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SECTION ONE:  INTRODUCTION 

 

 

A. INTRODUCTION  

  

1. The Century House Senior Citizens’ Activity Association (CHSCAA) is also 

known as the Century House Association (CHA).  

2. The CHA is a member-driven, unincorporated, non-profit association with 

registered charity status.  

3. Century House provides, within allocated resources, year-round opportunities 

that will help satisfy the leisure, education and social needs of adults, 50 and 

older, in New Westminster.  It also provides an environment to assist members in 

maintaining a sense of continuing relevance to the larger community as well as 

fostering positive self worth through acceptance by others, belonging, 

recognition, contribution and achievement.  

4. Century House is a partnership between the CHA and the City of New 

Westminster with administrative authority resting with the City of New 

Westminster’s Parks and Recreation Department.  That partnership is governed 

by a current Memorandum of Understanding.  

5. The City owns the building and the land, pays for the dedicated Century House 

staff as well as the maintenance, upkeep and operations of the building.  

6. The member-driven Association works with City staff and volunteers to provide 

activities, programs and services.  Century House facilities are also used for 

programs offered by the City of New Westminster which determines content, time 

and cost.  

7. CHA funding derives from a combination of grants, donations, sponsorship, 

fundraising events and activity group contributions.  

  

B. DEFINITIONS  

1. Bylaws are the fundamental rules and principles that define the structure and 

operation of an organization and provide a framework for its governance. They 

cover broad aspects of the organization such as its purpose, membership 

structure, board composition, meeting procedures and how decisions are made. 

Bylaws can only be created, changed or removed at an Annual General Meeting, 

with 2/3 majority vote required. 

2. Policies are specific guidelines and rules that govern the day-to-day 

management and operation of an organization. They provide detailed instructions 

on operational matters such as financial guidelines, communications and rules 

governing committees. Policies are created, changed or removed by Executive 

motions but cannot contradict bylaws. 

3. Procedures are a specific step by step set of instructions that outline how a 

policy should be carried out. 
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  DEFINITIONS (Continued)  

  

4. The following abbreviations shall be used in this document:  

a. CHA – Century House Association  

b. CHAE – Century House Association Executive  

c. CHAPS – Century House Association Peer Support 

d. CNW – City of New Westminster  

e. CRA – Canada Revenue Agency 

 

 

C. GOVERNANCE STRUCTURE  
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SECTION TWO:  GOVERNANCE DOCUMENTS  

  

  

A. CENTURY HOUSE ASSOCIATION BYLAWS – JANUARY 29, 2025  

  

1. Name:  Century House Senior Citizens’ Activity Association, also known as 

Century House Association (CHA).  

  

2. Constitution/Purpose:  The mandate of the Century House Association is to 

foster opportunities for leisure, education and social activities for members within 

a safe and welcoming environment.  

  

3. Memorandum of Understanding with the City of New Westminster:  The Century 

House Association partners with the City of New Westminster as stated in the 

current Memorandum of Understanding.  

  

4. Bylaws:  The bylaws of the Century House Association (CHA) shall not be 

altered, added to or deleted except by a 2/3 (two thirds) majority vote at an 

Annual General Meeting after at least 21 days’ notice has been given of the date 

of that meeting and the changes, additions and/or deletions being proposed.  

 

5. Membership:  

a. Members must be at least 50 years of age.  

b. Membership is renewable on a yearly basis by payment of the applicable fee 

to the City of New Westminster.  

c. The amount of the applicable membership fee is set by the City of New 

Westminster.  

d. Member must observe all rules and regulations of the Association.  

e. Member must observe all rules and regulations of the City of New 

Westminster.  

f. Membership in good standing is conditional on compliance with d. and e. 

above. 

g. A guest from the Lower Mainland (Vancouver-Hope) may accompany a 

member for a limit of three visits, after which time they must purchase a 

membership.  Visitors from outside the Lower Mainland may be a guest for 

the extent of their visit to the area.  The sponsoring member is responsible 

for obtaining a guest pass from the office at each visit and for the conduct of 

their guest.  

h. The Executive positions for the CHAE shall be President, Vice President, 

Secretary, Treasurer, up to three (3) Members at Large and Past President. 
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CENTURY HOUSE ASSOCIATION BYLAWS – JANUARY 29, 2025 (Continued)  

  

6. Annual General Meeting:   

a. The Annual General Meeting will be held in January.  The Annual General 

Meeting will be chaired by the President of the Association.  

b. Notice of the date, place and time of the Annual General Meeting shall be 

given no less than 21 days prior.  

c. Quorum for the Annual General Meeting shall be 20 members in good 

standing.  

d. The Agenda of the Annual General Meeting shall include Financial and other 

Reports, the Election to the Executive and other business as determined by 

the Executive.  

e. Election of Executive Officers shall be conducted by a representative of the 

City of New Westminster. All positions other than Past President shall be 

elected yearly.  

  

7. Executive:  

a. The Executive other than the Past President shall be elected every year.  

b. The President, Vice-President and Past President may serve for a maximum 

of two consecutive years.  

c. Members at Large may serve for a maximum two consecutive years.  

d. The Secretary and Treasurer may serve for a maximum of five consecutive 

years.  

e. The Executive shall manage all activities and internal affairs of the 

Association.  

f. The Association shall purchase Board Officers insurance for the Executive. 

g. In the event of an Executive vacancy, it shall be filled by appointment by 

CHAE for the balance of the term. 

  

8.  Signing Authority:  

a. Any contract or other document to be signed on behalf of the Association 

shall be signed by one or more individuals authorized by the Executive.  

b. All cheques written on behalf of the Association must be signed by two 

authorized members of the Executive. 
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CENTURY HOUSE ASSOCIATION BYLAWS – JANUARY 29, 2025 (Continued) 

 

9. Finances:    

a. Investment of Association Funds - The Executive may make any investment 

in which a prudent investor might invest, unless policy prohibits that 

investment.  

b. Financial Statements - The Executive must present to the members at each 

Annual General meeting a financial statement for the previous year.  

Financial statements must be prepared in accordance with generally 

accepted auditing standards. 

 

10. Robert’s Rules of Order are to be followed at all CHA Meetings.  

 

B. CITY OF NEW WESTMINSTER CODE OF CONDUCT – Refer to:  

https://www.newwestcity.ca/parks-and-recreation/about-parks-and-

recreation/sb_expander_articles/965.php 

 

C. CITY OF NEW WESTMINSTER HUMAN RIGHTS POLICY – Refer to: 

https://www.newwestcity.ca/database/files/library/CNW_DOCS_1206567_v1_FOI

_2018_12___Respectful_Workplace_and_Human_Rights_Policy.PDF 

 

D. CITY OF NEW WESTMINSTER PRIVACY POLICY – Refer to:  

 https://www.newwestcity.ca/privacy 

 

E. ROBERT’S RULES OF ORDER QUICK SUMMARY – Refer to:  

https://www.uwindsor.ca/secretariat/sites/uwindsor.ca.secretariat/files/4.rro-top_10-

cheat_sheet.pdf 

 

F. CENTURY HOUSE ASSOCIATION MEMORANDUM OF UNDERSTANDING –See 

Appendix B for details. 

  

https://www.newwestcity.ca/parks-and-recreation/about-parks-and-recreation/sb_expander_articles/965.php
https://www.newwestcity.ca/parks-and-recreation/about-parks-and-recreation/sb_expander_articles/965.php
https://www.newwestcity.ca/database/files/library/CNW_DOCS_1206567_v1_FOI_2018_12___Respectful_Workplace_and_Human_Rights_Policy.PDF
https://www.newwestcity.ca/database/files/library/CNW_DOCS_1206567_v1_FOI_2018_12___Respectful_Workplace_and_Human_Rights_Policy.PDF
https://na01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.newwestcity.ca%2Fprivacy&data=05%7C02%7C%7Cccf27448b482479fad1708dcb969d73a%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638589111435228772%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=0poh6FUqNtHPnfFSYPxzFxLCkZ6RpUkc6XAsiCX8Guw%3D&reserved=0
https://na01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uwindsor.ca%2Fsecretariat%2Fsites%2Fuwindsor.ca.secretariat%2Ffiles%2F4.rro-top_10-cheat_sheet.pdf&data=05%7C02%7C%7Cccf27448b482479fad1708dcb969d73a%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638589111435241286%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=5YtuJXN4cHeHZDOoCPNaN0TlAmL6RXrl2eS1i7es9pw%3D&reserved=0
https://na01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uwindsor.ca%2Fsecretariat%2Fsites%2Fuwindsor.ca.secretariat%2Ffiles%2F4.rro-top_10-cheat_sheet.pdf&data=05%7C02%7C%7Cccf27448b482479fad1708dcb969d73a%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638589111435241286%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=5YtuJXN4cHeHZDOoCPNaN0TlAmL6RXrl2eS1i7es9pw%3D&reserved=0
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SECTION THREE:  CENTURY HOUSE POLICY OVERVIEW, ROLES AND  

     RESPONSIBILITIES  

 

A. EXECUTIVE DUTIES AND RESPONSIBILITIES  

Preamble:  The Executive (Committee) is responsible for overseeing the 

management and decision-making processes of the CHA.  It is responsible for 

making high-level strategic decisions, setting policies, financial management, 

stakeholder communication and conflict resolution.  It works in conjunction with 

CNW staff under the terms of the Memorandum of Understanding. 

  

1. President  

a. Chairs the Executive and Chairpersons’ meetings and the Annual General 

Meeting.  

b. Coordinates and directs the affairs of the CHA. 

c. Maintains direct contact with Century House City staff.  

d. Serves as CHAE liaison to designated groups and activities.  

e. Represents the CHA on CNW and other outside committees, or delegates a 

representative when required.  

f. Serves, along with one other member of the executive, as a signing 

authority for CHA bank accounts. 

g. Along with the CNW Manager, takes necessary action in the event of any 

member not complying with CNW Code of Conduct.  

 

2. Vice President  

a. Attends the Executive and Chairpersons’ monthly meetings and the Annual 

General Meetings.  

b. Acts on behalf of the President and CHA when requested.  

c. Represents the Treasurer at meetings on request.  

d. Serves as CHAE liaison to designated groups and activities.  

e. Assumes other duties as determined by the President or the CHAE. 

.  

3.  Secretary  

a. Attends and reports at the Executive and Chairpersons’ meetings and AGM. 

b. Prepares and distributes the agenda for the Executive, Chairpersons’ 

meetings as well as for the AGM.  

c. Books the room and/or online link for the CHAE, Chairs meetings and the 

AGM as well as overseeing all related logistics.  

d. Takes accurate minutes of all the Executive and Association meetings 

including Chairs’ Committee, AGM and Special General Meetings and 

makes them available upon request.  
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EXECUTIVE DUTIES AND RESPONSIBILITIES (Continued) 

Secretary (continued) 

e. Maintains the Motion Tracker and provides an electronic copy to the 

Governance Committee to facilitate maintenance of the CHA Handbook and 

to the Century House Office Supervisor for archiving.  

f. Provides a draft copy of the minutes to the Executive within 7 days following 

the meetings. 

g. Provides a draft copy of the minutes of the Chairs’ Committee minutes to the 

group chairs within 14 days of the Chairs’ Committee meetings.  

h. Posts a copy of the CHAE and Chairpersons’ Committee adopted minutes 

on the bulletin board near the front office, provides electronic copies of the 

minutes to the CHA Website Administrator to be posted on the CHA 

website, to the Governance Committee to facilitate maintenance of the CHA 

Handbook and to the Century House Office Supervisor for archiving.  

i. Handles all correspondence as directed by the CHAE.  

j. Serves as CHAE liaison to designated groups and activities.  

 

4. Treasurer  

a. Attends and reports at the Executive and Chairpersons’ meetings as well as 

the AGM.  

b. Keeps accurate records of the CHA’s finances and makes them available 

upon request.  

c. Serves as signing authority for the CHA bank accounts.  

d. Serves as CHAE liaison to designated groups and activities.  

e. Maintains the Charitable status of the CHA.  

f. Prepares the yearly financial statement.  

g. Manages donations to the CHA.  

h. Maintains the Treasurer’s Procedures Handbook.  

 

5. Member at Large (up to 3)  

a. Attends Executive and Chairpersons’ meetings as well as the AGM.  

b. Serves as CHAE liaison to designated groups and activities.  

c. Assumes the CHAE meetings secretarial duties in the absence of the 

Secretary.  

d. Assumes tasks and responsibilities as requested by the President and/or the 

CHAE.  
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EXECUTIVE DUTIES AND RESPONSIBILITIES (Continued) 

  

6. Past President  

a. Assists the President upon request.  

b. Serves as CHAE liaison to designated groups and activities.  

c. Assumes other duties and responsibilities as requested by the President 

and/or the CHAE.  

  

7. Executive Liaison  

a. Each Activity and Support Group is assigned a member of the Executive 

both to provide support to that group as well to be its contact with the 

Executive and City staff.  Executive members cannot serve as a Liaison to 

any group in which they are a participant. 

b. In the case of conflict which the Chairperson cannot resolve, the Liaison will 

attempt to find a resolution. If that fails, the Liaison will take the issue to the 

Executive for further action. 

 

 

B. CHA COMMUNICATIONS  

 

1. CHAE shall communicate with the CHA membership on a regular basis.  

2. CHAE shall develop procedures for communication that respond to the needs of 

CHA members and update these on a regular basis.  

3. CHAE shall communicate with the public as needed by various print and 

electronic means.  

4. The CHAE or delegate shall participate in advisory committees of the CNW. 

5. The spokesperson for the CHAE shall be the president or delegate.  

6. CHAE shall keep all members’ information confidential.  
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C. CENTURY HOUSE MEETINGS  

  

1. Annual General Meeting  

a. The annual general meeting is held in January. Notice of the date, place and 

time of the Annual General Meeting shall be given no less than 21 days 

prior.   

b. Quorum for the Annual General Meeting shall be no less than 20 members 

in good standing.   

c. That meeting is chaired by the current president.   

d. The purpose of the meeting is to elect the CHAE for the upcoming year as 

well as to hear current Executive and Activity Committee reports as well as 

other business as determined by the Executive. 

e. All Executive positions other than the Past President shall be elected yearly.  

f. Executive position nominations are accepted prior to the Annual General 

Meeting as well as from the floor during the meeting.  

g. All CHA members in good standing are eligible to vote.  

h. Any issues that cannot be resolved at the Annual General Meeting will be 

referred to the Executive for decision.   

i. The elections are conducted by a representative from the CNW. 

 

2. Executive Meeting 

a. The CHAE meets monthly, as well as at a request of the CHA President, or 

any 3 members of an Activity Group.  Meetings are chaired by the President; 

in the absence of the President, the responsibility passing in hierarchal order 

to the Vice-President, Past President or a Member-at-Large acceptable to 

the majority of the attendees. 

b. The Meeting is attended by the CHAE, relevant City staff and invited guests. 

c. The purpose of the meeting is to provide a forum for topics relevant to the 

leadership of CHA.  These topics may include but are not limited to CH 

policies, CHA bylaws, communication with groups outside the purview of 

CH, financial reports, past, future and special events, information to be 

relayed to Chairpersons and City Staff. 

d. Any four members of the CHAE constitutes a quorum. 
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CENTURY HOUSE MEETINGS (Continued) 

 

3. Chairpersons’ Meeting  

a. The Chairpersons’ meeting is held monthly and is chaired by the CHAE 

president.  

b. The Meeting is attended by the CHAE, the Chairs of each activity or support 

group and committees (CHA Group[s]) as well as relevant City staff.  It is 

open to all members as observers only, with proper notice to the CHAE 

Secretary. 

c. The purpose of the meeting is to provide a forum for the CHA Groups to 

report on recent activities as well as to discuss CHA policies, financial 

reports and past and future special events and relay this information to their 

individual groups.  

d. If the President, Vice-President or Past President is not available to chair the 

meeting, the Chairpersons may appoint a Chair with the person selected to 

have all the powers and responsibilities of the President.  

e. The Executive as well as one representative from each CHA Group are 

eligible to vote.  

 

4. Open Chairpersons’ Meeting  

a. Both the May and November Chairpersons’ Meetings are open to any CHA 

member in good standing to offer opinions or suggestions under the New 

Business section of the agenda. 

b. Questions or concerns, where possible, should be submitted at least one 

week prior to the event to allow for adequate research and preparation. 

c. CHAE members and Activity Group Chairpersons only are eligible to vote.  

  

5. Special Meetings  

a. The Chairpersons may call a special CHA meeting when circumstances 

warrant. 

 

 

D. MEMBERSHIP POLICIES – See SECTION TWO, A,5  

  



Page 11 

E. MEMBER PARTICIPATION IN CHA PROGRAMS  

  

1. CHA membership is open to persons 50+ through payment of the annual fee set 

by the CNW.  

2. Membership is a requirement for participation in CHA member-led Activity or 

Support Group and Committees.  

3. Any new CHA Group must be approved by the CHAE.  

4. CHA Groups are self governing within the expectations of the CHA and the 

CNW.  

5. A CHAE Liaison is assigned to each group.  

 

 

F. CHA GROUPS 

  

1. Activity Groups  

a. CHA members may form an Activity Group based on common interests.  

b. An Activity Group must have a Group Purpose that describes what the 

group does. 

c. If the Group is affiliated with an organization(s) outside of the CHA that 

information must be included in the Purpose.  

d. An Activity Group may assess a fee to support an Activity. Fees must be 

approved annually by the group members.  

e. An Activity Group must have a Leader elected at a meeting of Group 

members.  

f. An Activity Group that deals with money must elect a Treasurer annually. 

g. An Activity Group may elect additional officers as required. 

h. An Activity Group will communicate with the CHAE through its Liaison. 

 

2. Support Groups  

a. CHA members may form a Support Group to provide social, educational or 

technology-based services according to its Group Purpose.  

b. A Support Group must have a Group Purpose that describes the recipients 

and the support required.  If the Group is affiliated with any organization(s) 

outside of the CHA, that information must be included in the Purpose.  

c. A Support Group must appoint officers as required annually; a Treasurer is 

required if the Group deals with money. 

d. A Support Group will communicate with the CHAE through its Liaison. 

  



Page 12 

CHA GROUPS (Continued) 

 

3. Group Leadership Duties and Responsibilities 

a. Coordinate and direct the business and proceedings of the group according 

to its defined purpose and maintain procedures and documentation of the 

group, e.g., clinic dates, rules of play, lesson offerings, etc. 

b. Ensure all group activities are conducted in accordance with CHAE policies 

as detailed in the CHA Handbook as well as with CNW policies and Code of 

Conduct. 

c. Represent the group as required/requested to the CHAE and at monthly 

Chairpersons’ Meetings and the annual CHA Annual General Meeting. 

d. Disseminate any relevant information from meetings to the group. 

e. Manage group issues, questions or conflicts within the group and request 

assistance from the group’s Executive Liaison to mediate as required. 

f. Inform the group’s Executive Liaison of issues the group would like placed 

on the agenda of the upcoming Chairpersons’ meeting within parameters set 

by the CHAE. 

g. Submit a written monthly group report to the Chairpersons’ meeting and a 

yearly group report to the CHA Annual General Meeting to the CHAE 

Secretary and/or Treasurer within parameters set by the CHAE. 

 

 

G. COMMITTEES 

 

1. Ad Hoc Committees 

a. The CHAE may create Ad Hoc Committees to carry out duties on behalf of the 

CHA. 

b. An Ad Hoc Committee will have a defined purpose and specific term of 

operation. 

c. An Ad Hoc Committee will report to the CHAE. 

d. The CHAE will name members to an Ad Hoc Committee. 

e. The CHAE may allocate a budget to an Ad Hoc Committee. 

f. The CHAE will name an Executive Liaison to an Ad Hoc Committee. 
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COMMITTEES (Continued) 

 

2. Standing Committees 

a. The CHA Annual General Meeting may create Standing Committees to carry 

out duties on behalf of the CHA. 

b. A Standing Committee with have a defined purpose. 

c. A Standing Committee will report to the CHAE and the Annual General 

Meeting. 

d. The CHAE will name members to a Standing Committee at the first CHAE 

meeting following the Annual General Meeting. 

e. The CHAE may allocate an annual budget to a Standing Committee. 

f. The CHAE will name an Executive Liaison to a Standing Committee. 

g. The Standing Committees of CHA shall be: 

i. Governance Standing Committee 

ii. Communications Standing Committee 

iii. Bursary Standing Committee 

iv. Events Planning Standing Committee 

 

H. FINANCES  

 

1. To ensure accuracy of information with external standards the accounting 

policies and procedures used by Century House Association (CHA) shall 

conform with Canadian Accounting Standards for Not-For-Profits (CASNFP), 

Canada Revenue Agency (CRA) requirements for Operating a Registered 

Charity and laws outlined in the Personal Information Protection Act (PIPA).  

 

2. See Appendix A for details. 
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SECTION FOUR:  CITY OF NEW WESTMINSTER STAFF  

 
 

 

 

 

Manager, Recreation Services 

and Facilities* 

 

 

 

 

 

Supervisor, 

Recreation 

Services, Seniors 

and Youth Services 

Citywide* 

      

 

 

 

 

 

Program 

Coordinator, 

Seniors 

Citywide 

Program 

Coordinator, 

Community 

Connector  

United Way 

Funded 

  

Recreation 

Facilities Clerk 

Supervisor 

Century House 

  

Food Services 

Coordinator 

Century House 

 

 

 

Assistant Program 

Coordinator 

Century House 

(Volunteer Support, 

Senior Services) 

   

Recreation 

Facility Clerk 

Century House 

  

Food Services 

Worker 

Century House 

 

 

 

Assistant Program 

Coordinator 

Citywide 

    Food Services 

Worker 

Century House 

 

 

Building Service 

Workers (report 

to Citywide Mtce 

Team) 

 

*Duties split equally between Senior and Youth Services, i.e., half-time for each. 
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SECTION FIVE:  APPENDIX  

 

A. FINANCES   

 

1. Accounting Policy 

a. To ensure accuracy of information with external standards the accounting 

policies and procedures used by Century House Senior Citizens Activity 

Association (CHA) shall conform with Canadian Accounting Standards for 

Not-For-Profits (CASNFP), Canada Revenue Agency (CRA) requirements 

for Operating a Registered Charity and laws outlined in the Personal 

Information Protection Act (PIPA). 

b. CHA uses an accrual basis accounting method. 

 

2. Monthly Close Policy 

a. The treasurer shall review and reconcile CHA and CHAPS monthly bank 

statements and prepare a Statement of Financial Income and Expense and 

a statement of Financial Position no later than 15 days after the close of the 

previous month. 

b. These statements shall be presented and approved at the following 

Chairpersons’ meeting. 

 

3. Record Keeping Policy 

a. General ledgers, financial statements, source documents and copies of 

T3010 returns shall be kept for six years from the end of the last tax year to 

which they relate or, if the charity is revoked, for two years after the date of 

revocation.  

 

4. Lines of Authority Policy 

a. Financial policies shall be reviewed annually by the Treasurer and the CHA 

accountant to ensure compliance with all external requirements including 

CASNFT, CRA and PIPA. 

b. Changes in financial policies shall be approved by CHAE and presented at 

AGM. 

c. The annual budget shall be prepared by the Treasurer, reviewed and 

approved by CHAE and presented to members at the March Chairpersons’ 

Meeting. 

d. Any unbudgeted CHA group or committee expense over $300.00 must be 

preapproved by CHAE. 

e. Unbudgeted expenses over $1000 (one thousand) shall be approved at a 

Chairpersons’ Meeting. 
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FINANCES (Continued) 

 

5. Conflict of Interest Policy 

a. It is the policy of CHA that no member of CHAE shall derive any personal 

profit or gain, directly or indirectly, by reason of his or her service to CHA.  

 

6. Physical Security Policy 

a. All key financial documents including books and records shall be kept in a 

secure place. 

 

7. Tax Compliance Policy 

a. The CHA appointed accountant shall prepare the Registered Charity 

Information Return (T3010) based on consolidated financial statement no 

later than six months after the fiscal period end. 

b. The treasurer shall file two GST rebate statements each year based on the 

balance of the GST account at the end of June and at the end of December. 

c. An official tax receipt must be issued for donations from external parties by 

the person(s) authorized by CHA for twenty (20) dollars or more. 

 

8. Grant Policy 

a. CHAE must preapprove all grant applications made on behalf of the 

association. 

b. All grant applications must be signed by at least one authorized member of 

the CHAE. 

 

9. Activity Group Contribution Policy 

a. CHA determines the amount of contribution to the general fund. 

 

10. Fundraising Policy 

a. CHAE must approve all activity group, support group and committee 

fundraising. 

 

11. Purchasing and Procurement Policy 

a. CHAE shall require three quotes for the purchase of any unbudgeted item or 

service over $1,000.00. 

 

12. Cheque Disbursement Policy 

a. All cheques issued require two of three authorized signatures. 

b. Detailed invoices and receipts must be submitted for a cheque to be issued. 
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13. Cost Sharing with City of New Westminster Policy 

a. Cost sharing shall be determined on an individual expenditure/requirement 

basis. 

 

14. Cash Management and Investments Policy 

a. Cash management shall consist of a chequing account, a savings account 

and term deposits held at a Canadian financial institution. 

b. A petty cash fund shall be kept in the safe at the CNW office. 

c. CHAE must approve all movement of CHA funds between bank accounts 

and investments. 

d. Only low risk fixed term investments shall be allowed. 

 

15. Operating Reserve Policy 

a. CHA and CHAPS shall maintain a reserve equal to two years of normal 

operating costs not including expenses for grants or other restricted funds. 

 

16. Dissolution of Association Assets Policy 

a. In the event that CHA ceases to exist as a viable entity its remaining assets 

after payment of debts shall be distributed to the CNW. 

 

  

B. MEMORANDUM OF UNDERSTANDING – refer to following page  



 
  



 
  



 
  



 
  



 
  



 
 


