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It is the purpose of this policy to define situations and create a process whereby financial plan transfers can be 
completed while meeting the City’s overall internal control objectives. 

Transfers may not result in an increase to the City's annual adopted Financial Plan. Amendments however, may 
increase the City's total financial plan where funding is by a source other than taxation (i.e. provincial grant, 
private contribution, etc.) – see Financial Plan Amendment Policy. 

As a general rule, over-expenditures will not be permitted.  Emergency situations (ie: snow removal, flood control, 
etc.) are exceptions but must be provided for either through a financial plan transfer, amendment or allocation 
from a contingency account as soon as the over-expenditure is known or projected to occur. 

A formal transfer approval process is intended to communicate the nature and necessity of over-expenditures to 
the Financial Services Department and persons with ultimate budget responsibility as detailed in Appendices 1 and  

This process is also intended to provide a means for a predictable operating result and to ensure that early 
detection of over-expenditures are managed and year end deficits avoided.  The procedures herein make it 
possible to determine whether surplus funds in specific areas could be re-allocated either to provide for 
anticipated over-expenditures or to provide for additional projects. 

Financial Services will ensure that financial plan transfers, within the limits specified, do not in any way alter 
operating policies as established by Council in the original financial plan approval.  In addition, the transfer of 
funds must not involve the cancellation of an approved project to meet the needs of an anticipated over-
expenditure without prior Council consent. 

 Note: Financial Plan transfer action will not be required for anticipated over-expenditures of less than 
  $1,000 where there are sufficient funds available in other accounts within the department.  This 
  provision is not to be construed as authority to overspend. 

 

B.  FINANCIAL PLAN TRANSFER PROCEDURES  
1. Budget may not be transferred between funds.  The funds are: 

 General Operating   General Capital 

 Water Operating   Water Capital 

 Wastewater Operating*   Wastewater Capital* 

 Electrical Operating   Electrical Capital 

 Airport Operating   Natural Gas Legacy Capital 

 Natural Gas Legacy Operating   

The Director of Financial Services may, in certain circumstances, authorize transfers from operating to the 
corresponding capital budget (i.e. * Wastewater Operating to Wastewater Capital), however Item No. 8 below would 
still apply. Any further exceptions must be authorized by Council. 

2. Authority to transfer budget may not be delegated down except where the person delegated to, is acting as 
the person responsible. 

3. Financial Plan transfers are documented using orange BT-1 forms and should bear the signature of the 
authorizing person or have a copy of the Council approval (resolution) attached. 

4. Transfers are entered into the general ledger by the Financial Planning Manager or a designate.  The 
Financial Planning Manager must review and sign all BT forms. Financial Plan transfers in excess of 
$25,000 must also be signed by the Director of Financial Services. 
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5. The following restrictions apply to operating financial plan transfers: 

 (a) All operating transfers in excess of $25,000 must be approved by the appropriate Director. 

 (b) All transfers in excess of $50,000 must be approved by the City Manager. 

6. Authority to transfer budget does not provide independent authority to implement net increases to the 
department staffing level.  All temporary staff member increases must be approved by the City Manager.  
All permanent staff increases must be approved by Council. 

7. Council approval is required to add a new capital project with a total cost greater than $50,000.  A funding 
source must be identified for all new capital projects. 

8. The following restrictions apply to transfers between capital projects: 
 (a) All capital budget transfers require approval of the appropriate Director. 
 (b) Transfers up to $50,000 must be referred to the Director of Financial Services who   
  will determine whether further approvals are required. 
 (c) Transfers that are greater than $50,000 must be referred to the City Manager who will  
  determine if Council approval is required. 

 (d) Transfers greater than $75,000 requires a separate report to the City Manager with   
  accompanying details. 

 

NOTE:  PAGES 3 AND 4 OF THIS POLICY ARE APPENDICES 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
REASON FOR POLICY  
 To define situations and create a process whereby budget transfers can be completed while meeting the City’s 
overall internal control objectives. 

LEGISLATIVE AUTHORITY 
 Community Charter. 

PROCEDURE FOR IMPLEMENTATION 
 Administered by the Financial Planning branch of the Financial Services Department, as outlined in the policy. 
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