
NORRIS CRESCENT HOUS I NG CO-OPERATIVE 

Source of Authority: 

Composi t i •::>n: 

Term of Office: 

1 . Meeti ngs 

FINANCE COMMITTEE 

OPERATIONAL GUIDELI NES 

Appointed by existing Fi nance Committee 
Repor t s to Board of Dir ectors 

S e v en members, i n cl ud inq t he Treasur er 

One year minimum , n o ma x imu m 

Qu or um will be 50% of the e x ist ing Comm i tt ee pl us one ; 

Mee t ings will be held once per mq n th o r more often, a s required. 

The date and time of t h e n e xt r e gul a r meeti n g wil l be se t at each 
me et ing. 

An a genda s hou l d be p repar ed b y _ t h ~ Secr e tary i n consu l tation wi t h 
~ t he Co - o rd inator pr ior t o. eac h meeting. 

Up on specific reques t , meet in g s wi l l be open t o any Co-op memb er 
wish in g to attend as an observer 1 except for po r ti ons of the 
mee tings dealing wi th c o n f i den tial matters, such as a rrea r s, whi c h 
wil l be closed. 

2. Minutes 

Minutes are to be record e d at a l l Commi tt ee meeti ngs a n d 
dist ributed to Committee members and to th e Co-ord i na t or bef o re t h e 
next mee ting. One cop y of the minutes is to be p lac e d in t h e 
Committee fi le whi c h i s t o be kept in the Co-op o ffice . 

All confi den t ial mat t ers c o n s i dered by the Committee should bP 
recorded in a separ a te " confid e nt i al " ·::;ec t ion o f t he minut e '::; . 

3. By-laws, Policies, and Procedures 

Al l new o r rev i sed bylaw or pol i cy p r ov i sions must be approved by 
th e Board a nd g e neral me mbers b e f ore bein g i mpl emented. 

Al l n e w or r e v ised p roced ures mus t b e appro v ed b y t h e Board b e f ore 
being imp l ement ed. 
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4. Res~onsi bil i ties ? f al l Commi ttee Me mb e r s 
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* to attend all meetings of the Committee unless prevented from 
doing so by ill health~ or by work or family comm i tments -­
where a member is unable to attend a committee meeting~ the 
Secretary should be informed a s much as possible in advance of 
the meeting; 

* to sit on the committee for at least one year a n d to give at 
least one month's notice if p lann ing to leave the Committee; 

* to take on an equal share of tasks and to carry out any specific 
duties assigned by the Comm i ttee; 

* t o contribute construc tively to decision-making; 

* to be familiar with a nd to foll ow by-laws, po11cies, an d 
p r ocedures adopted by the Board or members; 

* to respect th e confidenti al ity of matters considered by the 
Committee or matters to which the Committee has access; an d 

* to ma ke decisions which are in the best interests o f the Co-op. 

5. Specific Assignmen t s : 

( a ) Chairperson: 

The Committ e e wi l l elect annually, from amongst its members. a 
Chairperson. The Chairperson's responsibilities are: 

* to call spec ial meetings, as necessary, and to e nsure that 
Committee member s are notified of such meetings; 

* to call the meetings t o order and chair; 

••• '1 , 
·:::1, .l .1. 

* to ensure that t he agenda is followed and minutes are taken at 
each meeting; 

* t o ensure that clear decisions are made on each item of business 
and that all Committee members have a chance to speak; 

* to prepare reports to the general members con cer ning Committee 
ac t ivi t ies; and 

* to e nsure that new Committee members are integrated and provided 
with all nec essary information. 
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(b) Secretary: 
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The Chairperson will call for volunteers from the Committee for the 
position of Secretary. The Secretary's responsibilities are: 

* to prepare an agenda for each meeting (in consu ltation with, 
where necessary, other Committe~ members and th e Co-ord inator) 

* to take minutes at every meeting; 

* to see that a copy of the minutes is placed in the Co-op f i le 
and that a copy is distributed to each Committee member prior 
to the follow ing meeting; 

* to receive from the Co-ordinator the necessary information 
concerning members •.,..; h.:::. -'::l.rr:.:2 to appE:-::tr· befoy·e th,.::? Com;nitt(:"!F~~ 

* to schedule meetings with members in arrears~ and to not ify 
those members; 

* to ensure that agreements 
written up and signed, 
fi 1 es; and 

made by the Committee with members are 
with a copy retained for the Co-op's 

* to keep track of Committee Handbooks and ~nsure that new 
Committee members a re provided with an up-to-date Commit te2 
Handbook. 

(c) Treasurer: 

The Treasurer is appointed by the Board of Directors and is 
automatically a member of the Committee. In addition to dut ies 
assigned by the Board, the Treasurer's respons ibilities are to 
serve as a liaison between the Board and the Committee by: 

* preparing report s to the Board updating the Board on Committee 
activities or containing Committee recommendations; and 

* preparing reports to the Committee updating the Committee on 
relevant Board activities and responses to Committee 
activities and recommendations . 

(d) Welcoming Committee Delegate: 

The Chairperson will call for . volunteers 
position of Welcoming Committee Delegate. 
responsibilities are: 

from the Commit tee 
The Delegate' ':5 

* to co-ordinate member education activities carried out by the 
Welcoming Committee to ensure that members are aware of 
finance policies and procedures, and their financial 
responsibilities. 

the 
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(e) Other Tasks: 

Other Committee members shall be assigned specific tasks frc~ time 
to time. Examples of such tasks include: carrying out budget 
research, investment and cash flow research, etc. 

6. Removal of Committee Members 

A Committee member may be removed from the Committee for repeated 
breach of a Committee responsibility. 

The procedure for removal of a member from the Committee wi ll be as 
follows~ 

(a) The Chairperson (or other Committee member ) must present to 
the Committee reasons why a Committee member should b e 
r r:?moved. 

(b) The Committee will decide whether the allegat ion (s) appear to 
be founded and whether to proceed. 

(c) If the decision is to proceed, the Committee member in 
question will be informed that t he matter will be discussed at 
the nE?~,;t Cc•mrTd. t tee met:~t i ng a.r-:d the membe-r· wi 11 be off E·l·- F~c:i t hf'.:! \...J. 
opportunity to appe~r and be heard at the meet ing. 

(d) After a hearing and full discussion of the matter, the 
Committee will vote by ballot on whet her the member s h ould be 
removed from the Committee. A two-thirds majo r ity is required 
to remove a member from the Commi ttee. 

Final consideration of the matter and voting will take place 
without the member in question piesent. 

(e) The Treasurer will report the matter and the decision made to 
the next Board meeting. 

7. Filling Vacancies: 

When a vacancy is expected on the Committee, the Committee will 
revi ew the list of volunteers and select a replacement. If a lis t 
of volunteers does not exist, t he Committee will solicit volunteers 
from the membership. 

The Board will be informed of the replacement. 

The Committee is expected to plan in advance for upcoming vacancies 
in order to ensure that there is always a good balance of new and 
experienced members. 
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7. Filling Vacancies continued : 

The Board will be informed if the Committee decreases to five 
iTit:O:inb E··r- ·::; -=:•.nd n c• nE•\o.J \iO l u.n tee·(<::; c .::..n bE· f our·l d ·::::,.:::> t h .::•.t ·:::. o 1 uti on·::; t •::• thE· 
lack of participation can be found. 

If a quorum no longer existsv the Board wi ll appoint members to the 
Committee. 

8. Handbooks and Training: 

Each Committee memb er will be provided with a Committee handbook. 

Handbooks must be kept up - to- d at e and returned to the Secretary 
when a member leaves the Committee. 

New Committee members will be oriented 
Committee. 

App rov e d b y the Finar1ce Committee: (date) 

Approved by the Boa-r·d of Di r-·::::cto;--s: (d .::..t e) 

·'~ :- -·· 
> ... ;"!!:::.' 


