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Organizational Finance 

5.1. Fiscal year 

5.1.1. The MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. fiscal year will be the first day of 

October to the last day of September. 

Adopted: <date>   

5.2. Finance committee 

5.2.1. The MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. board will annually appoint a 

Finance Committee to: 

5.2.1.1. Define areas of risk, and establish financial policies to prevent fraud in those areas 

of risk. 

5.2.1.2. Ensure that controls are in place so that assets are protected, transactions are 

authorized and appropriately recorded, and that management and staff are in 

compliance with regulations and laws. 

5.2.1.3. Ensure that appropriate and understandable financial reports are made regularly 

to the full board of directors. 

5.2.1.4. Ensure that management recommends to the board a carefully developed and 

comprehensive annual budget for the board’s approval. 

Adopted: <date> 

5.3. Financial management 

5.3.1. Financial resources of MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. are the 

responsibility of the board of directors. 

5.3.2. The board will: 

5.3.2.1. Have a clear plan for acquisition of financial resources to pay for the programs 

and services provided by MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. 

5.3.2.2. Provide guidelines for management and allocation of financial resources which 

will produce optimum benefit for those we serve. 

5.3.2.3. Monitor and evaluate the financial plans and guidelines of MANITOBA NURSERY 

LANDSCAPE ASSOCIATION INC. to ensure the financial integrity of MANITOBA 

NURSERY LANDSCAPE ASSOCIATION INC. 

Adopted: <date> 



 
 

 

2 | P a g e  

 

5.4. Accounting 

5.4.1. The accounting system used by MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. will 

utilize generally accepted accounting practices that are required and/or recommended 

by regulatory or lending agencies. 

5.4.2. The accounting practices and procedures used by MANITOBA NURSERY LANDSCAPE 

ASSOCIATION INC. will allow for adequate management of MANITOBA NURSERY 

LANDSCAPE ASSOCIATION INC.'s revenues and expenses, and will provide adequate 

systems of monitoring by the board of directors. 

Adopted: <date> 

5.5. Budgeting 

5.5.1. An annual operating budget will be prepared by the executive director and presented to 

the board for approval at least 60 days prior to the beginning of the next fiscal year. The 

budget will reflect the cost of carrying out the programs and services of MANITOBA 

NURSERY LANDSCAPE ASSOCIATION INC. for the next fiscal year, and anticipated 

revenues of MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. 

5.5.2. The budget will be viewed by the board as their financial plan for MANITOBA NURSERY 

LANDSCAPE ASSOCIATION INC., and approval of the budget by the board will be 

authority for the executive director to manage MANITOBA NURSERY LANDSCAPE 

ASSOCIATION INC.'s finances according to the plan without seeking further approval of 

the board. However, the executive director will keep the board well informed of the 

ongoing status of the financial plan, and will not make expenditures outside of the 

budget plan without seeking board approval to amend the budget.  

5.5.3. Amendments to the budget will be presented to the board for approval for any of the 

following reasons: 

5.5.3.1. MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. enters into agreements or 

contracts that were not included in the approved budget. 

5.5.3.2. Management proposes a major expenditure that was not included in the 

approved budget. 

5.5.3.3. Significant unanticipated revenues are received or cost overruns occur. 

Adopted: <date>  

5.6. Working capital reserves 

5.6.1. A working capital reserve sufficient to keep MANITOBA NURSERY LANDSCAPE 

ASSOCIATION INC. operating for at least a 180-day period will be maintained at all times. 

Adopted: <date>   
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5.7. Financial reports 

5.7.1. Reports reflecting the financial condition of MANITOBA NURSERY LANDSCAPE 

ASSOCIATION INC. will be presented to the board monthly. 

5.7.2. An internal audit process will be established and maintained. The executive director will 

report, at least quarterly, any significant findings to the board. Gross violations or breach 

of trust will be reported to the board immediately upon discovery. 

Adopted: <date>  

5.8. Executive Director Limitation 

5.8.1. The executive director may not risk financial losses to MANITOBA NURSERY LANDSCAPE 

ASSOCIATION INC. beyond those that may occur in the normal course of business.  

5.8.2. The executive director will: 

5.8.2.1. Ensure against embezzlement, casualty losses to full replacement value, and 

against liability losses (to board members, organization or staff) beyond the 

minimally acceptable prudent level. 

5.8.2.2. Ensure that facilities and equipment are properly maintained. 

5.8.2.3. Limit exposure of MANITOBA NURSERY LANDSCAPE ASSOCIATION INC., the board 

or staff to claims of liability. 

5.8.2.4. Disburse funds only under controls sufficient to meet the board of director’s 

standards. 

5.8.2.5. Invest operating capital only in secure short-term investments. 

5.8.2.6. Ensure off-site backup of all computers and other financial records necessary for 

uninterrupted operation of MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. 

Adopted: <date>   

5.9. Spending authorizations 

5.9.1. The executive director may make expenditures consistent with the board- approved 

budget without further board approval. However, expenditures that are not within the 

board-approved budget must be formally approved by the board of directors. 

5.9.2. A list of anticipated major capital expenditures should be included with the annual 

budget that is submitted to the board for approval. 

5.9.3. Unbudgeted emergency repairs to the physical plant or equipment that must be 

completed immediately, and cannot be practically submitted to the board for approval, 

may be authorized by the executive director. The board of directors will be informed of 

the expenditures as soon as possible. 

Adopted: <date>   
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5.10. Cash Disbursements 

5.10.1. Transactions must be reviewed and approved by the treasurer and one of the remaining 

board officers; president or secretary, prior to disbursement of payment.  

5.10.2. An authorized cheque signer will make disbursements only upon review and approval of 

the transaction. This will include review for the existence of proper supporting 

documentation. 

Adopted: <date> 

5.11. Cheque-Signing Authority 

5.11.1. The board officers; president, secretary and treasurer, and executive director, are 

authorized to sign cheques.  

5.11.2. All cheques require one signature. 

5.11.3. It is the responsibility of the executive director to ensure that signatures can be gained 

from the appropriate individuals so payment can be made on obligations of MANITOBA 

NURSERY LANDSCAPE ASSOCIATION INC. It is also the responsibility of the executive 

director to ensure that adequate controls and safeguards have been established to 

ensure disbursement of funds only for proper purposes. 

5.11.4. It is the responsibility of all check signers to ensure that there is adequate documentation, 

consistent with good internal controls, for valid payment of checks they sign. 

5.11.5. Any cheques payable to any one of the above-named persons shall be signed by 

someone other than the payee. 

Adopted: <date>   
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5.12. Contracts 

5.12.1. The executive director may approve service agreements and contracts that cost less 

than $1,000 annually or over the contract life. The executive director may also approve 

agreements which continue the same service level and cost from a prior contract. These 

agreements must be done within the approved budget line item spending limits. All other 

contracts must be approved by the board of directors.  

5.12.2. All service agreements and service contracts shall be awarded on the basis of cost, 

experience, and references. No contracts may be written or awarded to employees or 

board members or their immediate family. 

5.12.3. At a minimum, all contracts must contain the purpose, effective dates, authorized 

signatures, amount to be paid, how liability risks are covered or met, and services to be 

provided. 

Adopted: <date>  

5.13. Use of credit cards 

5.13.1. The board has the authority to approve the establishment of a charge account in 

MANITOBA NURSERY LANDSCAPE ASSOCIATION’s name, including the credit limit. 

5.13.2. The executive director has the responsibility to establish and enforce written procedures 

for the use of all open charge accounts and credit cards. The board will review all credit 

card procedures on an annual basis 

5.13.3. MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. credit cards will only be used for 

appropriate MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. business, and all uses will 

be appropriately documented. The MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. 

credit card will not be used for personal expenditures. 

Adopted: <date>   
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5.14.  Borrow Funds or Establish Line of Credit 

5.14.1. From time to time it will be necessary for MANITOBA NURSERY LANDSCAPE ASSOCIATION 

to borrow funds from outside sources to fund operations and expansion. This will be 

necessary because of the seasonality of income from fees, donations, and sales, and due 

to major expansions or revisions of MANITOBA NURSERY LANDSCAPE ASSOCIATION 

programs. 

5.14.2. Funds are to be borrowed only as required to meet these needs, and borrowing is to be 

consistent with sound fiscal and management practices. Borrowings are not intended to 

make up for inadequate planning or spending above budgeted levels. 

5.14.3. Borrowing funds should be done within the following guidelines: 

5.14.3.1. Borrowing should be within appropriate limits approved by the board prior to the 

time of borrowing. 

5.14.3.2. Amounts should be borrowed at the lowest available interest rates. Where 

borrowing from individuals can be done at lower than current commercial rates, 

this may be done. 

5.14.3.3. Most borrowing will be done at short-term conditions due to the seasonal nature 

of income. Long-term borrowing will be done only if rates are favorable and 

amounts for short-term would be at the same minimum level. 

Adopted: <date> 

5.15. Loans and grants  

5.15.1. No loans shall be contracted on behalf of MANITOBA NURSERY LANDSCAPE ASSOCIATION 

unless specifically authorized by the board of directors. 

5.15.2. No loans or grant shall be made by MANITOBA NURSERY LANDSCAPE ASSOCIATION to any 

of its directors, officers, employees or contractors, or to any other corporation, firm, 

association or other or other entity in which any of its directors, officers, employees or 

contractors is a director or officer or holds a substantial financial interest.  

Adopted: <date> 
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5.16. Investment practices 

5.16.1. Purpose 

5.16.1.1. The purpose of this investment policy statement (IPS) is to assist the MANITOBA 

NURSERY LANDSCAPE ASSOCIATION INC. board of directors in effectively 

supervising, monitoring and evaluating the investment of MANITOBA NURSERY 

LANDSCAPE ASSOCIATION INC. assets.  

5.16.2. MANITOBA NURSERY LANDSCAPE ASSOCIATION INC.’s Treasurer and Executive Director will 

monitor investment performance on a quarterly basis. 

5.16.3. The MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. Board of Directors will review this 

policy annually.  

5.16.4. Statement of Objectives 

The primary investment objectives of the MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. 

are to preserve and protect its assets, by earning total return appropriate to the MANITOBA 

NURSERY LANDSCAPE ASSOCIATION INC.’s time horizon, liquidity needs and risk tolerance; while 

at the same time providing liquid reserves adequate to meet the cash flow needs of the 

MANITOBA NURSERY LANDSCAPE ASSOCIATION INC. 
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5.16.5. Guidelines and Investment Policy 

5.16.5.1. Cash Flow Requirements. Staff will build a monthly cash flow projection for the 

year, designed to highlight the expected peaks and valleys of cash flow. 

5.16.5.2. Liquidity. Cash equivalent investments will be maintained in order to meet the 

liquid reserve requirements described above. The remainder of the portfolio will 

remain fully invested otherwise, in investment vehicles that maximize potential 

return while allowing cash flow needs to be met. 

5.16.5.3. Insurability. Staff will monitor and transfer assets within the MANITOBA NURSERY 

LANDSCAPE ASSOCIATION INC.’s bank and investment accounts in such a way as 

to avoid or minimize balances which exceed applicable bank insurance limits. 

5.16.6. Asset Allocation Constraints. The strategic asset allocation goal for the MANITOBA 

NURSERY LANDSCAPE ASSOCIATION INC.’s investment assets is as follows: 

 0% Equities 

 50% Fixed Income range of +/- 10% 

 50% Cash Equivalents range of +/- 10% 

5.16.7. Definitions. For the purposes of this Investment Policy Statement, the following definitions 

will apply: 

5.16.7.1. Equities – Investment vehicles where the form of ownership is in the stock of 

companies or in mutual funds holding stocks. 

5.16.7.2. Fixed Income – Investment vehicles where the form of ownership is in debt 

instruments, including corporate bonds, government bonds, mutual funds whose 

asset holdings are fixed income instruments, CDs or GICs. 

5.16.7.3. Cash Equivalents – Includes bank savings, checking and money market accounts; 

investment company money market accounts and other vehicles with liquidity 

substantially equivalent to cash. 

Adopted: <date>   

5.17. Charitable donations 

5.17.1. Because of the nature of the mission of this organization, MANITOBA NURSERY LANDSCAPE 

ASSOCIATION INC. does not make charitable contributions. 

Adopted: <date>   
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5.18. Bad debts 

5.18.1. If the total receivable from any one individual or organization is $100 or less, the executive 

director may authorize the debt to be written off if he/she believes the debt is 

uncollectable. 

5.18.2. Write-offs of debts over $100, which the executive director believes are not collectable, 

may be authorized only by a vote of the MANITOBA NURSERY LANDSCAPE ASSOCIATION 

INC. board of directors. 

5.18.3. Delinquent accounts may be assigned for collection to either legal counsel or a 

collection agency, or taken to small claims court, as the executive director deems 

appropriate. Collection efforts will continue even after write-off until actually collected or 

the attorney, collection agency or small claims court deems further efforts will be futile or 

not cost-effective. 

Adopted: <date>   

5.19. Whistleblower protection 

5.19.1. It is the responsibility of all directors, officers and employees of MANITOBA NURSERY 

LANDSCAPE ASSOCIATION INC. to report suspected fraud or financial malfeasance. No 

director, officer or employee who, in good faith, reports suspected fraud or financial 

malfeasance, shall suffer employment consequences, harassment or any other type of 

retaliation for reporting. 

5.19.2. Anyone who makes an unsubstantiated report of fraud or financial malfeasance, while 

knowing that the report is false, will be subject to disciplinary action. 

Adopted: <date> 


