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RINGETTE ONTARIO  

FINANCIAL POLICY 

1. PURPOSE 

1.1 THE AIM OF THE FOLLOWING FINANCIAL POLICY IS TO PROVIDE GUIDELINES FOR THE SOUND 

FINANCIAL OPERATION OF RINGETTE ONTARIO. RINGETTE ONTARIO IS A NOT-FOR-PROFIT 

ORGANIZATION, AND ALL FUNDRAISING, FEES, SPONSORSHIP, AND GRANTS ARE USED FOR THE ON-
GOING DEVELOPMENT OF THE SPORT AND THE BETTERMENT OF RINGETTE ONTARIO. 

2. BUDGET AND REPORTS 

2.1 THE RINGETTE ONTARIO EXECUTIVE DIRECTOR WILL DEVELOP AN ANNUAL BUDGET FOR APPROVAL 

BY THE BOARD OF DIRECTORS, WHICH WILL CONTAIN RINGETTE ONTARIO’S TOTAL ANTICIPATED 

EXPENDITURES AND REVENUES. 

2.2 THE EXECUTIVE DIRECTOR OR DESIGNATE WILL, AT THE ANNUAL MEETING, PRESENT FINANCIAL 

STATEMENTS AS REQUIRED BY APPLICABLE LEGISLATION AND ANY OTHER REPORT AS DETERMINED 

BY THE BOARD. 

2.3 THE FINANCIAL STATEMENTS OF RINGETTE ONTARIO WILL BE REVIEWED IN ACCORDANCE WITH 

APPLICABLE LEGISLATION BY AN AUDITOR. 

3. FISCAL YEAR 

3.1 RINGETTE ONTARIO’S FISCAL YEAR WILL BE AS DESCRIBED IN RINGETTE ONTARIO’S BYLAWS (JULY 

1 TO JUNE 30). 

4. BANKING – REVENUE 

4.1 REGISTRATION FEES SHALL BE REVIEWED ANNUALLY BY THE EXECUTIVE DIRECTOR OR DESIGNATE, 
WHO WILL MAKE RECOMMENDATIONS TO THE BOARD, WHICH SHALL APPROVE FEES FOR EACH YEAR 

WELL IN ADVANCE OF THE START OF THE REGISTRATION YEAR. 

4.2 ALL MONEY RECEIVED BY RINGETTE ONTARIO WILL BE PLACED INTO A GENERAL FUND AND WILL 

BE USED FOR ALL NECESSARY AND PERMITTED PURPOSES FOR THE OPERATION OF RINGETTE 

ONTARIO, AS DETERMINED BY RINGETTE ONTARIO’S BOARD. 

4.3 ALL MONEY RECEIVED BY RINGETTE ONTARIO WILL BE DEPOSITED, IN THE NAME OF RINGETTE 

ONTARIO, WITH A REPUTABLE FINANCIAL INSTITUTION. 

5. SIGNING OFFICERS 

5.1 ALL CONTRACTS, DOCUMENTS, OR ANY OTHER INSTRUMENTS IN WRITING REQUIRING THE 

SIGNATURE OF RINGETTE ONTARIO SHALL BE SIGNED BY AT LEAST TWO OF THE FOLLOWING: 

a) EXECUTIVE DIRECTOR 

b) PRESIDENT 

c) TWO DIRECTORS APPOINTED BY THE BOARD AS SIGNING AUTHORITIES. 
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5.2 ANY CONTRACTS, DOCUMENTS OR ANY OTHER INSTRUMENTS IN WRITING WHICH HAVE BEEN 

APPROVED IN RINGETTE ONTARIO’S BUDGET THAT ARE UNDER $5,000 ARE NOT SUBJECT TO THIS 

SECTION AND MAY BE EXECUTED BY THE EXECUTIVE DIRECTOR OR ANY INDIVIDUAL DELEGATED 

SUCH SIGNING AUTHORITY BY THE BOARD. 

5.3 ALL CHEQUES OF $5,000 OR ABOVE REQUIRE SIGNATURES FROM TWO (2) OF THE FOLLOWING: 

a) EXECUTIVE DIRECTOR 

b) PRESIDENT 

c) TWO DIRECTORS APPOINTED BY THE BOARD AS SIGNING AUTHORITIES. 

5.4 ALL CHEQUES PAYABLE TO ANY SIGNING AUTHORITY WILL NOT BE SIGNED BY THAT SIGNING 

AUTHORITY. 

6. EXPENSES 

6.1 ALL EXPENSES WILL BE COVERED WITH RECEIPTS AND MUST BE DETAILED TO BUDGET ITEMS, 
PROJECTS, OR FUNCTIONS BY RINGETTE ONTARIO’S EXECUTIVE DIRECTOR OR DESIGNATE. 

6.2 APPROVED EXPENSES ARE TO BE CLAIMED AND REPORTED NO LATER THAN THIRTY (30) DAYS 

FOLLOWING THE DATE OF THE EXPENSE. EXPENSES SUBMITTED BEYOND THE THIRTY (30) DAY 

REPORTING REQUIREMENT WILL BE PAID ONLY UPON THE BOARD’S APPROVAL. 

6.3 ANY EXPENDITURE NOT APPROVED WITHIN THE ANNUAL BUDGET WILL BE APPROVED BY THE 

BOARD PRIOR TO ANY SUCH EXPENDITURE. WITHOUT THE BOARD’S APPROVAL, THE EXPENDITURE 

WILL NOT BE PAID BY RINGETTE ONTARIO UNLESS DETERMINED OTHERWISE BY THE BOARD. 

7. ACCOUNTS 

7.1 ACCOUNTS RECEIVABLE TERMS ARE NET NINETY (90) DAYS FROM THE DATE OF INVOICE. 

7.2 ACCOUNTS PAYABLE WILL BE PAID WITHIN THE TERMS OF THE SUPPLIER’S INVOICE. WHERE NO 

TERMS ARE SPECIFIED, ACCOUNTS WILL BE PAID FOR WITHIN THIRTY (30) DAYS. 

8. CREDIT CARD 

8.1 WITH THE APPROVAL OF THE BOARD, RINGETTE ONTARIO MAY ACQUIRE CREDIT CARDS FOR THE 

USE OF STAFF MEMBERS WHO ARE REQUIRED TO MAKE PURCHASES ON A REGULAR BASIS FOR 

TRAVEL, ACCOMMODATION, AND OTHER EXPENSES RELATED TO THEIR DUTIES ON BEHALF OF 

RINGETTE ONTARIO. THE BOARD WILL DETERMINE WHO RECEIVES CREDIT CARDS AND WHAT THE 

CREDIT CARD LIMITS WILL BE. 

8.2 CREDIT CARD HOLDERS WILL BE RESPONSIBLE FOR ALL CHARGES MADE ON CREDIT CARDS ISSUED IN 

THEIR NAME. 

8.3 CREDIT CARDS MUST ONLY BE USED FOR AUTHORIZED PAYMENTS THAT INCLUDE: 

a) PAYMENT OF ACTUAL AND REASONABLE EXPENSES INCURRED ON AUTHORIZED BUSINESS, 

INCLUDING TRAVEL AND ACCOMMODATION, WHERE IT IS NOT FEASIBLE FOR THESE COSTS 

TO HAVE BEEN PAID IN ADVANCE OF THE EXPENSE BEING INCURRED OR FOR THE COSTS TO 

BE INVOICED TO RINGETTE ONTARIO 
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b) PURCHASE OF GOODS OR BUDGETED ITEMS 

8.4 FOR THE PURPOSES OF THIS POLICY, EXPENSES INCLUDED IN AN ANNUAL BUDGET AS APPROVED BY 

THE BOARD ARE CONSIDERED TO BE AUTHORIZED. EXPENSES THAT FALL OUTSIDE THE APPROVED 

BUDGET MUST BE APPROVED BEFORE BEING CHARGED TO A CREDIT CARD. 

8.5 CREDIT CARDS ARE NOT TO BE USED FOR ANY PERSONAL EXPENSES. 

8.6 ALL EXPENSES CHARGED TO A CREDIT CARD SHOULD BE SUPPORTED BY A CREDIT CARD RECEIPT 

ISSUED BY THE MERCHANT OR A DETAILED SUPPLIER INVOICE TO CONFIRM THAT THE EXPENSES ARE 

PROPERLY INCURRED ON BUSINESS OF RINGETTE ONTARIO. 

8.7 UNDER NO CIRCUMSTANCES ARE CASH ADVANCES TO BE DRAWN ON CREDIT CARDS. 

8.8 IN ADDITION, THE FOLLOWING INDIVIDUALS HAVE CREDIT CARD RESPONSIBILITIES: 

a) CARDHOLDERS MUST: 

i NOT ALLOW ANOTHER PERSON TO USE THE CARD 

ii PROTECT THE PIN NUMBER OF THE CARD 

iii ONLY PURCHASE WITHIN THE CREDIT LIMIT OF THE CARD 

iv NOTIFY THE CREDIT CARD COMPANY IF THE CARD IS LOST OR STOLEN 

v KEEP THE CARD WITH THEM AT ALL TIMES, OR IN A SECURE LOCATION 

vi FORWARD TO RINGETTE ONTARIO’S EXECUTIVE DIRECTOR OR DESIGNATE, ON A 

MONTHLY BASIS, ALL RECEIPTS FOR EXPENSES CHARGED TO THE CARD IN THE 

PREVIOUS MONTH 

8.9 SURRENDER THE CREDIT CARD UPON THE CARDHOLDER CEASING TO PERFORM THE ROLE FOR WHICH 

THE CARD WAS ISSUED 

8.10 RINGETTE ONTARIO’S BOOKKEEPER (OR DESIGNATE) MUST: 

a) ENSURE THAT EACH CREDIT CARD ISSUED TO AN INDIVIDUAL IS PAID IN FULL ON A 

MONTHLY BASIS 

b) REVIEW AND RECONCILE EACH CREDIT CARD STATEMENT ON A MONTHLY BASIS 

c) BRING TO THE ATTENTION OF THE CHAIR OF THE AUDIT & RISK COMMITTEE ANY CREDIT 

CARD EXPENSE WHICH DOES NOT APPEAR TO BE AUTHORIZED UNDER THIS POLICY 

d) RECOVER FROM THE CARDHOLDER ANY FUNDS OWING FOR UNAUTHORIZED EXPENSES 

9. EXPENSE CLAIMS 

9.1 REPRESENTATIVES MAY SUBMIT EXPENSE CLAIMS TO RINGETTE ONTARIO’S EXECUTIVE DIRECTOR 

OR DESIGNATE FOR TRAVEL AND/OR ACCOMMODATION EXPENSES FOR CONFERENCES, 
TOURNAMENTS, PROVINCIAL MEETINGS, OR NATIONAL MEETINGS; PROVIDED THE EXPECTED 

EXPENSE REIMBURSEMENT AMOUNT IS PRE-APPROVED BY RINGETTE ONTARIO EXECUTIVE 

DIRECTOR OR DESIGNATE. 

9.2 GENERALLY, NO CASH ADVANCES WILL BE PROVIDED. IF THERE IS A NEED FOR A CASH ADVANCE, A 

REQUEST MUST BE MADE TO THE EXECUTIVE DIRECTOR FOR APPROVAL OF THE ADVANCE. 
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9.3 EXPENSES WILL BE REIMBURSED IN AMOUNTS DETERMINED BY THE BOARD OF DIRECTORS ON AN 

ANNUAL BASIS. 

10. TRAVEL AND ACCOMMODATION EXPENSES 

10.1 AIR TRAVEL IS TO BE BOOKED THROUGH RINGETTE ONTARIO WHENEVER POSSIBLE. AIR TRAVEL 

INCLUDING FARES AND ITINERARIES IS TO BE APPROVED IN ADVANCE BY THE EXECUTIVE DIRECTOR 

OR DESIGNATE. IN NO CIRCUMSTANCE WILL FARES ABOVE THE ECONOMY FARE BE REIMBURSED.  

10.2 CAR TRAVEL WILL BE REIMBURSED AT THE MILEAGE RATE SPECIFIED BY THE ANNUAL BOARD 

DETERMINED RATE.  

10.3 CAR RENTALS WILL BE REIMBURSED WHERE AUTHORIZED. REIMBURSEMENT WILL BE FOR COMPACT 

SIZE CARS THROUGH AN AUTHORIZED AGENCY AT THE MOST ECONOMICAL RATE POSSIBLE. 
INDIVIDUALS ARE EXPECTED TO TRAVEL AS FOOT-PASSENGERS WHERE POSSIBLE.  

10.4 ADVANCE BOOKING FEES WILL BE REIMBURSED WHERE REQUIRED BY THE NATURE AND PURPOSE OF 

THE TRAVEL. 

10.5 ACCOMMODATION WILL BE REIMBURSED BASED ON SINGLE OCCUPANCY FOR RINGETTE ONTARIO 

BOARD OF DIRECTORS AND STAFF. ALL OTHER ACCOMMODATION WILL BE REIMBURSED BASED ON 

DOUBLE OCCUPANCY. 

10.6 RINGETTE ONTARIO WILL NOT PROVIDE REIMBURSEMENT FOR PARKING TICKETS, SPEEDING 

TICKETS, OR FINES FOR ANY OTHER VIOLATIONS. 

10.7 A REPRESENTATIVE ATTENDING AN EVENT WHERE MEALS ARE NOT PROVIDED MAY REQUEST A PER-
DIEM ALLOWANCE BEFORE ATTENDING THE EVENT. PER-DIEM RATES ARE DETERMINED BY THE 

BOARD OF DIRECTORS ON AN ANNUAL BASIS AND DO NOT REQUIRE RECEIPTS.  

10.8 INDIVIDUALS WILL NOT BE REIMBURSED WHERE MEALS ARE PROVIDED AS PART OF AN EVENT OR 

WHERE MEALS ARE INCLUDED IN THE ACCOMMODATION RATE. 

11. OTHER EXPENSES 

11.1 REPRESENTATIVES MAY BE REIMBURSED FOR LONG-DISTANCE TELEPHONE CALLS PROVIDED THE 

EXPENSES ARE RINGETTE ONTARIO-RELATED. EXPENSE CLAIMS FOR TELEPHONE EXPENSES MUST 

INCLUDE THE NAME OF THE PERSON CALLED, THEIR CONNECTION TO RINGETTE ONTARIO, AND THE 

PURPOSE OF THE CALL. TELEPHONE EXPENSES OF MORE THAN $50.00 WILL NOT BE REIMBURSED. 

11.2 ACTUAL AND REASONABLE EXPENSES FOR ITEMS SUCH AS PARKING, TELEPHONES AND COPYING MAY 

BE REIMBURSED. RECEIPTS MUST BE PROVIDED FOR ALL SUCH EXPENSES. 

12. NSF CHARGES 

12.1 RINGETTE ONTARIO WILL CHARGE A TWENTY-FIVE-DOLLAR ($25.00) CHARGE ON ALL NSF 

CHEQUES. 
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13. REPLACEMENT CHEQUES 

13.1 LOST OR MISSING CHEQUES WILL NOT BE RE-ISSUED UNTIL AFTER THE NEXT APPLICABLE MONTH-
END RECONCILIATION HAS TAKEN PLACE. 

13.2 CHEQUES THAT NEED TO BE REPLACED DUE TO LOSS WILL BE ASSESSED A FIVE-DOLLAR ($5.00) 

ADMINISTRATION FEE. 

13.3 LOST OR MISSING CHEQUES THAT HAVE NOT BEEN CLAIMED BY RINGETTE ONTARIO’S YEAR END 

WILL NOT BE REISSUED. 

14. POLICY REVIEW  

14.1 THIS POLICY SHALL BE REVIEWED/APPROVED BY THE BOARD OF DIRECTORS ON A BIANNUAL BASIS. 

14.1.1 THIS POLICY WAS LAST REVIEWED AND APPROVED SEPTEMBER 2023 

 


