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SOP: Advisory Committee Goals and Objectives

Last updated: October 1, 2021

Department: Advisory Committees

Online form? No

Payment required? No

Staff responsible: Advisory Committees, Subcommittees, Committee Secretary

Purpose: Brief description of the department responsible and list the main job functions below:

e Review approved annual committee goals and objectives

e Develop a detailed proposal of how implementation of the goal or objective will be
achieved

e Provide a detailed break-down of budget implications if applicable

Procedure:

1. Considerations when developing a detailed proposal:

(@)
(@)

Review of the specific goal or objective.

Has the demand or need been adequately established for the initiative? Provide
these details in the proposal.

Are there legislative requirements that need to be considered and adhered to?
Are there comparator municipalities offering something similar? This may not be
applicable to all initiatives but should be considered when developing the
proposal.

Will any aspect the initiative require Township funding? Are there alternatives
such as fundraising or grant options available? The committee secretary can
assist. If fundraising is recommended, be specific as to how fundraising will be
done and what Township resources are required.

Develop a detailed breakdown of the costs and include detail documentation for
any cost estimates.
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Consider sourcing options and whether any Township Policies such as the
procurement policy need to be adhered to. The committee secretary should
attend subcommittee meetings to provide this information.

Does the initiative require marketing or advertising? Consider the Township
media platforms and/or Township events (Fall Fair, Farmer’s Market, etc.) and
provide detail of how best to inform the community if applicable. Include the
cost of advertising if applicable.

Will the initiative require staff resources? The committee secretary can assist.
Include how many hours per week, and how many staff.

Will the initiative generate revenue? Provide details for revenue assumptions.
The committee secretary can assist with next steps if this is applicable.

Will this be an expense each year or is this a one-time expense?

2. Once the goals and objectives have been approved by Committee and Council:

O

If the item does not require funding, the subcommittee can work through the
initiative and report back to the committee at the frequency identified.

If the item requires budget approval, the subcommittee can begin work once the
budget amount has been approved by Council.

The committee secretary will work with their department head to complete
either a base budget increase request form (operating budget) or a capital
budget request form.

The subcommittee will submit any quotes to the committee secretary who will
confirm the quote meets the approved proposal and budget amount in
collaboration with their department head, and ensure the purchase is in
compliance with the Township Procurement Policy.

The committee member or committee secretary can then make the purchase. If
payment up-front is required, the committee secretary will use the corporate
credit card in accordance with Township policy. If the purchase can be invoiced,
the committee member can proceed with the order once approved by the
committee secretary and department head. The committee member will then
provide the invoice to the committee secretary to ensure payment is made by
the Finance team.

The committee secretary will report on the status of goals and objectives to
Council at year-end.
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