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LONGVIEW HOUSING CO-OPERATIVE INC.
SPENDING POLICY

1. Purpose Of The Spending Policy
The purpose of this Spending Policy is to set out the rules for capital
and operating expenses (budgeted discretionary expenses and
unbudgeted discretionary expenses), and who must give permission for
each type of spending, as appropriate. This policy takes the place of all
previous by-laws/policies and resolutions.

2. Capital Expenses
The Board must adopt a capital spending plan and work plan for capital
expenditures and present it to a meeting of the members for approval.
This plan is to be updated every 3 years. The approved plan is to be
provided to CMHC while the Operating Agreement is in place.

The capital spending plan must show:
 the list of capital items to be replaced or repaired

the estimated cost

» the proposed source of funds
« the estimated timeline, and

» the impact of the proposed expenses on the Co-op’s
current and future operating and capital budgets.

Members’ approval of the capital spending plan will authorize the
Board to spend the Co-op’s funds for capital expenditures for the
purposes and from the source specified, to a maximum of the total
expenditures in the spending plan. Section 7 provides further details.

Exceptions may be made when any expenditure is classified as an
emergency, as stated in Section 6 below, or for the replacement of any
refrigerator or stove that it is not economical to repair. Such
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exceptions (other than the replacement of refrigerators and stoves)
must be reported to the members at the next General Meeting.

A minimum of $50,000 must be kept in the Replacement Reserve
except in the case of large emergency expenditures or members’
approval, given at a General Members’ Meeting; to spend some of this
amount has been given.

No money from subsidy funds or money owed to C.M.H.C. may be
spent on capital expenditures. Money from members’ deposits may
only be spent with members’ approval given at a General Meeting.

3. Operating Expenses
Prior to the beginning of each fiscal year, September 1*, a budget for
operating expenses for the upcoming fiscal year will be presented to a
General Members Meeting for discussion and approval.

All committees must submit a detailed budget request to the Finance
Committee to be incorporated into the draft budget. The final draft is
then submitted to the Board for approval in the month of May. The
Board approved draft budget including amendments then must be
presented to a General Members Meeting no later than June 30" for a
members’ vote and approval. The approved budget authorizes the

Board and coordinator to incur the mandatory costs for operating the
Co-op.

Members must receive written notice of any changes to expenses:
housing charges, parking, and laundry sixty (60) days prior to
September 1%

4. Budgeted Discretionary Expenses
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Discretionary expenses such as advertising, bookkeeping, florists,
gardening, maintenance, management, security, member
communications, newsletter, office and social events must be
authorized by means of a purchase order in accordance with its
inclusion in the budget. If purchased without a purchase order, receipts
can be submitted for reimbursement.

5. Non-budgeted Discretionary Expenses
a) If a service or item is not in the budget, a Request for Non-Budgetary
Expenditure form for review by the Finance Committee with a
recommendation to the Board for approval is required to generate the
purchase order. Individual members, staff and committees of the Co-op
may not authorize expenditures or otherwise make financial
commitments on behalf of the Co-op unless the Board has given them
prior explicit authority to do so.

6. Emergency Expenses
Emergency expenses are those expenses the Co-op must make
immediately because a delay will:
e Risk property damage, or
* Endanger the safety of members or property, or
* Disrupt essential services to members such as light and power,
heat, hot water, refrigeration, cooking, etc.

The Coordinator and/or Board may authorize any unbudgeted
emergency expenses on the Co-op’s behalf without further authority
from the members. The Board may delegate authority for emergency
expenditures to Co-op staff.

All unbudgeted emergency expenses must be reported to the Board.

Significant unbudgeted emergency expenses must be reported by the
Board to the members.
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7. Expenditure Amounts
a. Expenses under S5,000
The Board or person authorized by the Board is not required
to get written quotations for expenses of $5,000 or less, but
must take a prudent approach to all spending. This could
include getting a written quote or getting three oral quotes.
b. Expenses between $5,000 and 515,000
* The Board or person authorized by the Board will get
three written quotes based on a detailed written scope of
work before approving a discretionary expense between
$5,000 and $15,000. The Board may waive this
requirement in cases where the Co-op:
® Has used a particular supplier or contractor regularly, or
* Participates in a bulk-buying program, and
* Has found that the prices are competitive

c. Expenses of $15,000 or more
The Board or other person authorized by the Board will use
a formal tendering process to get written quotes based on a
detailed written scope of work for contracts of $15,000 or
more. Contracts for projects costing $15,000 or more must
contain a clause allowing the Co-op to terminate the
contract or agreement without penalty where there has
been a breach of the conflict of interest provisions.

There will be no automatic renewal of any contract or
agreement.
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The Board or other person authorized by the Board involved
in the formal tendering process must sign a confidentiality
agreement that applies to all information about the Co-op
and all information received from the bidders. They can sign
the attached Form 1, Confidentiality Agreement.

When choosing a quote or bid, the Board or other person
authorized by the Board must consider:
* Whether the quote or bid meets the requirements set
out in the detailed scope of work;
* The quality of goods and services to be provided;
e The experience of the service provider or contractor;
* The timing of the work;
* The extent to which the product or service s
“environmentally friendly”;
® The cost of the work.

The Board or other person authorized by the Board does not
have to choose the lowest quote or bid. They may choose
another for reasons such as quality, experience, business
ethics or timing. If they do not choose the lowest bid, they
must document the reasons for their choice in the minutes
of their Board meeting.

d. Petty Cash
The authorized amount for petty cash shall be $200.00 and

the Coordinator has unlimited access, supported by receipts.
Petty cash is to be utilized to purchase items or supplies that
would normally be included in the budget.

8. Purchasing Agent
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The Purchasing Agent will be the Coordinator or other individuals as
designated by the Board.

9. Conflict of Interest
No person may initiate or dapprove any expense or purchase that
substantially benefits that person or where that person has any conflict
with respect to that expense or purchase.

This policy replaces the Spending Policy approved by Members in 2001 and the prior Spending Policy and Spending
Authority Policy approved by Members in 1986 and 1989.



