
WYNDHAM HILL CO-OPERATIVE HOMES INC.
INTERNAL CONTROL POLICY

February 11, 2010 
 (Updated May 22, 2019 BY THE MEMBERS)


:1.	Purpose
The purpose of the following policy is to set out guidelines for the normal operation of the Co-op and provides the Co-op with more detailed procedures to administer the co-op's Organizational   Bylaw.

2.	Variance from Policy

In emergencies, which may arise between regular meetings of the Board, these policies may be varied at the discretion of the Officers. However, each variation so enacted must be in accordance with sound fiscal practice and must be approved by resolution of the Board at its next regularly scheduled  meeting.

3.  Reconciliations

3.1 Reconciliations are reviewed by an alternate person to the person preparing the  statements

3.2 Each month the Treasurer will review the Co-op's bank statement and bank reconciliation.

3.3 Quarterly the Treasurer will review the Co-op's investment statement and  investment
reconciliation.

3.4 Each month the Treasurer or other person as designated by the Board will complete  the
Treasurer's checklist attached as Schedule A.

4. Deposit Procedures

4.1 Cash payments will not be accepted.   Cheques are accepted, as well as debit, and E-transfers to 
whcetransfer@gmail.com, or any other email as set up by the Co-op. 

4.2 Cheques are immediately endorsed for deposit by Co-op upon receipt and are stored securely in the Co-op office.

4.3  Storage of copies of all cheques deposited are stored with the deposit summary

4.4 Storage of copies of all interact transaction (debit) receipts are stored with the deposit summary.  Copies of all e-transfers shall be kept in the financial monthly files or binders.

4.5	After the 1st of the month deposit, the Co-op will make weekly deposits.





     
5.	Expenditures

5.J	Cheques will be written by the Manager or such other person as designated by the Board.

5.2 Two signatures are required on all cheques. Except in emergencies when the Treasurer cannot be reached, the Treasurer will be one of the officers signing all cheques.

5.3 Cheques and supporting documentation/invoices are reviewed by two Board of Director's officers. Signing officers should refer to the Signing Officer Procedures attached as Schedule B of this policy.

5.4 Cheques are not signed in  advance

5.5 All cheques  are pre-numbered

5.6 Voided cheques are maintained on file

5.7 Pre-authorized payments are supported by an invoice and reviewed by two Board of Director's officers

5.8 Prior Board approval is required for cash advances.

5.9 A cash disbursement detailing monthly cash disbursements will be provided to the board at their monthly meetings

6. Petty Cash

6.1 Receipts are required for all petty cash disbursements.

6.2 Petty cash will be accounted for on an impress system. That is, the fund will be replenished as required by an amount equivalent to the total of the receipts in the box.

6.3 Petty cash funds are stored in a secure place.

6.4 Petty cash is only provided for out of pocket expenses, not operational expenses.

6.5 Whenever possible expenditures over $75 will be reimbursed by cheque rather than using petty cash.

6.6 Petty Cash float will be set by the Board of Directors.
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7. Credit Card Use

7.1 All applications for credit card use by Wyndham Hill Co-operative Homes Inc. Must be approved by the Board of Directors

7.2 Purchase order to be used for all purchases

7.3 Personal purchases are not permitted

7.4 The Board of Directors will approve:
· type of purchases to be made
· set maximum credit limits and individual purchase  limits
· person(s) eligible to sign credit cards and approve purchase order

7.5 Purchase orders, work orders and shipping documents to be attached to invoices\statements for payn1ent

7.6	Designated signing officers will check supporting documentation to approving payment and initial invoice\statement and cheque requisition and credit card receipts as proof of  approval

7.7	Credit cards to be kept in secure location in the Co-op Office when not in use

7.8.	Credit card to be used only when no other form of payment is accepted

8. Laundry Machine Revenue

8.1 The Co-op will contract with a Co-op Cost Cutter's certified laundiy coin collection company for the collection of Laundry coin.

8.2 Annually the Board will review the Co-op's contract with the laundry coin collection company to ensure that the Co-op' s interests are maximized.
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Schedule A: Treasurer's Checklist

Wyndham  Hill Co-operative Homes lnc.
[bookmark: _GoBack]
                         Fiscal Year Ending August 31, _______  For the month of  ____________
	Initial
	Bank Reconciliation descriptions
	Y
	N
	N/A

	
	1. Does the reconciliation agree to the bank statement 

	Y
	N
	N/A

	
	2. Does the reconciliation agree to the balance on the Balance Sheet

	Y
	N
	N/A

	
	3. Are there any stale-dated cheques (dated more than 6 mo) 
 
	Y
	N
	N/A

	
	4. Have any cheques that cleared the bank been altered

	Y
	N
	N/A

	
	5. Pre-authorized payments are supported with an invoice

	Y
	N
	N/A

	
	Investment Reconciliations
	Y
	N
	N/A

	
	6. Does PHN Quarterly Investment Statements (Jan, Mar, Jun, Sep) agree to the Balance Sheet.
If no, then why?

	Y
	N
	N/A

	
	7. If applicable, do othr investment statements agree to the Balance Sheet

	Y
	N
	N/A

	
	Manager's Report
	Y
	N
	N/A

	
	8. The Board received a recent Managers Board Report	
Date of Report

	Y
	N
	N/A

	
	
9. This report provides balances for capital reserves, capital investments, accumulated surplus, current year surplus

	
	
	

	
	10. The Board received statements of Income & Expense; Cash Disbursements; Capital Expenditures; Financial Position

	Y
	N
	N/A

	
	11. The Board received a recent Board Arrears Report	
Date of Report 

	Y
	N
	N/A

	
	12. The Board Arrears report provides comments of payment agreements in place; follow up conducted and other information as required to provide status of the arrears
	Y
	N
	N/A

	
	Other
	Y
	N
	N/A

	
	13. I understand the Annual Operating Budget & Capital Budget Month has been be submitted to the Board
Month: 

	Y
	N
	N/A

	
	14. The prior fiscal year draft audited financial statements to be provided to the board for approval 
Proposed

	Y
	N
	N/A













	

Name:  ________________________________ (Treasurer or Board Rep)

	Signed:  _______________________________

	Date:      _______________________________

 

 

 
















Schedule B - Signing Officer Procedures


1. Before Signing cheques signing officers should:

· Make sure cheque is attached to a requisition

· Pre-authorized payments require a cheque requisition with supporting documentation to be initialed by signing officers

· Make sure proper supporting documentation is attached t0 the cheque requisition.

· Review  and initial the supporting documentation  looking for the  following:

· Invoice clearly shows the goods or services purchased and the date purchased
· If paying a monthly statement, all invoices listed on the statement must be attached  o	Date paid and Co-op's cheque number is shown on supporting  documentation
· Payments or credit cards require individual receipts and receipts initialed by signing officers

· Review and sign the cheque looking for the  following:

- o	Cheque is made out to the same name as the invoice  (never "cash") o	Cheque amount is the same as the invoice(s)
o	Cheque amount numbers and written words are the same  amount
· Review and initial the cheque requisition looking for the following: o  Payee same name as cheque
· Adequate description of goods or service purchased o	Amount same as the cheque -
· Cheque date & number are the same as the cheque
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