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INTRODUCTORY REMARKS

1.
The meeting was called to order at 0820 hrs, 15 Mar 06.  

OPENING COMMENTS

2.
Col Wingert welcomed all in attendance and asked everyone to introduce themselves.  Col Wingert discussed the importance of the work that is being done to create the Guild of the EME Branch as well as how the Branch should be encouraging communication to all members on this exciting new initiative that will support and maintain EME heritage for many years to come. 

	REVIEW OF PREVIOUS MINUTES
	ACTION BY



	3.
Para 3 – New Branch Lists.  The Br Adjt office has updated the Branch Fund database with the information provided by the Career Managers in fall 05.   The Br Adjt’s office will send out the updated dues letters soon. 


	Br Adjt

	4.
Para 4 – EME Branch Kit Shop Gift Certificate Control.  The Br Admin Asst has set up a file in her office for these certificates.  This system seems to be working well.


	

	5.
Para 5 – EME Branch Coins.  The new bronze coloured EME trading coins are available for sale at the EME Branch Kit Shop at a cost of $3.60 each.  


	All

	REVIEW OF PREVIOUS MINUTES
	ACTION BY



	6.
Para 7 – EME Branch Financial.  The Branch budget does not show all expected calendar revenues.  Br Adjt office will follow up on all invoice amounts to ensure payments have been received.


	Br Adjt

	7.
Para 18 – Jiffy Jeep.  The Jeep is currently in Gagetown and for the short term will remain there.  The Admin Cmte is looking at the feasibility of creating replicas.  If this is unsuccessful, the current Jiffy Jeep (an EME Branch Fund DA Asset) should return to Borden.  All tasking requests for the Jiffy Jeep are to be submitted through the Br Adjt's office for approval by the Admin Cmte.  The return of the Jiffy Jeep at the conclusion of each task is essential.

8.
Having replicas would benefit the Branch as they could be used to support the Tattoo in Halifax, other ceremonial activities across the country and/or recruiting (monies may be available to help support TD and transportation).  Unfortunately, there are no EME Branch Funds available to support building replicas of the Jiffy Jeep but once the Guild is in place there could be an initiative to raise money for this project.  The Br Adjt will investigate whether there is a jeep under the Branch DA that could be used to make replica(s).  


	Admin Cmte

Br Adjt



	9.
Para 22 – EME Forum.  The EME Forum site was experiencing some access problems that have been corrected.  Again, the issue of content was discussed.  It was decided that all questions would be put to a generic site and then placed onto the forum.  Br Adjt will be the OPI for this initiative.  The forum may be found on the Intranet site at http://dglepm.ottawa-hull.mil.ca/dleps/emebranch/index_e.htm. 

10.
Minutes dated 17 Aug 05 were approved by BOD members.


	Br Adjt



	NEW BUSINESS
	

	EME BRANCH FUND FINANCIAL

11.
The EME Branch Fund Budget for yr ending 2005 was presented.  Income amounts closely reflected the expected budget except for the EME Branch Kit Shop amounts, which were forwarded to yr 2006.  Expenses are higher then budgeted because of two projects that were sp by the BOD during yr 2005; the restoration of the Richard Short Prints and the purchase of the Serving the Guns painting and prints.  See attached Budget Report 31 Dec 05.

	

	12.
With the growth of the EME Branch Fund and the creation of the EME Guild, the need to increase the visibility of the finances is becoming greater.  Admin Cmte to draft a current state of affairs for dissemination to all EME Branch members.


	Admin Cmte

	BURSARY AND SCHOLARSHIP FORMS

13.
A new application form has been created for this year’s applicants.  This form includes a checklist and updated application that will make the application process easier for both the applicant and the assessors.  On the cover page of the application, the Br Adjt is to add, “Member must be a member in good standing for over one year”.


	

	NEW BUSINESS
	ACTION BY



	14.
A new marking scheme for bursary applicants only was presented and approved.  The new scoring marks provides for the economic need of the applicant.  The following is the new scheme:


a.
academic – 30 points;


b.
athletic – 20 points;


c.
school or community involvement – 20 points; and

d.
economic need – 30 points.


	

	15.
Col Wingert spoke on the importance of communicating all benefits of the Branch Fund.  The Br Adjt’s office will coordinate with 202 Workshop to include a one page insert for each issue just on the Branch Fund and its benefits.  Copies of the updated application will be placed on the website and forwarded to all BOD members.  As well, a communiqué will be issued.


	Br Adjt



	AUDIT BOARD REPORT

16.
An audit of the EME Branch Fund and EME Branch Kit Shop was conducted by Maj Beaulieu, MCpl Bullions and MCpl Bidal, 6 – 10 Mar 06.  The mandate of the Audit Board was to conduct a 100% stock check of the EME Branch Kit Shop and verify operations for the EME Branch Kit Shop and EME Branch Fund for year ending 2005.


	

	17.
Because of the short timelines between the audit and the BOD, the Admin Cmte has not been able to review the recommendations of the Audit Team.  The Admin Cmte will review and report on all items for the Audit Report at the next meeting.  Below is a summary of the recommendations for yr ending 2005:


	

	a. General:

(1) the Br Adjt’s office did all the preparation for this yr’s audit team before their arrival.  This eased preparation for the Audit Chairperson; and

RECOMMENDATION:  Br Adjt’s office to prepare for the team again next yr.

(2) the audit happened too late in the yr.  This was too late to catch all errors before the new yr accounting system was started;

RECOMMENDATION:  Audit must happen within first week of Feb without exception.


	Br Adjt

Audit Team

	b. EME Branch Kit Shop:

(1) the Audit Board could not perform a complete verification of the current financial state of the EME Branch Kit Shop because the Audit Board could not confirm a true beginning balance for yr 2005;


	

	NEW BUSINESS
	ACTION BY



	RECOMMENDATION:  A subject matter expert should be hired to examine the books and find a true beginning balance for yr 2005.  Also, they should confirm whether accounting has been done correctly and recommend changes if required


	Br Adjt and EME Branch Kit Shop Manager

	(2) a complete stock verification was not done at end yr 2005;

RECOMMENDATION:  A complete stock verification is to be performed before the new yr starts.


	Br Adjt and EME Branch Kit Shop Manager

	(3) EME Branch Kit Shop Manager is having trouble managing the accounting software system;




RECOMMENDATION:  Manager to be sent for training.


	Br Adjt

	(4) stock amounts were adjusted in the software system but are not captured correctly (as a loss) on the financial statements;

RECOMMENDATION:  After true beginning balance is found, then adjust for this loss of stock.

(5) write-offs were not done in the system from Aug 05;


RECOMMENDATION:  Establish true beginning balance and 
then make adjustments.

(6) 60th items are still held as stock;


RECOMMENDATION:  Write off the items as of 31 Dec 05 as per decision of BOD Aug 05.

(7) paperwork did not always include full justification;


RECOMMENDATION:  Include full explanation (invoice, e-mail authorization, etc.) for all transaction including cheques.

(8) accoutrements were not tracked properly;


RECOMMENDATION:  Sales receipts are made up for every item that leaves stock and attached to invoice for the Branch Fund.

(9) in the Accounts Receivables, it still shows that the EME Branch Kit Shop owes money to members.  This is not the place to show these amounts;


RECOMMENDATION:  Members are to be contacted and 
accounts cleared.

(10) some cheques have expired and are still shown as in circulation;

RECOMMENDATION:  All cheques are to be cleared at end of yr and reissued if outdated.
	Br Adjt and EME Branch Kit Shop Manager

Br Adjt and EME Branch Kit Shop Manager

Br Adjt and EME Branch Kit Shop Manager

EME Branch Kit Shop Manager

EME Branch

Kit Shop Manager

Br Adjt and EME Branch

Kit Shop Manager

EME Branch

Kit Shop Manager



	NEW BUSINESS
	ACTION BY



	(11) problems with EME Branch Fund Calendar revenues feeding through the EME Branch Kit Shop; and

RECOMMENDATIONS:

a. Branch Fund invoice for these revenues themselves;

b.
Branch Fund investigate late payments; and

c.
Admin Cmte investigate GST number for Branch Fund.


	Br Adjt

	(12) electronic accounting system is not closed properly at yr end;

RECOMMENDATION:  Existing file be closed as of end yr and a copy be made before switching into a new year.


	EME Branch

Kit Shop Manager



	c. EME Branch Fund:

(1) paperwork did not always include full justification;


RECOMMENDATION:  Include full explanation (invoice, e-mail authorization, etc.) for all transactions including cheques.

(2) not all the Branch membership draws were done for yr 2005;


RECOMMENDATION:  That the BOD approve the 4 draws missed to be drawn this year.

(3) calendar revenues do not show up on the income statement;


RECOMMENDATION:  Accounts Receivables be set up for all calendar advertisers.

(4) share of sales amounts and calendar revenue amounts do not match with amounts reported by EME Branch Kit Shop; and


RECOMMENDATION:  At yr end, all amounts are to be reconciled between the EME Branch Kit Shop and the Branch Fund.

(5) Branch Fund membership dues amounts were not able to be verified; and


RECOMMENDATION: Audit Board to review next yr and Br Adjt’s office to send out delinquent letters.


	Br Admin Asst

Admin Cmte

Br Admin Asst

Br Admin Asst and EME Branch Kit Shop Manager

Br Adjt



	d. EME Heritage Project:

(1) paperwork not always complete;


RECOMMENDATION:  Include full explanation (invoice, e-mail authorization, etc.) for all transactions including cheques and acquisition lists.


	Br Admin Asst



	NEW BUSINESS
	ACTION BY



	(2) no explanation of the two accounts and what they are to be used for; and


RECOMMENDATION:  Admin Cmte to investigate and present 
an explanation for next year’s audit.

(3) GIC has wrong name on it.




RECOMMENDATION:  Contact the bank and have it changed.


	Admin Cmte

Br Adjt

	EME BRANCH KIT SHOP ISSUES

18.
LCol Moore asked where the funding should come from if an independent auditor is required.  The BOD agreed that monies should come from the EME Branch Kit Shop itself, not the Branch Fund.

19.
The Admin Cmte has been approached by a civilian agency that would like to take over the management of the EME Branch Kit Shop.  The Admin Cmte will investigate this venture and report at the next meeting.  It is believed that this may be a better option for the Association members and public to be able to purchase EME products. 


	Admin Cmte

	EMERGENCY FUNDS

20.
At the last meeting, the BOD approved emergency funds for personnel.  Since then, the Admin Cmte has been approached to provide funding to an initiative that had a very short timeline.  The Admin Cmte recognized the requirement to put a process in place to request these types of funds.  The BOD agreed with the proforma, but would like to see para 5 amended to remove hospital and also that the sr leadership be utilized when requests for projects are submitted from their areas.  

21.
The BOD authorized the Admin Cmte to administer funds in the following amounts:  for personnel funds up to $200 and for project funds up to $300.  All of these amounts will be reported to the BOD.  Admin Cmte to present updated Constitution at next meeting.  


	Admin Cmte

	THEMES

22.
The following are the themes chosen for the next two years:

a. Year 2007 – EME in the Community (to include EME Reserves, Cadets and other community involvement); and

b. Year 2008 – EME Remembering our Heroes.


	202 WorkShop Depot

Br Adjt 

	NEW BUSINESS


	ACTION BY

	GUILD OF THE ELECTRICAL AND MECHANICAL ENGINEERING BRANCH (GUILD)

23.
All members were briefed on the current status of the Guild.  The presentation established that the Guild will:

a. support the Heritage Project through charitable donations;

b. help gain control of EME assets at a national level; and

c. NOT replace the EME Branch Fund.  


	

	24.
The BOD was asked to review and approve the following items before final paperwork can be prepared for the creation of the Guild:


a.
the Vision Statement - approved:

“One united family of former and serving members of the Electrical and Mechanical Engineering Branch and its predecessors, encompassing all past and present members including civilian employees, family and friends, dedicated to upholding a proud tradition of outstanding service to the country by honouring our heritage.”;
	

	
b.
strategic framework for the Guild, attached to minutes – approved;

c.
Canada Corporation Act, attached to original minutes only – amended and approved; and

d.
By-Laws One and Two of “The Guild of the Electrical and Mechanical Engineering Branch”, attached to original minutes only – amended and approved.


	

	25.
At the next meeting, the Seal for the Guild (the EME Cap Badge with the words, “Guild of the Electrical and Mechanical Engineering Branch” in an circle around it) will be presented and membership fees will be discussed.  


	Br Adjt

	ROUND TABLE

26.
LCol Moore – National Central Charity.  The question of a national charity came up this year when selecting the charity for the National Golf tournament.  Currently, the CF has United Way as a national charity.  The Br Adv will consider further


	

	27.
Col Wingert – Communication.  We all must ensure that we do all we can to publicize the EME Branch Fund Budget, the annual audit report, Bursary and Scholarship benefits, the EME Heritage Project and the Guild.    


	

	28.
Capt Noseworthy – Heritage Cmte.  The EME Heritage Cmte needs to start to expand and begin to function at a national level.  Members are required at each unit to be able to gather information on all Branch DA within their units and bases.


	

	29.
Adjournment.  Meeting was adjourned 1645 hrs, 15 Mar 06.  Next meeting is scheduled on 16 Aug 06 in Valcartier.
	Br Adjt 

LFQA Rep
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