




FINANCE AND AUDIT COMMITTEE 
Terms of Reference
[bookmark: _Hlk24895878]REVISION HISTORY
	Version
	Issue Date
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	Reason for Change

	Draft 1.0
	22 June 2022
	Thomas Burnie
	Initial draft for comments

	Draft 1.1
	25 August 2022
	Thomas Burnie
	Editorial alignment with draft Policy & Guidance Manual & revised Committee structure

	
	
	
	


APPROVALS
	Version
	Issue Date
	Approving Authority
	Comment

	1.0
	14 September 2022
	Board of Directors
	Provisional Use

	2.0
	
	Board of Directors
	




Governance Flow Suite of Documents
These Terms of Reference (TOR) for the Finance and Audit Committee are found within the governance suite of documents as highlighted.BOARD HANDBOOK GOVERNANCE SUITE FLOW




Conventions
The following conventions are used in this document.
· “Board” means Board of Directors.
· Citations from other sources are in italics.
· Hyperlinks are used internally in this document or externally with other documents where practicable.
· “OStG” means the Order of St. George Corporation.
· Reference to the Policy and Guidance Manual will include the applicable Bylaw where appropriate.
· “TOR” means Terms of Reference.


Discussion
Purpose
[bookmark: _Hlk93069219]These TORs are the framework for the Finance and Audit Committee to assist the Board of Directors in its fiduciary responsibilities for the effective management of the corporation’s financial affairs.
Input
This document uses the following input references:
· [bookmark: _Hlk64728934]The OStG By-law Section 31, Committees of the Board of Directors
· The OStG Policy and Guidance (PG) Manual, 
· Chapter 2 Self-Governance Polices, 
· Section 2.3.5 Membership dues
· Section 2.4.7 Committees of the Board of Directors and 
· Chapter 5 Financial Policies.
Output
Given the input references and their general implications, the output of this document includes the:
· [bookmark: _Hlk93069342][bookmark: _Hlk93069343]Composition and meetings
· Responsibilities and functions
· Responsibility Assignment Matrix
· Administration, reports, and returns
· Annex A – Financial Approval Levels
· Annex B – Bookkeeper Description of Services
· Annex C – Budget Planning Guidance

COMPOSITION AND MEETINGS 
The Committee, as minimum, shall comprise a committee chair, the corporate Treasurer, and the corporate Secretary. The Chair is responsible for identifying and recruiting any non-designated committee members to give other expertise as required. The committee is supported by professional staff and advisors where appropriate. 
The Board of Directors, by resolution, may remove any committee member per By-law, Section 31. 
The Board Chair is an ex officio committee member.
The Committee shall meet as often as necessary to conduct its work. Committee decisions are subject to Board approval. 
As part of the committee and to provide additional assurance, the Board will appoint an ad hoc team of at least three (3) members to undertake internal audit reviews concerning financial reporting, internal control, compliance, and reporting. Each team member must be financially literate and free of conflict of interest. 


RESPONSIBILITIES AND FUNCTIONS
The Committee is responsible for assisting the Board by conducting the day-to-day management of the corporate financial affairs in the following key functions:
· Financial management, 
· Internal Audit, and
· Annual budgeting.
RESPONSIBILITY ASSIGNMENT MATRIX
The table below reflects the assignment of management responsibilities and tasks against the key functions along with the related accountability. 
Legend:
R = Responsible – performs the assigned work to complete the task.
A = Accountable – delegates the work tasks to those responsible, ensuring the task is completed thoroughly and correctly. 
C = Consult – seek opinions from those who are typically subject matter expert or have relevant responsibilities; and with whom there is two-way communication.
	
Deliverables and Tasks
	Board
	Committee Chair
	Treasurer
	Bookkeeper
	Secretary
	Administrator
	Applicable committees
	Insurance Broker
	Internal Audit Team 
	Public Accountant

	Financial Management 
	
	
	
	
	
	
	
	
	
	

	Maintain authorized signing officers’ register.
	A
	C
	C
	
	R
	
	
	
	
	

	Complete approved financial transactions at least monthly. (See Annex A – Financial Approval Levels)
	
	C
	A
	R
	
	
	C
	
	
	

	Submit account status reports to Board at least quarterly.
	A
	C
	R
	C
	
	
	C
	
	
	

	Publish schedule of remunerated administrative expenses.
	A
	
	R
	C
	
	
	C
	
	
	

	Conduct controllership interactions with the bookkeeper (Seed Annex C – Bookkeeper Services).
	A
	
	R
	C
	
	
	
	
	
	C

	Conduct interactions with public accountant.
	
	C
	A
	R
	
	
	
	
	
	C

	Approve adjusted financial statements from the public accountant.
	A
	C
	R
	
	C
	
	
	
	
	C

	Submit annual financial statements to corporate members.
	A
	C
	R
	
	C
	
	
	
	
	C

	Submit annual corporate financial data to CRA.
	
	A
	R
	
	C
	
	
	
	
	C

	Internal Audit
	
	
	
	
	
	
	
	
	
	

	Review all financial reporting as directed to include: 
· significant accounting & reporting issues including complex or unusual transactions & highly subjective areas to ensure understanding of impact on financial statements
· results of an audit with management and the public accountant, together with any difficulties encountered 
· annual financial statements to determine completeness, consistency with known information & adherence with appropriate accounting principles
· annual and financial reports and any regulatory filings before release to ensure the accuracy, consistency, and completeness of the information
	A
	C
	C
	C
	C
	C
	C
	
	R
	C

	Examine internal control processes to:
· Consider the effectiveness of the corporation's internal control system as it pertains to financial matters and reporting
· Review and confirm the independence of the public accountant
· Review the external public accountant’s proposed audit or review engagement scope and approach including the co-ordination with internal auditing efforts
· Review the performance of the public accountant and recommend final approval on their appointment or discharge.
· Meet separately, as needed, with the public accountant to discuss any matters that should be treated with confidentiality
	A
	C
	C
	C
	C
	C
	C
	
	R
	C

	Assure compliance processes to:
· Review the effectiveness of the system for monitoring compliance with laws and regulations and the results of management’s   follow-up of any instances of noncompliance
· Review the findings of any examinations by regulatory agencies and any auditor observations
· Obtain regular updates from management and the organization's legal counsel regarding compliance matters
	A
	C
	C
	C
	C
	C
	C
	
	R
	C

	Provide an open avenue of communication between the team, committees, the Public Accountant 
	A
	C
	C
	C
	C
	C
	C
	
	R
	C

	Annual Budget
	
	
	
	
	
	
	
	
	
	

	Develop corporate financial plan for revenue and expenditure (Annex C – Budget Planning)
	A
	R
	C
	C
	C
	C
	C
	C
	C
	C

	Prepare budget for next business year
	A
	R
	C
	C
	C
	C
	C
	C
	C
	C





ADMINISTRATION, REPORTS AND RETURNS
[bookmark: _Hlk25311538]The Chair is responsible for ensuring completion of committee work and for sending its reports and returns as follows:
a. committee meeting Records of Decision[footnoteRef:1], [1:  The Board Secretary is responsible for filing all Records of decisions.] 

b. progress reports for Board Meetings,
c. budget forecasts,
d. annual work plan,
e. annual report on the past year's activities, and
f. [bookmark: _Hlk106273350]performance measures to show the committee performance/contribution to the OStG overall priorities and goals.	
Provisional V1.0 Approved 14 Sept 2022
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[bookmark: _Toc17278050][bookmark: _Toc67402308][bookmark: _Toc103265336][bookmark: _Toc17278049][bookmark: _Toc67402307][bookmark: _Toc103265335]Annex A to Finance & Audit TOR – Financial Approval Levels
PURPOSE
This policy establishes the level of expenditure that may be approved by each level of authority and applies to all financial expenditures in the CORPORATION.
FINANCIAL APPROVAL
The Board of Directors is accountable for the management and expenditure of corporate funds. Approvals of expenditures are delegated as outlined below. Delegated approval includes both the commitment and expenditure of such funds.
Budgeted Expenditures:
· Program Head/Committee Chair/Prior – within approved budget,
· Treasurer – all administrative expenses, and
· Board Chair– all expenditures when the designated approving authority is not available.
Non-forecast Expenditures:
· Program Head/Committee Chair/Prior – to a maximum of $500 per year, and
· Board of Directors – all expenditures over those indicated above.
Those approving non-forecast expenditures must ensure that unencumbered funds are available (contingency funds, unallocated funds and/or previously agreed upon offsets from other activities).
Payment Authorization
The Treasurer authorizes payments when: 
· the expenditure supports an approved activity within the assigned authority level; and 
· funds are available in the program/committee envelope.

Annex B to Finance & Audit TOR – BOOKKEEPER Services
[bookmark: bookmark3]Schedule "A"
Description of Services
Financial activities / records of accounts for The Order of St. George AND The International Knightly Order of St. George Foundation are currently kept through QuickBooks Online ("QBO"). The general bookkeeping services described below will make use of the existing books.
The Client will ensure that the Bookkeeper is added as a Standard User with All rights to the existing Client File.
1. Receipt and entry of financial data each month;
Data may be delivered in person, via courier, or electronically
All statements should be downloaded when available
Recommend use of a secure server folder or encrypted email for sharing of data electronically
2. Reconciliation of expenses, income, and statements each month;
Notification of any anomalies within the data
3. Preparation of cheques, as needed;
Cheques can be prepared within QBO and printed by another, with access to the software file and the physical cheques
4. Preparation and delivery of Financial Statements each month, and quarterly comparative statements. Financial Statements include:
a. Profit & Loss
b. Balance Sheet
c. Accounts Payable Aging
d. Accounts Receivable Aging
e. Other reports which may be prepared in the Bookkeeping Software, as requested
5. Preparation of monthly, quarterly, or annual HST Tax Summary Report, if required
6. Preparation and delivery of Year End Financial Statements for the preparation of annual tax filing
a. Adjusting journal entries from previous year end
b. Adjusted Trial Balance from previous year end
c. Trial Balance
d. General Ledger
e. Accounts Payable Aging
f. Accounts Receivable Aging
g. Statements and Reconciliations reports for final month of year end and first month of new year
h. NOTES on new or changed accounts

Annex C to Finance & Audit TOR – Budget Planning Guidance


[bookmark: _Toc10008207][bookmark: _Toc67401987][bookmark: _Toc103261967]Figure 1 Typical Year Budgeting Concept
Planning and Budget Concept
Fixed administration costs, the estimated operating expenses, proposed activities, and anticipated revenue are the basic elements of the CORPORATION’s annual budgeting process. Figure 13 illustrates the typical budget approval approach for the financial year.
Annual Budget Cycle Actions
Activity planning is a “bottom up” process. The business planning team, in concert with the corporate committee chairs and Priors, create ideas for retaining, removing and/or creating activities consistent with projected financial resources from operating year activities. As well, human resource availability must be a factor when considering activity planning levels. The table below describes the annual budget cycle actions for all committees and Priors.

[bookmark: _Toc10008512]
[bookmark: _Toc67401999][bookmark: _Toc103261807][bookmark: _Annex_B_to_2]Table 1 Annual Budget Cycle Activity
Legislation (on-line)


Bylaw        (Part II)


Policy , Guidance & Procedures (Part III)


Operating Documents (Part V)


Governance TORs         (Part IV)


Canada Corporation  Acts


By-Law


Framework


Self-Governance


Human Resource


Program


Financial


Advocacy


Members


Directors


Strategic Plan


Business Plan


Income Tax Act


Officers


Committees


Committee Guidance


Foundation (Part I)


Letters Patent


Objects


Activities


Applicable  Ontario Acts


Key Documents


Articles of Continuance


Governance Risk



Financial year


Identify activity for next year funding


Prepare budget to support recurring & new activity


Assess current spending year activity & funding


Execute approved spending year activity


Approve next spending year budget



First Quarter - January - March


Second Quarter April-June


Committees & Priors execute approved financial activities


Third Quarter July - September


Committees & Priors execute approved financial activities.


Fourth Quarter October - December


Committees & Priors conduct performance review of budget resource allocations against existing activities.


Committees & Priors execute approved financial activities


Business Planning Team submit preliminary proposals  for next spending year to the Board of Directors by end June.


Committees & Priors submit Effectiveness Report on activity deliverables.


Committees & Priors execute Business Plan activities within the approved budgets.


Business Planning Team obtain Board approval for next spending year business plan by end September.


Ad hoc Audit Committee conducts interim performance and compliance audit of expended resources.


Board approves activities and budget for next spending year.


Business Planning Team begin activity planning and budgetting for next spending year based on any proposals and performance review from the past spending year.


By end March, the Treasurer provides estimates of funds available for activities in the next spending year.
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