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-Collingwood Downtown BIA  
POLICIES AND PROCEDURES MANUAL 

 
MISSION STATEMENT 

The Collingwood Downtown Business Improvement Area strives to communicate and work with 
our Members, the Town of Collingwood and the local community to create and promote a clean, 
beautiful, vibrant and attractive CDBIA district and to assist in the creation and implementation 
of policies which enhance and assist the retail and business community in our district. 
 

PREAMBLE AND GENERAL 

On December 20, 2004 the Town of Collingwood passed a by-law to create an “improvement 
area” pursuant to Section 204 of the Municipal Act, 2001, S.O. 2001, c.25 and established a 
Board of Management within that area: 
 

“to oversee the improvement, beautification and maintenance of 
municipally‐owned lands, buildings and structures in the area beyond 

provided at the expense of the municipality generally; and, to promote the 
area as a business or shopping area.” 

 
The area shall be referred to as the Collingwood Downtown Business Improvement Area and 
herein referenced as the “CDBIA”. 
 
PURPOSE OF THE POLICIES AND PROCEDURES MANUAL 

This manual has been compiled in order to: 

� Define CDBIA policies and procedures; 
� Provide minimum standards and basic requirements for the activities of the Board and 

Members on behalf of the CDBIA; 
� Define tasks and responsibilities; 
� Provide transparency and accountability in decision making; 
� To recognize and confirm that the CDBIA is entrusted with responsibilities for the wise 

and appropriate use of Members levies; and 
� To recognize and confirm the duty of the CDBIA and its Board to communicate with and 

report to Members 
 
ACKNOWLEDGEMENT 

This Policy recognizes that the Collingwood Downtown Business Improvement Area (CDBIA) 
operates subject to the Laws, Legislations, Policies and Procedures of the Province of Ontario 
and The Corporation of the Town of Collingwood. In the event of any conflict between these 
Policies and those policies of the Corporation of the Town of Collingwood, the Policies of the 
Corporation of the Town of Collingwood will take precedence. 
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PART 1  BOARD OF MANAGEMENT, CDBIA 

 

POLICY STATEMENT 1A ‐  

BOARD OF MANAGEMENT ACTIVITIES TO FULFILL ITS MANDATE 

The Board will undertake to fulfill its mandate in the following ways (without limiting other 
activities and efforts); 

� Liaise and consult with the Council and Staff of the Town of Collingwood, providing 
assistance and input from the Board and CDBIA Members regarding Town programs, 
planning issues, services, by-laws, activities and initiatives impacting its Members and 
improvement area; 

� Represent the opinions and expectations of its Members; 
� Communicate with Members to keep them informed and canvas Members when 

appropriate and  practical for input and participation; 
� Review and implement marketing efforts and initiatives to promote the CDBIA 

improvement area; 
� Participate and encourage events in the CDBIA improvement area, as practical; 
� Promote open, amicable and constructive communications in particular with the Town, 

CDBIA members, our event partners, business community and citizens of Collingwood 
and surrounding areas; 

� Enhance the streetscape and beautification of the improvement area, including seasonal 
decorations; 
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PART 2  EMPLOYEES OF THE CDBIA 

POLICY STATEMENT 2A – 

 GENERAL MANAGER (REFERRED AS “GM”) – GENERAL 

The CDBIA recognizes the General Manager’s daily role and responsibilities, expertise and 
availability as an important asset of the CDBIA. The Board of Management shall have an 
obligation to direct and support the General Manager, and the Board and GM must attempt to 
ensure that time and effort is spent in a manner that; 

� Optimizes the time spent on key functions and priorities, always keeping in mind the 
mandate of the CDBIA, 

� Recognizes and utilizes the knowledge, skills and experience of the GM, 
� Recognizes and respects the GM as a partner in fulfilling the mission and mandate of 

the CDBIA 
� Equips the GM to be an ambassador, community leader and spokesperson for the 

CDBIA, as directed. 
 
 
 

POLICY STATEMENT 2B  –  

GENERAL MANAGER – JOB DESCRIPTION & HR POLICIES 

The job description of the General Manager is attached hereto as Appendix 2A.  
The GM shall abide by the Town of Collingwood Human Resource Policies (insofar as 
applicable) or as otherwise approved by the Board which will be added or amended from time to 
time and appended hereto as Appendix 2B. 
 
The General Manager shall participate in an annual performance review to be conducted by the 
Board of Management. 
 
 
POLICY STATEMENT 2C –  

GENERAL MANAGER – TIME AND RECORD KEEPING 

 
i.  The GM function is a full time position. The GM is expected to generally provide full-time 

services during normal business hours (or as otherwise authorized by the Board) and to 
participate in meetings and events as required from time to time under the direction of the 
Board. 

 
ii. The Board shall review the compensation of the GM from time to time by reference to the job 

type and seniority levels established by the Town of Collingwood, based on a 35 hour work 
week.  An annual cost of living increase shall be set equal to that as provided by the Town 
of Collingwood for non-union employees. 

 
iii. The GM shall track his or her time and record all time worked, in a manner and format which 

shall be determined by the Board, which shall include specific reference to meetings, events 
and functions outside of normal business hours. 
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iv.  Hours worked in addition to regular business hours are recognized to be a requirement of 
the GM position, but when practical such additional hours should only be spent as 
necessary and shall generally be authorized in one of the following ways; 

 
a. Committee meetings and functions may be explicitly or implicitly authorized as part of 

the participation of the GM in the work of each sub-committee of the Board, or as 
represented and authorized on a Town committee or board. 
 

b. Participation of the GM and staff in recognized events shall be anticipated, estimated 
and included in the budget for each Event, which shall generally be approved in advance 
by the Board. The GM will be responsible to track and record, in a manner to be 
determined from time to time by the Board, the amount of time spent by the GM and staff 
on each Event. The GM shall advise the appropriate committee/Board chair if the staff 
time being spent on an event/program/initiative will or may exceed the time budgeted for 
that event and seek such approval as is practical in the circumstances. 
 

c.  Participation by the GM and other staff in other meetings, functions or other work outside 
of normal business hours shall, to the extent practical, be specifically authorized by the 
Chairman of the Board, subject to ultimate reporting and inclusion within any relevant 
budget. Provided that recurring instances of such work outside of the normal hours of 
business which are anticipated, on either a one‐time or ongoing basis, may be 
acknowledged and authorized in advance. 

 
v.  Hours worked by the GM, in addition to regular business hours, shall be encouraged to be 

compensated by providing time off in lieu of those hours, which shall be monitored and 
approved on a regular basis by the Chairman or by some other designated member of the 
Board. 

 
vi. None of these policies relating to time spent, tracked and recorded by the GM are intended 

to be rigid, nor are they intended to interfere with the GM exercising discretion in 
performance of the GM job. The priority is always that the GM perform the work required, 
meet the needs of committees, assist in events and functions and generally perform the 
mandate of the CDBIA as understood by the GM, while tracking and recording time spent in 
a manner which is reasonable and practical in each particular circumstance. 
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PART 3  ACCOUNTING AND FINANCIAL MANAGEMENT 

Authority of the Collingwood Downtown Board of Management 

 

POLICY STATEMENT 3A –  

BUDGET AND PLANNING 

i. The Board of Management will prepare a budget each year for presentation and receipt 
by the membership at the CDBIA Annual General Meeting.   

ii. Certain portfolios are allotted a set budget annually to be administered by the Committee 
Chair in conjunction with the GM of the CDBIA, the Board and Finance Chair(s). 

iii. As part of the budget planning process, each committee will submit activity plans and 
cost estimates to be incorporated into the budget preparation. At a minimum, these 
plans should outline potential activities and related costs based on best estimates, 
quotes or past experiences. 

 
POLICY STATEMENT 3B –  

APPROVAL OF SPENDING 

i.  The CDBIA operates within the municipal structure of the Corporation of the Town of 
Collingwood, and is, therefore, subject to the policies, procedures and bylaws of the said 
corporation. 

ii.  The GM of the CDBIA acts as a liaison between the CDBIA and the financial administrative 
structure of the Town of Collingwood. 

iii. All invoices and expenses must be authorized and approved by the CDBIA Board of 
Management by motion at the usual business meeting of the Board for payment by the 
municipality. 

iv.  All purchase orders must be issued by the GM of the CDBIA. The GM shall authorize all 
standard or routine (including by not limited to telephone, utilities and board authorized 
purchases) for processing and payment by financial services of the Town of Collingwood. 

v.  Invoices and expenses relating to specific committees should be initialed by the committee 
chair where applicable unless otherwise approved by the Board. 

 
POLICY STATEMENT 3C –  

PURCHASING POLICY 

This policy is to provide a framework for the supply of goods, services and construction work 
and to determine the rules regarding the award of such contracts. This policy aims to: 

� Promote transparency in contract awarding; 
� Treat competitors equitably and with integrity; 
� Maximize efficiency and provide a useful, uniform mechanism for expediting the 

purchasing process and for simplifying follow‐up procedures; 
� Ensure the purchase or lease of goods and services at reasonable prices, with a fair 

competition of quality, delivery and after‐sales service. 
� Outline accountability regarding the responsible use of funds. 
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Definitions 

For the purpose of this policy, the following terms and expressions signify: 

“Direct Price Request” means a request by which one or more suppliers are contacted by 
 telephone, fax or in writing on the prices and conditions relative to the purchase of their 
 goods and services. 
“Call for Tenders by Invitation” means request for tenders sent to selected suppliers, inviting 
 them to submit written quotations on specific projects, goods or services. 
“Public Call to Tenders” means the process by which the CDBIA invites suppliers, service 
 providers, and contractors to bid on a specific project. It may also be published in one or 
 more local and/or provincial publication. 
“Tender Documents” means documents issued the CDBIA and comprised of the following: a call 
 for tenders, a description of the goods and services sought, the rules and conditions, a 
 tender form, and any other related documents. 
“Adjudication” means action by which CDBIA selects the supplier who will be supplying specific 
 goods or services. 
“Certification of Goods” means the pre‐selection of goods by the CDBIA prior to the acquisition 
 process.  
“Qualification of Service Provider” means the pre‐selection of service providers by the CDBIA 
 prior to the acquisition process. 
 

GENERAL PROVISIONS 

i.  Each Committee is responsible for their budget allocation, to be administered by the Chair of 
the Committee 

ii.  Each Committee shall work with the GM of the CDBIA throughout the purchasing process. 
iii.  Projects may not be divided into several orders to obtain preferential terms or to avoid 

budget controls and default authorization. 
iv.  All projects in excess of $1,500.00 and otherwise requiring a public call for tenders must be 

ratified by the Board. 
v.  Any engagement over $500 and/or lasting more than six months requires that a purchase 

order be issued and authorized. 
vi. The total amount of a purchase order or a contract lasting several years is to be authorized 

by the CDBIA Board of Management.  Financial obligations should not be entered into that 
extend beyond the term of the authorizing Board. 

 
vii. The CDBIA favours, when possible/practical; 

      a. rotation amongst suppliers, service providers and contractors in the scope of its 
tendering process, 

      b.  calling upon new suppliers, service providers and contractors in the sector of 
activities intended for the acquisition process, 

      c.  That preference be given, when possible, to suppliers and services providers 
located within the boundaries of the CDBIA provided the costs are competitive with 
other suppliers. 

*All amounts mentioned herein exclude taxes. 
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TENDERING 

Tendering shall be conducted under the Laws, Legislation, Policies and Procedures of The 
Corporation of the Town of Collingwood Procurement Policies, By‐law 2006‐42 or its successor 
legislation. 
 
 
DISPOSAL OF ASSETS 
 
Assets, equipment, supplies determined as surplus to the needs of the CDBIA shall be offered 
to the membership through expressions of interest on a bid basis.  If such assets, equipment, 
supplies are not acquired by a member, the Board shall determine the appropriate method of 
disposition. 
 
EXPENSE POLICY 

i.  It is the policy of the Downtown Collingwood Business Improvement Area to reimburse 
personnel for reasonable expenses incurred while on CDBIA business, including but not 
limited to; 
a) training and education seminars, 
b) business travel, 
c) CDBIA related phone bills, 
d) business meals, meals required during CDBIA travel, and 
e) accommodations used during CDBIA travel. 

 
ii.  CDBIA employees that wish to receive training or education through third party sources 

must request approval prior to the authorization of reimbursement of funds. 
 
TRAVEL POLICY 

Purpose 
The purpose of this policy is to create and enforce all guidelines and procedures for the 
travel‐related expenses of the Board, Sub-Committees, volunteers and/or employees of the 
CDBIA for business purposes. It is this policy’s intent to ensure that employees who travel on 
behalf of the CDBIA are reimbursed for reasonable travel expenses. This policy is also meant to 
ensure the fair and equitable treatment of employees/members by preventing the loss of 
personal financial funds, as well as protecting the CDBIA from abuse of organizational funding 
of business‐related travel. 
 
Scope 
This policy and procedure covers only travel‐related expenses for the CDBIA Board, Sub-
committees, volunteers and employees traveling for business purposes. The CDBIA Board of 
Management shall approve all business‐related travel, with the firm understanding that travel 
costs will only be reimbursed so long as they are: 
1. Properly authorized at least two (2) weeks prior to the travel commitment, by the Chair or 

Vice-Chair. 
2. Supported with original receipts and/or documentation. 
3. Charged to a business unit and/or particular expense account. 
4. Reasonable in nature given budget availability. 
 
General Procedures 
1.  Travel authorization requests must be submitted, in writing, to the CDBIA Board of 

Management by the employee who intends to travel. The request should include (to the best 
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of the employee’s knowledge) all travel destinations, length of stay, trip itinerary, and 
projected costs. 

2.  All expense reports must be submitted with original receipts and documentation, signed by 
the employee and approved by the Chair of the Board of Management of the CDBIA. Where 
original receipts are not available, the employee must state the reason(s) why they are not 
available. 

3.  Expense reports that do not comply with this policy will not be honoured until the employee 
completes the form according to procedure. 
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PART 4  EVENTS 

 

POLICY STATEMENT 4A –  

EVENTS ‐ GENERAL 

The CDBIA recognizes that its participation in events, primarily within the CDBIA boundaries, is 
an important part of fulfilling its mandate 
 
i.  In general, CDBIA participation shall be specifically approved by the Board, on presentation 

to the Board of a report or application which includes, to the extent that is practical in the 
particular circumstances; 
� An overview of the event 
� The anticipated impact of the event on CDBIA members 
� A summary of CDBIA involvement in past years, with reference to materials and reports 

which relate to the requirements set out herein 
� The anticipated or requested commitment of actual dollars to be spent or paid by the 

CDBIA 
� If practical, the anticipated time allocations of the CDBIA including the GM, staff and 

volunteer time, and stipulating whether those commitments are fixed, limited or 
estimated 

� Any commitment required for the use of CDBIA assets or services 
� Time frames and schedules for pre‐event reports, meetings or other requirements 

 
ii.  A specific form or summary or spread sheet to be used for may be established from time to 

time and may be approved by the Board and appended as part of this policy for applications 
for involvement by the CDBIA and for approvals, management and reporting on events in 
which the CDBIA participates. 

 
iii.  A wrap‐up report shall be stipulated and required from each event organizer or chair, using a 

standard form, as soon as practical on completion of the event, referring to the items 
stipulated above and indicating whether participation of the CDBIA is likely to be sought for 
the following year, and on what terms, unless otherwise directed by the Board. 

 
iv.  The CDBIA may stipulate deadlines, by year, by season or by dates, for submissions for the 

CDBIA to participate in events, and will in all cases encourage the earliest convenient notice 
of intention to seek CDBIA involvement in events. 
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PART 5 CDBIA POLICY‐ FORMULATING AND COMMUNICATING 

 

POLICY STATEMENT 5A –  

FORMING AND COMMUNICATING CDBIA POSITIONS, GENERAL 

The CDBIA recognizes the importance of; 

� Formulating and communicating positions on various community and business issues, in 
particular those directly relating to the Collingwood Downtown Business Improvement 
Area, 

� The importance of expeditiously canvassing its Members from time to time for 
assistance and input on issues as determined by the Board, 

� Providing clarity and efficiency in its procedures in connection with these activities. 
 

POLICY STATEMENT 5B –  

SPECIAL COMMUNICATIONS WITH MEMBERS 

The Board of the CDBIA will from time to time respond to requests for opinions or positions on 
issues which may concern CDBIA Members and its Board. The Board will determine, in each 
case, whether an issue has been raised or a position sought which merits special 
communication and interaction with its Members, beyond discussion at the Board level. Special 
Communications to Members will be particularly important and appropriate when; 

� The Board receives a request for comment or for a position from Council of the Town of 
Collingwood or from staff of the Town of Collingwood, And the Board deems the matter 
sufficiently important to the CDBIA or its Members, and is sufficiently relevant to the 
mandate and role of the CDBIA, to warrant additional input and participation by the 
general Membership, in addition to review by the Board; 

� A Board Member or Members raise an issue, And the Board deems the matter 
sufficiently important to the CDBIA or its Members, and is sufficiently relevant to the 
mandate and role of the CDBIA, to warrant additional input and participation by the 
general Membership, in addition to review by the Board; or 

� When an expense in excess of $10,000 is being considered outside of the approved 
budget as communicated to the membership. 
 

POLICY STATEMENT 5C –  

INTAKE OF REQUESTS FOR A CDBIA POSITION OR INPUT ON AN ISSUE 

It is important at the outset to clearly define any question or issue referred to the Board for 
consideration. The CDBIA has established the following policy for any person or organization 
posing questions or requesting input, opinions or positions from the CDBIA. The person or 
organization requesting a position from the Board on any question or issue shall, when practical, 
provide; 

�  a clear, succinct written statement of the question or issue to be addressed. 
� available background information, an explanation of any relevant context, and/or direct 

the Board to known sources of relevant information. For example, these could include 
staff reports, studies, articles and analysis, relevant communications. 

� a proposed timetable or deadline for a response 
� a clear indication, if appropriate, as to what type of response is sought, for example 

‐ A Board statement of policy 
‐ Board and/or membership comments 
‐ Circulate to Members for comments/information 
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‐ Indicate response optional at the discretion of the Board 
‐ Other specific assistance or response requested 

 
POLICY STATEMENT 5D –  

BOARD RESPONSE TO REQUESTS FOR CDBIA POSITION OR INPUT ON AN ISSUE 

The Board should generally attempt to respond expeditiously in one of the following ways to any 
question or issue posed in the above‐described circumstances; 
 
1. The Board will acknowledge receipt of the question or issue. 
2. Remit the question or issue for more information or clarification.  
3. Communicate that the Board requires additional time to consider and respond. 
4. Respond that no action will be taken at this time, and indicate reasons if appropriate. (There 

may, for example, already be an existing Board Policy, or the matter might be considered 
outside of the jurisdiction or mandate of the CDBIA, or there may already be some activity 
underway or some other reason). 

5. Assign responsibility to an existing committee or form a standing or ad hoc committee to 
address the issue. 

6. Direct a Special Communication to Members, with one or more of the following alternatives; 
a.  “FYI “ – pass along as an information note 
b.  Establish an email circulation list for those who want to be kept abreast of developments. 
c.  Opinion solicited  - poll attached 

- Solicit comments and suggestions 
d.  Notify of members of the committee (existing or new) assigned responsibility and inviting 

Members to participate 
e.  Appointment of a board member or the establishment of an ad hoc committee to 

investigate. If there is no committee and Member response is sought, there should be a 
board member or the GM assigned to monitor and report back to the Board for direction. 
 

POLICY STATEMENT 5E - MEMBER COMMUNICATIONS 

The Board recognizes that email communications represent not only the most cost-effective and 
expeditious vehicle for these communications to its Members, but often represents the only 
practical method of implementing the policies set out in this section. The communications to 
Members referred to above in this section are anticipated to be made by email only, unless 
otherwise authorized by the Board, or as otherwise requested by individual members of the 
CDBIA. 
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PART 6  MEETINGS 

POLICY STATEMENT 6A –  

ANNUAL GENERAL MEETING (AGM) 

The Annual General Meeting: 
� Shall occur during the fourth week of November each year, unless otherwise authorized 

by the Board and one month notice is provided to the membership. 
� Notice of the AGM will be circulated not later than three (3) weeks prior to the date set 

for the meeting. 
� The agenda for the AGM will be circulated at least one week prior to the meeting along 

with the proposed budget for the upcoming year. 
� The Members shall either ratify the budget at the Annual General Meeting or give 

directions to the Board of Management relating thereto. 
� Only members within the CDBIA district can vote at the AGM. 
� Only members within the CDBIA district can stand for office.  

 
POLICY STATEMENT 6B –  

SPECIAL GENERAL MEETINGS 

A Special General Membership Meeting: 
� May be called to discuss a specific issue of the Downtown by the Board of Management 

or if requested in writing and supported by 10 Members of the CDBIA. 
� Notice will be sent to members one week prior the Special General Meeting except in 

very unusual circumstances where a meeting may be called on shorter notice. 
� Any decisions or votes taken at a meeting that has been called on less than one weeks’ 

notice may not be binding until a sufficient period has been allowed for member 
comment and input, as determined by the board on a case by case basis. 

� The agenda for a Special General Meeting shall be circulated prior to forty-eight (48) 
hours of the commencement of the meeting. 

� Only members within the CDBIA district can vote at these meetings. 
� Only members within the CDBIA district can stand for office at these meetings. 

 
POLICY STATEMENT 6C –  

BOARD MEETINGS 

Board of Management meetings: 
� Shall be scheduled the fourth Wednesday of each month unless prior agreement has 

taken place to change the date, and notice provided on the CDBIA website at least forty-
eight hours in advance. 

� Minutes of the meeting will be posted on-line (on the CDBIA website) after the minutes 
have been approved by the Board and Town Council. 

� The Agenda will be posted on-line (on the CDBIA website) forty-eight hours in advance 
of the meeting. 

� All members are welcomed and encouraged to attend Board meetings. 
� Members who wish to address the Board on items of specific interest can ask to be 

included as a deputation before the official Board meeting has begun, or during a 
meeting only if approved by a majority vote of the Board. 
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PART 7  CDBIA (SUB)COMMITTEES 

 
The Committee structure of the CDBIA is set out below, recognizing that the Bopard of 
Management is empowered to appoint other permanent or ad hoc committees, at its discretion. 
 
PROMOTION 
 
Chaired by:  Nominated Board Member(s) as approved by the Board. 
Membership: Any business Members who have a background or interest in events (generally 

or a specific event) 
Mandate: 

� To create awareness of the CDBIA area through special events and initiatives 
undertaken   by the CDBIA or with the Town of Collingwood or with regional partners.  

� The committee will work within a budget that has been created by the Board 
after consultation with the committee or its’ chair. 

 
 
MARKETING 
 
Chaired by:  Nominated Board Member(s) as approved by the Board. 
Membership:  Any business Members who have a background or interest in marketing. 
Mandate: 

� Be responsible for creating a consistent brand message on an annual basis 
� Ensuring that events are advertised through various media in a timely way by working 

closely with the promotions committee.  
� The committee will work within a budget that has been created by the Board after 

consultation with the committee or its’ chair. 
 
 
BEAUTIFICATION / DECORATING 
 
Chaired by:  Nominated Board Member(s) as approved by the Board 
Membership: Any business Members who have a background or interest in the beautification 

and/or decorating of the downtown. 
Mandate: 

� Coordinate with the various municipal departments to enhance and beautify the 
downtown through decorative, floral and seasonal displays. 

� Work with the Marketing and the Promotion committees to cross promote through 
decorating and display. 

� The committee will work within a budget that has been created by the Board after 
consultation with the committee or its chair. 

�  
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COMMUNICATION 
 
Chaired by:  Nominated Board Member(s) as approved by the Board 
Membership:  Any business Members who have a background or interest in communication. 
Mandate: 

� Coordinate the internal communications to the CDBIA Members ensuring the awareness 
of the activities within the CDBIA District. 

� Ensure that our web site is up to date and that the Members are aware of the 
opportunities the web site creates for them. 

� The committee will work within a budget created by the Board after consultation with the 
committee or its’ chair. 
 

MAINTENANCE/CAPITAL EXPENDITURES 
 
Chaired by:  Nominated Board Member(s) as approved by the Board 
Membership: Any business Members who have a background or interest in maintenance of the 

downtown. 
Mandate: 

� Coordinate with the appropriate municipal departments to ensure that the level of 
maintenance is consistent and satisfactory to agreed standards within the CDBIA district. 

� Be responsible for the maintenance and storage of CDBIA assets. 
� Develop a long range plan for needed capital expenditures. 
� The committee will work within a budget created by the Board after consultation with the 

committee or its’ chair.  
 
 
ADMINISTRATION / MEMBER SERVICES 
 
Chaired by:  Nominated Board Member(s) as approved by the Board 
Membership: It is anticipated that one Board Member will be responsible for coordinating the 

administration function of the organization. 
Mandate: 

� Be a liaison between Members and the Board. 
� Organize Membership meetings. 
� Working with the General Manager to coordinate the administration of the CDBIA office. 
� The committee will work within a budget created by the Board after consultation with the 

committee or its’ chair. 
 
 

PARKING & BY-LAWS 
 
Chaired by:  Nominated Board Member(s) as approved by the Board 
Membership: Any business Members who have a background or interest in parking and/or by-

laws impacted the CDBIA. 
Mandate: 

� Be a liaison between Members and the Board and the Town of Collingwood in matters 
relating to bylaws affecting the Members of the CDBIA. 

� Co‐ordinate opinions and input from Members. 
� Communicate concerns and input from Members to the Board and, under the direction of 

the Board, to the Town of Collingwood.  
� The committee will work within a budget created by the Board after consultation with the 

committee or its’ chair. 


