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Nepalese Canadian Heritage Centre and Temple Ottawa (NCHCTO)
FINANCIAL POLICIES AND PROCEDURES

Nepalese Canadian Heritage Centre and Temple Ottawa (hereafter referred to as ‘NCHCTO") is
a small not-for-profit religious organization incorporated under the Canada Not-for-profit
Corporation Act on July 10, 2021 (CRA Business # 778657005RC001; Corporation # 1317290-
2). NCHCTO is fully run by a committed groups of community volunteers.

Purpose

1. The financial policies are aimed at ensuring that financial and management control are
established and maintained in such a manner as to provide reasonable assurance that
assets are safeguarded, accounted for and controlled and the transactions of the
NCHCTO are in accordance with its bylaws and regulatory requirements.

2. The financial policy provides a framework of operating standards and behavioral
expectations and monitor their operations. All individuals with financial responsibilities
are expected to be familiar with and operate within the parameters of these policies and
procedures, ‘

3. These financial policies have been designed keeping in view the current structure of the
NCHCTO. Accordingly, the Board will review these financial policies as necessary, get it
updated in line with the existing requirements.

4. As per the requirement of NCHTCO, from time to time the Board will consider
formulating specific policies such as for staffing and investments or detailed procedures.

Roles and Responsibilities:

Treasurer ~ The Treasurer shall serve as a chief financial officer, and maintain custody and
management of the funds by keeping complete and accurate accounts of all assets, liabilities,
receipts, and disbursements of the organization. The treasurer has the primary responsibility for
administering and ensuring the compliance with the financial policies and procedures. The
Treasurer shall liaise with federal/provincialflocal govemment bodies for discharging financial
obligations like taxes, duties and fees as applicable.

The Treasurer shall prepare budgets of the organization in consultation with the Officers and
Directors. The Treasurer shall prepare and present financial statements to Officers and the
Board. The Treasurer shall make sure the best use of financial resources and timely servicing of
all obligations for the best interest of the organization. The Treasurer shall also liaise with the
independent accountant/external auditor, as necessary. The Treasurer shall also perform other
duties as determined by the Board from time to time.

Board of Directors — Directors, individually and collectively, support the Officers (Presidents,
Vice Presidents, General Secretary, Treasurer) of the Board in management and operation of
the organization. In consultation with officers and directors, the President may assign specific
duties to directors for furthering the objectives of the organization.
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Executive Committee — The Executive Committee is responsible for the overall directions and
supervision of organization’s financial activities and to ensure that accounts and records are
maintained in accordance with bylaws and regulations. Appoints the independent accountant for
review of the financial records and annual financial statement.

Finance Committee — The Finance Committee is composed of the Treasurer and members
designated by the Board of Directors. The Treasurer serves as the chairs of the Finance
Committee. The Finance Committee is responsible for overseeing the development of the
annual budget; determining the allocation of investment deposits; in-depth reviews of the
organization’s financial activity; assisting the independent accountant in review of the financial
records and preparation of the annual financial statement; and assisting the Treasurer in review
of the documents and reports for regulatory filing.

Independent Accountant: The independent accountant is appointed by the Board of Directors
by resolution or at the annual members’ meeting. The independent accountant is responsible for
an in-depth review of all books and records relevant to organization’s financial transactions for
the fiscal year and verifies that the financial statement compiled by the Treasurer and members
of the Financial Committee is complete and accurate. The independent accountant also
identifies any discrepancies or deficiencies, and offers recommendations appropriate changes
and improvements to organization’s accounting procedures.

General Accounting Policies

The accounting system follows general accepted accounting policies (GAAP). Financial
statements are prepared using the accrual basis of accounting. All income is recognized only
when cash or cash equivalent are received. The fiscal year of the organization is January 1
through December 31.

The accounting records are updated regularly and subject to the oversight of the President or
the Board or its designate on a monthly basis. A filing system accessible to the President and
General Secretary is maintained for all financial records. This filing system may be electronic or
paper, or both.

Budget:

The annual budget for the fiscal year is prepared by the Treasurer working closely with the
Financial Committee, Officers, and the Board. The annual budget is approved by the Board,
prior to the beginning of the fiscal year if possible.

The quartery financial statement is compared to approved budget in order to monitor the actual
revenues and expenses. Any adjustment to the budget due to unplanned or unexpected
expenses must be approved by the Board.

Financial Statement:

Quarterly financial statements are compiled by the Treasurer and presented to the Executive
Committee within 30 days of the end of the each quarter. Annual financial statement is compiled
by the Treasurer and get it reviewed and approved by the independent accountant within 60
days of the end of fiscal year. The financial statement shall be presented to Board within 90
days of the end of the fiscal year and at the next members’ annual meeting. An overview of the
organization’s monthly revenues and expenses should be presented at the Board regular
meetings.
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Banking Arrangements and Signing Authority

The banking business of the organization shall be transacted at such bank, trust company or
other firm or corporation carrying on a banking business in Canada or elsewhere as the board of
directors may designate, appoint or authorize from time to time by resolution.

All NCHCTO cheques shall be signed by any of the following two (2) officers: President,
Treasurer, General Secretary of the organizations, the board of directors may by resolution from
time to time designate, direct or authorize. All sections of the cheque must be completed before
signing. Under no circumstances a blank cheque of the organization can be signed by any of
the officers or directors. :

Deposits:
In general, deposits are made weekly. Amounts greater than $1,000 are deposited by the next
business day.

Bank Account Reconciliations
Bank account reconciliations should be done monthly. Other balance sheet accounts are
reconciled at least quarterly.

Petty Cash

A petty cash account is kept at the discretion of the VP-Operation. Petty cash is used only when
it is necessary to pay for small purchases of goods or services and to provide an adequate
amount of change at fund-raising events where cash is accepted. A requisition form is
completed for each transaction and a receipt acquired upon payment. Petty cash disbursements
are limited to maximum of $100. Total petty cash funds do not exceed $200, except where more
‘funds are needed for change at fundraising events. When funds drop below $50.00, the VP-
Operation may replenish the account by completing a requisition form.

Petty cash can be disbursed only with the approval of the President or VP-Operation. Petty cash
requisitions are reviewed and coded by the accountant. Actual funds are managed and keptin a
locked box. The petty cash account is reconciled prior to replenishment and at least monthiy.

Disbursements

Whenever possible, separate people should be responsible for coding, preparing, and
authorizing disbursements. Invoices are paid in a timely manner, generally weekly, and before
late penaity charges apply.

Reimbursements
A requisition form is prepared and approved when requesting reimbursement for organization
expenses. Relevant invoices and receipts should be attached.

Large Purchases and Spending Limits

Any purchases and services up to $1,000 are approved by the President. Any purchases and
services between $1,000 and $2,000 is approved by the Executive Committee. All purchases
and services greater than $2,000 must be be approved by the Board of Directors by resolution.

Written quotes from at least 3 vendors must be obtained for any purchase over $5,000 and
presented to the Board before a purchase is approved. ,
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Capital Expenditures

Tangible assets exceeding $500 and expected to last longer than a year are classified as capital
assets and included in an inventory record. The capital assets inventory record contains
descriptions, serial numbers, dates of purchase or receipt, valuations, dates of valuation and
item locations.

Donations and Receipting

Donations will be accepted and receipts will be issued strictly in accordance with the regulatory
requirements. Only authorized officers and directors can issues the donation receipts. A
complete and accurate record of all donations and receipts shall be maintained.

The cash donations (cash offerings) in the center's donation boxes shall be collected and
recorded by one of the Directors in the presence of another Director or volunteer.

Donated capital assets are recorded at fair market value as per the regulation. The nature and
amount of the donated capital assets is disciosed. The value does not exceed the value at
which the organization could have purchased those materials.

Investments

The investment objectives of the organization, in order of importance, are the safety of principal,
liquidity, and a competitive rate of retum. Investment restrictions may, at the discretion of the

- Board, include such issues as quality, diversification requirements, or social issues. The
Treasurer and Officers have primary responsibility for advising the Board on investment policy
and for establishing any specific guidelines as to the mix and quality of the investment
account(s).

Payroll

NCHCTO'’s all activities, including operation and maintenance of facilities and delivery of
activities and services are performed by unpaid volunteers. NCHCTO has no plan to hire any
paid employees in the near future. However, as the organization grows and paid employees
become necessary then NCHCTO will develop and implement the appropriate personnel
policies and procedure in accordance with federal, provincial and local requirements.

Books, Records and Retention Period
The Executive Committee shall ensure that all necessary books and records required by the
bylaws of the organization or by any applicable law and regulations are properly kept.

Books of accounts shall be maintained under the prescribed generally accepted accounting
policies (GAAP). All organization books and records will be retained as per the regulatory
requirements.

Regulatory Filing

Treasurer is responsible for ensuring all organization’s documents and reports are complete and
accurate, and are filed in a timely mannerin accordance to regulatory requirements. Regulatory
documents and reports are prepared in collaboration with the financial committee and presented
to Executive Committee before the filing.
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Remuneration

All officers, directors and volunteers shall serve without remuneration and no officers, directors
and volunteers shall directly or indirectly receive any payment from their position of the
organization. However, directors may be reimbursed for the actual expenses incurred by them
in the performance of their duties.

Conflict of Interest :

An officer, director and volunteer who has a direct or indirect interest in a contract or
transaction, or a proposed contract or transaction, with the organization, shall make the
disclosure required by the Canada Not-For-Profit Corporations Act. Except as provided by

the Act, no such director shall attend any part of a directors’ meeting or vote on any resolution to
approve any such contract or transaction.

Exceptions:

Exceptions to written policies may only be made with the prior approval of the Finance
Committee or the Board of Directors.

Approved by Board of Directors on March 5, 2022.

President Treasurer General Secretary
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