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Purpose

Caledon Public Library Board Reserve Funds have been established as a means of funding
library services and capital projects while ensuring financial stability and mitigating risk.
Reserve funds are intended to provide an internal source of funds that will build long-term
capacity and are not intended to replace a permanent loss of operational funds or eliminate
an ongoing funding gap.

The purpose of this policy is to provide Caledon Public Library with guidelines for the
management of reserves, including the relevant roles, responsibilities and authorities
granted to the Board and Leadership.

Scope
The terms of this policy inform the Library’s oversight and application of the following:

1. Library and Donation Bequest Reserve
2. Library General Reserve Fund
3. Library Equipment Replacement Reserve.

Development Charge Reserves collected by the municipality in support of library services
and the Library’s use of Town reserves for the purposes of salary continuation are excluded
from the scope of this document.

Guidelines

The following provides an overall framework and the terms of conditions for the
management and use of the Library’s Reserves:

Statement of Authority

e Library Boards are granted authority to establish and maintain reserves as per
Section 417 (1) of the Municipal Act:

If a local board, conservation authority or any other body exercising a
power with respect to municipal affairs under any Act in unorganized
territory does not have power under another Act or another section of this



Act to establish and maintain a reserve fund, it may, under this subsection,
provide in its budget for the establishment or maintenance of a reserve
fund for any purpose for which it has authority to spend money. 2006, c.
32, Sched. A, s. 181; 2009, c. 34, Sched. |, s. 22.

e Council approval is required to establish library reserves; however, the allocation and
expenditure of reserve funds is at the discretion of the Library Board.

Administration of Reserves

e The Library’s Reserve Funds will be interest earning reserves to be administered by
the Town’s Finance division.

e Library Leadership will provide the Board with a summary of all disbursements from
reserves twice annually.

Contributions to Reserves

e Unexpended funds raised through fundraising activities in any given year shall be
transferred to the Donation and Bequest Reserve Fund at the end of that fiscal year.

e Any favourable operating variance remaining at year-end will be transferred to the
Library’s General Reserve Fund.

e Proceeds from the sale of library assets, including technology and furniture, will be
transferred to the Library Equipment Reserve Fund.

e The Board may also choose to include a planned contribution to a reserve as part of
the Library’s annual operating budget. Such contributions require Council
endorsement through the approval of the Library’s annual operating budget.

e At the completion and close of a capital project, any unexpended funds which
originated from a library reserve will be returned to the reserve.

Allocation of Reserve Funds

e Unless noted otherwise within this policy, authority to disburse reserve funds will
align with the municipality’s Purchasing By-law.

e The Library may apply reserve funds to support proposed capital projects and offset
municipal contributions, as part of the Board’s annual budget proposal for Council’s
consideration.

1. Donation and Bequest Reserve
e In keeping with the terms and guidelines documented in the Caledon Public
Library Fundraising and Gift Acceptance Policy (CPL-18-23), the Library welcomes
donations and bequests for the purpose of enhancing and enriching the
programs and services that the Library provides for the residents of Caledon. As
such, unrestricted donations and bequests should not be used to pay for utilities,



building maintenance, administrative expenses, or other expenses typically
supported by the Library’s annual operating budget or recurring core capital
budgets.

e Funds will be allocated in accordance with any documented direction or
conditions stipulated by the donor. Library Leadership is authorized to expend
designated reserves for the purpose they were accumulated without Board
approval.

e All expenditures of undesignated donation and bequest reserve funds of $10,000
or greater require Library Board approval. Such approvals may be provided:

e for individual disbursements
e through the annual budget process, or
e through the adoption of a reserves’ allocation plan, identifying and
formalizing planned expenditures in support of a specific project or
initiative.
Such plans shall detail any authority to expend reserve funds that is delegated to
the CEQ/Chief Librarian or designate.

2. Library General Reserve

e The Library General Reserve will typically be applied to offset tax funding of
capital projects as proposed within the Library’s annual budget, but may also be
used in funding:

o Unforeseen or unanticipated capital items or projects not otherwise
covered within the Library’s approved capital budget;

o Emergency uses that may include situations where items are damaged
and need to be replaced but are not due for regular replacement or
maintenance under the approved capital budget; or

o Unforeseen or unanticipated consultant or legal fees.

e The CEO/Chief Librarian will have authority to disburse reserve funds as per
approved capital projects.

e Board approval will be required for all emergency or unforeseen expenditures of
reserve funds.

e The use of Library General Reserve funds may be applied to offset operational
shortfalls where expenses are greater than revenues. However, reserves are not
to be used to cover regular operating expenses in a sustained manner.

e The Library will seek to maintain a target reserve balance of 5% of the Library’s
annual operating budget. This target will be re-evaluated as per the Board’s bi-
annual policy review schedule.

e A ceiling limit may be established at the Board's discretion.



3. Library Equipment Replacement Reserve

The Library Equipment Replacement Reserve is to be used in funding the
replacement of library technologies, furniture or other equipment which has
reached end of life, or may require replacement in advance of its expected end of
life.
The Library Equipment Replacement Reserve may be applied to offset tax funding
of capital projects as proposed within the Library’s annual budget, but may also
be used in funding:
o items which are damaged and need to be replaced but are not due for

regular replacement or maintenance under the approved capital budget.
The CEQO/Chief Librarian will have authority to disburse reserve funds as per
approved capital projects.
Board approval will be required for all emergency or unforeseen expenditures of
reserve funds in excess of $20,000.

Creation ofnew Reserves

The Board mayrequest Council approval for the creation ofa newreserve for the
purposes of collecting funds in support ofa short-term project or longer-term
initiative or for the purposes oftracking directed donations or capital fundraising
campaigns.

Such a request should be supported bythe creation ofa financial plan or
business case identifying the funding needs, targets, contribution sources, and
projected allocations.

The creation ofanynew reserve will prompt an amendment to this policy.
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