stay within their allocated budget. Any over-spending must be reported to and approved by the Director of Finance. If the over-spending is not approved, reimbursement will not be possible.
C.1.5 If over-spending exceeds $500, a proposal for how the funds will be replaced must be submitted to the Director of Finance and the Vice-President (Operations), and must be approved by Council for the funds to be granted.
a. In emergency situations, a majority of the Executive may approve the funds to be granted in lieu of Council. The Vice-President (Operations) must be a part of this majority. This approval must be reported at the next Council.
C.1.6 The Director of Finance will not reimburse any invoice that in any way violates the constitution or policies of the Engineering Society or puts the society at any liability.  
C.1.7 Affiliated groups, with the exception of discipline clubs and year executive,  shall present a budget to the Society no later than August 31st of the prior fiscal year to be reviewed by the Vice President (Student Affairs), Vice President (Operations), the Director of Finance, and their respective directors. 	Comment by Salma Ibrahim: All affiliated groups should be submitting a budget if they are choosing to bank with EngSoc.
a. The budget shall include a 25% contingency fund for unexpected expenses. The budget shall be maintained and updated throughout the year by the Director of Finance and the Financial Officers group’s executive and , andtreasurer and will be posted on the ‘Bank of EngSoc’ SharePoint Sitesite.
b. The budget’s “actuals” must be updated and reflective of the group’s financial operations to receive reimbursement for group expenses.
c. Financial Officers (FOs) must reject reimbursement requests that have not been reflected in the group’s budget on the ‘Bank of EngSoc’.
C.1.8 The treasurer for each affiliated group should keep a record of all the deposits, charges, and withdrawals made to their account. 
C.1.9 [bookmark: _Ref65354967]No affiliated group is permitted to go into debt with the ‘Bank of EngSoc’ for a period longer than 6 months.
C.1.10 Affiliated groups will have access to their account statements, including account balance and transaction history, through the ‘Bank of EngSoc’ SharePoint site. Official documentation from accounting software will be provided monthly, and will also be available from the Director of Finance within a maximum of two days from the time of request.
C.1.11 Any group account that is stagnant for a period of two academic years, without discussion with Director of Finance or Vice-President (Operations), shall have their account removed and any remaining funds will be dispersed under the General Account and documented as retained earnings. incorporated into the next years’ Operating Budget. 
C.1.12 Affiliated groups will submit transaction requests to the ‘Bank of EngSoc’ SharePoint site, including the following transactions:
a. Receipts of all expenditures must be saved by the treasurer of each group and attached to cheque requisitions submitted through the site.
b. Cash box requisitions and the associated float withdrawals.
c. Credit card payment requisitions.
d. Cash and cheque deposits.
e. Tickera requests for online ticket sales.
C.1.13 Of the above transactions, the Financial Officers (FOs) will be responsible for approving/rejecting all transactions except credit card payments. Credit card payments will be approved/rejected by an Executive member. The decisions of the FOs may be overridden by the Director of Finance.
C.1.14 If an affiliated group does not follow the policy laid out in Section ‎C.1C.1 Finances, they shall be eligible for de-ratification.
C.2 Dean’s Donations
C.2.1 Dean’s Donations shall be allocated through the Faculty by application to the Dean of Engineering and Applied Science through the Faculty office. The group receiving the donation shall request that a cheque be issued made payable to the Engineering Society of Queen’s University. 
C.3 Affiliated Group Debt
C.3.1 Any Engineering Society affiliated group bank account balances that are below zero, not as a result of operational year expenses, as approved by the Director of Finance, shall be considered as affiliated group debt.
C.3.2 Affiliated groups that are in debt past the current operational year, as mentioned in ‎C.1.9, must develop a repayment plan approved by the Vice-President (Operations) and the Director of Finance.
a. Groups that do not have a pre-existing repayment plan must meet with the Vice-President (Operations) and the Director of Finance to develop one.
b. The purpose of the repayment plan is to reinstate the group’s financial standing with the Society by repaying any debts owed within a reasonable timeframe.
c. If the debts owed are not repaid within this allocated timeframe and by any pre-discussed deadlines, the group will immediately lose access to their account, and will be subject to consequences as stated below in ‎C.3.2e.
d. The Vice-President (Operations) and the Director of Finance may request a meeting with any affiliated group regarding debt, and they must respond within the next 96 hours.
e. [bookmark: _Ref65354924]Failure to respond to this request or abide by a repayment plan will be considered as neglection of debt and may result in consequences at the discretion of the Vice-President (Operations), including a motion to de-ratify the group at fault.
C.3.3 Repayment plans must include the following.
a. Account history
b. Future budget, accounting for the repayment plan.
c. Detailed execution plan, including how the group will pay back their accumulated debt.
d. Any other measures requested by the Vice-President (Operations) or Director of Finance
e. Group contact information, including incoming members where possible if the repayment plan spans more than one operational year.
C.3.4 The repayment plan may include debt forgiveness at the discretion of the Vice-President (Operations).
a. If debt forgiveness is determined to be larger than $1,000, the group must bring this as a motion for Council approval.
b. If it is determined to be less than $1,000, it will be treated as bad debt that may be written off according to ‎C.3.9.
c. Debt forgiveness may be written off by the Vice-President (Operations), in consultation with the bookkeeper, as a bad debt expense using the direct write-off method and it must be reported to Council and in the current Operational Budget.
C.3.5 The Director of Finance will document and store the repayment plans within the Bank of EngSoc SharePoint site.
C.3.6 The outgoing Director of Finance shall review all repayment plans yearly with the incoming Director of Finance as a part of the annual role transition.
a. The outgoing leadership of all affiliated groups must disclose their debt and any existing repayment plans to the incoming leadership as part of the transitioning of roles.
b. The incoming Director of Finance must discuss any existing repayment plans with the incoming affiliated group to establish clear communication on the clauses of the previously agreed upon repayment plan.
C.3.7 The outgoing Vice-President (Operations) and/or Director of Finance must present at the last Council any affiliated groups in debt and their current account balances, including repayment plans for those groups.
C.3.8 The incoming Director of Finance must take repayment plans into consideration when approving affiliated groups’ budgets.
C.3.9 [bookmark: _Ref65233098]Affiliated group debt older than three academic years is considered to be bad debt expense.
a. Bad debt expenses may be removed from financial records by the bookkeeper using the direct write-off method at the discretion of the Vice-President of Operations, Vice-President of Student Affairs, and the Director of Finance.
b. The approval requirements of writing off bad debts are as follows:
i. Amounts lower than $5,000 may be written off by the Vice-President (Operations) in consultation with the Director of Finance.
ii. Amounts above $5,000 must be approved by a majority vote at Council.
c. Any affiliated group debts that are written off must be disclosed to the student body at the next Council by the Director of Finance and/or Vice-President of Operations.
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