ONTARIO HORTICULTURAL ASSOCIATION

Standing Committees

The Chairperson of each Standing Committee shall be a member of the Ontario Horticultural Association Board
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ONTARIO HORTICULTURAL ASSOCIATION

Standing Committees

Executive Committee

Purpose:

· To administer the operations of the Association between the meetings of the full Board.

Members:

· President (Chairperson)

· Immediate Past President

· I st Vice‑President

· 2nd Vice‑President

· Secretary

· Treasurer

· Director of the host District of this year's annual Convention

· Director of the host District of next year's annual Convention

· Director representing South and South‑West Ontario: Districts 5, 6, 7, 8, 9, 10, 11, 15, 17 and 19

· Director representing North and Eastern Ontario: Districts 1, 2, 3, 4, 12, 13, 14, 16 and 18

Responsibilities:

· To act on existing policy and directives of the Board

· To handle the affairs of the Association between Board meetings as necessary

· To liaise with government agencies where it pertains to the operation of the Association

· To make recommendations to committees or to the Board

· On a rotating basis, have a member attend each meeting of the Long Range Planning Committee

Other:

· All actions and proposals are subject to the approval of the Board

Revised October 1999
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ONTARIO‑HORTICULTURAL ASSOCIATION

Description of Treasurer's Duties

· Receive and bank all monies of the Ontario Horticultural Association.

· Keep informed of bank rates in order to make the best of OHA Term Deposit interest while maintaining sufficient funds on general deposit to pay invoices.

· Issue cheques in payment of all accounts approved by the Secretary or by the Board of Directors.

· Maintain records of expense accounts submitted by Directors with respect to the limit of their budgeted district expenditures.

· Receive donations and issue official receipts for income tax purposes

· Maintain separate record of 'In Memoriam' donations and inform 'In Memoriam' Book keeper of donations received directly by the treasurer.

· Reconcile Bank Statements, for the three bank accounts and several sub‑ accounts (funds).

· Compose and issue invoices to member societies for affiliation dues and liability insurance.

· Compose and issue applications to member societies for treasurer bonding program.

· Secure appropriate signatures and issue Bonds relating to this program.

· Maintain records relating to bonded treasurers.

· Answer queries from societies by letter or by phone

· Maintain records of all transactions relating to the treasury including transactions in relation to registration of delegates to annual meetings.

· Store seven previous years' records to comply with Canada Revenue Agency requirements, i.e.documentation to be available in the event of an audit by Canada Revenue Agency. Storage currently consists of

· archive box of 'Permanent' records

· archive boxes of prior years' records

· box of prior years' society treasurer bonding forms

· small modular filing cabinet (3 stackable metal drawers) of current records

· small box of blank bond forms

· small box of blank computer cheques, plus

· Odds and ends.

· Receive fund‑raising monies and invoice sponsors as requested by OHA Fund‑Raiser.

· Issue annual T4A slip(s) and related Summary as required.

· Complete and submit annual 'Registered Charity Information Return' to Federal Government.

· Keep track of and calculate GST refundable to Association., submit request for refund to Federal Government every six months.

· Prepare financial statements and Chair budget committee meetings and prepare budgets for submission to Executive/Board Meetings.

· Co‑ordinate annual audit by Chartered Accountant.

· Current treasurer prepares GAAP compliant draft financial statements, and related working papers to facilitate auditing by Chartered Accountant.

· Present Treasurer's Report and Audited Financial Statements at subsequent annual meeting.

· Ensure adequate control procedures are maintained so as to satisfy 1 comply with increasingly stringent requirements by Insurance carriers, and funding organizations (programs), and other (potential) external users of financial information/statements.

· Attend Executive, Board and Committee meetings and Annual Meeting.

Note: Treasurer must be bondable, and be prepared to answer a multi‑page questionnaire by bonding company, in conjunction with a similar document completed by the recruiting/hiring committee.

January 30, 2005
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ONTARIO HORTICULTURAL ASSOCIATION

Standing Committees


Finance Committee

Purpose:

· Prepare the budget of the Association and of various committees

Members:
· Treasurer (Chairperson)

· President

· Immediate Past President

· Ist Vice President

· 2nd Vice President

· Secretary

Responsibilities:

· Prepare budget reflecting practical commitment of the Association

· Oversee expenditures and revenues

· Make recommendations to the Board regarding the financial operation of the Association

· To assist in the preparation of the Convention budget

· To liaise with Long Range Planning Committee on long term financial planning

Other:

· The Chairperson of the Funding sub‑committee may be invited to attend some meetings.

· All actions and proposals are subject to the approval of the Board

Revised October 1999
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ONTARIO HORTICULTURAL ASSOCIATION

Standing Committees
Nominating Committee

Purpose:

· To present to the Annual Convention a list of names submitted for each elective office, including auditors, of the Association

Members:
· Immediate Past President (Chairperson)

· Secretary

· Treasurer

Responsibilities:

· To receive and report all nominations 
· To seek out candidates 
· To ensure that all persons recommended are willing to stand for office 
· Consult with other active Past Presidents 
· Present an interim report to the March Board meeting 
· Ascertain, as far as possible, that the nominations submitted are of persons properly qualified for the proposed office 
· Notify member Societies of all nominations at least 60 days prior to the annual Convention 

Revised October 2003
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ONTARIO HORTICULTURAL ASSOCIATION

Standing Committees 

Long Range Planning Advisory Committee

Purpose:

· Develop long term plans for the continuity of the Association, thus ensuring the maintenance of a wholly self-supporting status

Members:

· A Chairperson appointed from among Board Members

· Two representative from Past Presidents Council

· Other members selected by the Chairperson

Responsibilities:

· Explore long term plans for continuity of the Association.
· To develop and maintain a business plan for the Association.
· To liaise with Finance Committee on long term financial planning.

Other:

· All proposals are presented to the Board for approval and action.

Revised October 2003
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ONTARIO HORTICULTURAL ASSOCIATION

Standing Committees 

Conservation & Environment Committee

Purpose:

· To develop environmental and conservation programmes which increase awareness of the environment and to promote planting of native species of trees and plants

Members:

· Chairperson as appointed from among Board Members

· An Assistant Chairperson selected by the Chairperson

· Other members selected by the Chairperson

Responsibilities:

· To work with various Government Departments and private organizations to identify conservation and environmental projects

· To prepare and distribute to societies information on selected projects and encourage participation

Other:

· All actions and proposals are subject to the approval of the Board

Revised October 2003
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ONTARIO HORTICULTURAL ASSOCIATION


Standing Committees

Social Marketing Committee

Purpose:

· To present a clear image of the Association and its relationship with the Horticultural Societies and to undertake projects or activities which will increase visibility of the Association and of Horticultural Societies in the Province

Members:

· Chairperson and Co‑chairperson appointed from amongst Board Members 
· Two members of the Past Presidents Council selected by Chairpersons 
· A member with expert computer skills 
· Other members selected by Chairpersons

Responsibilities:

· To increase the awareness of the association using multi‑media approach.

· To identify potential partnerships with other related organizations.

· To develop and implement approved programmes which..

a. strengthen the links between the Association, Societies and their members; 
b. increase the visibility of the Associations in the Province., 
c. are of mutual benefit to the Association and Horticultural Societies

Other:

· All actions and proposals are subject to the approval of the Board

Revised October 2003

8
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Standing Committees

Funding Committee

Purpose:

· To seek sources of funding for programmes or functions approved by the Board of Directors

Members:

· Chairperson as appointed from among Board Members

· An Assistant Chairperson selected by the Chairperson

· Other members selected by the Chairperson

Responsibilities:

· To inform the Board of Directors of funding opportunities available to the Association through partnerships or sponsorships

· Develop incentive programs for the Association and Hort. Societies.

Other:

· All actions and proposals are subject to the approval of the Board

Revised October 2003
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ONTARIO HORTICULTURAL ASSOCIATION

Standing Committee

Constitution & Procedures Committee

Purpose:

· To evaluate, recommend and prepare changes to the O.H.A. Constitution and Procedures as required

Members:

· Chairperson as appointed from among Board members

· An Assistant Chairperson selected by Chairperson

· Other members selected by Chairperson

Responsibilities:

· To draft all amendments to the Constitution

· To present these amendments to the Board for consideration

· To notify all member societies of the changes as required by the Constitution and to present the changes to the Annual Convention for acceptance

· To draft all new or changed Procedures and to present them to the Board for approval

· To select a representative to attend a Board meeting if Chairperson is not available to attend.

R~  October 1999
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Standing Committees 

Constitution & Procedures Committee

Purpose:

· To evaluate, recommend and prepare changes to the O.H.A. Constitution and Procedures as required

Members:

· Chairperson as appointed from among Board members

· An Assistant Chairperson selected by Chairperson

· Other members selected by Chairperson

Responsibilities:

· To draft all amendments to the Constitution

· To present these amendments to the Board for consideration

· To notify all member societies of the changes as required by the Constitution and to present the changes to the Annual Convention for acceptance

· To draft all new or changed Procedures and to present them to the Board for approval

Resolutions Committee

Purpose:

· To receive all resolutions for presentation at the annual meeting

Members:

· Chairperson as appointed from among Board members

· An Assistant Chairperson selected by Chairperson

· Other members selected by Chairperson

Responsibilities:

· To accept all resolutions proposed by member societies 
· To develop resolutions designed to enhance the image of the Association and its member societies 
· To advise the Board of all resolutions for their evaluation 
· To present all resolutions to the annual meeting for approval 
· Note: Resolutions must be compatible with the current O.H. A. constitution in order to be presented. Resolutions which affect the constitution should be forwarded to the Constitution Committee to be processed under rules governing amendments to the Constitution.

· After the annual meeting the Secretary shall forward all approved resolutions for appropriate action

· Voting shall be conducted as outlined in O.H.A. Procedure 001

Other:

· The deadline for receipt of resolutions by the committee shall be February 28th of each year

· Resolutions received after this date will be held over for presentation at the next year's Convention

Revised October 1999
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Standing Committees
Awards Committee

Purpose:

· To determine awards to be given and to determine recipients for these awards

Members:

· President (Chairperson)

· Immediate Past President

· 1st Vice President

· 2nd Vice President

· Secretary

· Treasurer

· Chairman of the Past Presidents' Council

Responsibilities:
· Evaluate awards available and decide if new awards are needed

· Determine recipients of awards

· To forward names of recipients to the person who will deliver the citations

· To notify affected District Directors and arrange for appropriate persons to present the awards

· To make arrangements for preparation of awards

· Have the secretary maintain a record of all recipients of awards

· To develop new awards

· To update the Awards Booklet as required

Deadline:
· Nominations for awards to be submitted to the O.H.A. Secretary by February 28th each year

Other:

All recommendations will be considered as a decision of the Board

Revised October 1999
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ONTARIO HORTICULTURAL ASSOCIATION

Standing Committees 

O.H.A. Supplies Committee

Purpose:

· To propose, obtain, distribute and promote the use of O.H.A. related items

Members:

· Chairperson as appointed from among Board members

· An assistant Chairperson selected by the Chairperson

· Other members selected by the Chairperson

Responsibilities:

· To research ideas for O.H.A. items

· To propose such items to the Board for approval

· To tender approved items and arrange for their manufacture

· To ensure that all items are made available to member societies

· To organize a sales programme at the annual Convention

· To prepare a supplies budget for Finance Committee use

Other:

· All actions and proposals are subject to approval of the Board

Revised October 1999
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ONTARIO HORTICULTURAL ASSOCIATION

Standing Committees 

Annual Report Committee

Purpose:

· To publish the Association's Annual Report

Members:

· Chairperson as appointed from among Board members

· An assistant Chairperson selected by the Chairperson

· Other members selected by the Chairperson

Responsibilities:

· To receive reports from District Directors, and Committee Chairpersons for publication in the Annual Report 
· To collect other relevant articles and reports and messages 
· To edit and assemble into the approved format for the Annual Report 
· To obtain a minimum of three price quotations and select the lowest price, providing it meets the necessary publication guidelines and to have the Report printed

Revised October 1999
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ONTARIO HORTICULTURAL ASSOCIATION

Standing Committees 

Communications Committee

Purpose:

· 
To publish the Association's Newsletter and expand internet activities as sources of information on Association's activities.

Members:

· Chairperson as appointed from Board members

· The Association's Newsletter Editor

· The Association's Internet Co‑ordinator (See Page 18 for details)

· Other members selected by the Chairperson

Responsibilities:

· To publish the Associations Newsletter four times a year or as directed by the Board 
· To collect and publish information on the Association's programmes, contests, conventions and all other relevant activities 
· To collect relevant articles and reports of interest to Association members from societies and society members 
· Edit and assemble the selected articles into an attractive publication 
· Arrange for printing and mailing to societies, past presidents and individual subscribers 
· To expand the Associations internet activities as a source of information on the Association and Horticultural Societies
· To select a representative to attend a Board meeting if Chairperson is not available to attend.

Other

· All actions and proposals are subject to approval by the Board

Revised November 1999
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Standing Committees 

Youth Newsletter Sub‑Committee

Purpose:

· To develop communications with Youth Leaders by publishing the Association's Youth Newsletter

Members:

· The Association Youth Editor as appointed by the Board

· Other members selected by the Editor

Responsibilities:

· To publish the Associations Youth Newsletter three times a year or as directed by the Board

· To collect and publish information on all O.H.A. youth programmes, contests and all other activities of interest to youth

· To collect articles and reports on youth activities of interest to youth clubs and members

· Edit and assemble the selected articles into an attractive publication

· Arrange for printing and mailing to Past Presidents, Youth Leaders and District Directors

· Provide, when requested, a report of Youth Newsletter activity to the Chairperson of the Youth Competitions Committee

Other

· Where Youth Newsletter editor is not a Board member the Youth Newsletter Subcommittee shall report to the Board through Chairperson of Youth Competitions Committee

Revised October 1999
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Standing Committees 

Adult Competitions Committee

Purpose:

To develop and promote various horticultural, art and design competitions

Members:

· Chairperson as appointed from among Board Members

· An assistant Chairperson selected by the Chairperson

· Other members selected by the Chairperson

Responsibilities:

· To develop, publicize and manage competitions for adults at the O.H.A. Convention, and any other events as approved by the Board

· To develop the rules and schedules for publication in the NOVEMBER Newsletter

· To define subcommittee responsibilities and co‑ordinate their activities

· To select a representative to attend a Board meeting if Chairperson is not available to attend.

Other:

· All actions and proposals are subject to approval of the Board

Sub‑committees:


Photography


Art


Decorative Show


Newsletters & Year Books

Subcommittee Chairpersons shall be selected from among Board members by Adult Competition Committee Chairperson and confirmed by the Board at their next meeting

NOTE: 
Adult competition judges are selected in consultation with Convention Host District


Cultural Show at the Convention is the responsibility of the Host District

Revised November 1999
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Standing Committees 
Youth Competitions Committee

Purpose:

· To develop and promote friendly competition of horticultural specimens and design with emphasis on youth involvement and to represent Youth Newsletter Sub‑committee at Board meetings

Members:

· Chairperson as appointed from among Board members

· An assistant Chairperson selected by the Chairperson

· Other members selected by the Chairperson

Responsibilities:

· To develop, publicize and manage youth competitions at the O.H.A. Convention, and any other events as approved by the Board

· To develop the rules and schedules for publication in the appropriate Youth Horticultural Newsletter

· To seek suggestions from Youth Leaders in Horticultural Societies and other groups

· To develop programmes and materials to aid Youth Leaders with their activities

· To report on activities of Youth Newsletter Sub‑committee when Youth Editor is not a Board member

Other:

· All actions and proposals are subject to approval of the Board

Sub‑committee:


Youth Newsletter

Revised October 1999
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Standing Committees
Internet Co‑ordinator

Purpose:

· To develop and co‑ordinate the Associations and Horticultural Societies Internet activities

Responsibilities:

· To be the source of Internet expertise for the Association.

· To attend all meetings of the Communications Committee

· To develop a distinctive "Home Page" and to encourage its use as a means of communication and sharing of horticultural information within and between Societies.

· To promote and demonstrate the Association's Internet activity and where possible provide "Hands‑on" workshops for society members as a source of training and familiarization.

· To report to the membership at each Convention.

Other:

· The Internet Co‑ordinator is appointed annually by the Board.

· The Chairperson Communications Committee shall report to the Board on Associations Internet activities

· All actions and proposals to be presented to the Communications Committee and are subject to approval of the Board.
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