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Barrhaven Business Improvement Area Procurement Policy

Approval

1. Upon approval of the Annual Budget by the Barrhaven Business Improvement Area Board of Management and City Council, the Executive Director has approval to expend funds as identified in the budget, subject to the Barrhaven Business Improvement Area procurement policy.

2. Expenses not identified in the Budget, must receive Board approval prior to incurring the expense.

3. The Executive Director has approval to make expenditures, upon Board approval, as follows;

	Amount
	Process

	$0- 250
	At the discretion of ED

	$250-1000
	One time purchases- ED to get Board approval via email*

	$1000 + OR Contracts
	1. Minimum of 2 quotes required.

2. Selection of Barrhaven business where reasonable and effective.

3. Board vote at meeting.  




4. *Non-participation by Board members to respond within a reasonably stated time allotment will be considered a vote abstention.

Contracts

1. Where expenses are of a project nature requiring a signed contract, the contract must be signed by the appointed Board Director of a selection committee, consisting of 2 or more Board members, assigned to award the project contract and the Executive Director, upon approval of the Board.

Payment Processing

1. The Executive Director signs all Payment Requests approving account allocations identified on the invoice prior to submitting to the Treasurer for signature.  

2. Payment Requests are returned to the BIA office after obtaining the signature of the Treasurer (or Chair or Vice-Chair in the Treasurer’s absence).

3. Payment Requests are then copied and prepared for delivery to city hall financial staff to begin cheque processing.

4. Processing payments takes approximately one week from the date of receipt of the paperwork at the city.

5. The city only accepts the original invoice for processing (not supporting, or attached documents).

6. Payments are payable on City of Ottawa cheques and mailed directly from the City of Ottawa.

7. BIA staff verify payment requests have been processed by reviewing the detailed transactions monthly financial reports prepared by the city. 

Signing Authorities

1. The Treasurer is the financial signing authority.

2. All payables require the signature of the Treasurer and Executive Director.  In the absence of the Treasurer, the Chair and then Vice-Chair have signing authority for payment processing.

3. The Treasurer is required to inform the Executive Director when he/she will not be available to sign documents (for example when out of town on business, vacation, illness, etc.) in order that paperwork requiring the Treasurer's signature may be prepared to accommodate the Treasurer's schedule.

Operational
PRIVATE 
Budgettc "Budget"
· The budget is developed by the Executive Director in consultation with the Board and/or a designated committee.  It includes a Breakdown itemizing projects and costs. 

· Committee drafts the budget annually in September.

· Treasurer presents the draft to the Board at the October board meeting.

· Board presents proposed budget to membership, via website and at AGM.

· Board approves the final Budget in November .

· The Budget is submitted to the city in December for council approval.  

· Upon approval, the Executive Director is authorized to expend funds in accordance with project costing detailed in the Budget Breakdown.  

· Recommendations for spending outside the Budget or changes to the Budget are presented to the Board for approval and include funding options or shifts in account allocation.
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