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clerks@burlington.ca by noon the day before the meeting is to be held. It is
recommended that delegates include their intended remarks, which will be
circulated to all members of the standing committee in advance, as a backup to
any disruptions in technology issues that may occur.
If you do not wish to delegate, but would like to submit feedback, please email
your comments to clerks@burlington.ca. Your comments will be circulated to
committee members in advance of the meeting and will be attached to the
minutes, forming part of the public record.
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Financial highlights for the period ended September 30, 2021 (F-39-21)
Receive and file finance department report F-39-21 providing financial
highlights as at September 30, 2021.
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appendix A.
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Rescind the Audit Committee Terms of Reference attached as appendix
A to office of the city clerk report CL-35-21; and
Approve the revised Audit Committee Terms of Reference attached to
office of the city clerk report CL-35-21 as appendix B; and
Direct the City Clerk to amend the Procedure By-law (31-2021) to include
the revised Audit Committee Terms of Reference as a schedule.
4.5.

Internal Audit Charter update (CA-03-21)
Approve the updated Internal Audit Charter attached as appendix B of
city auditor’s office report CA-03-21.
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6.

Procedural Motions:

7.

Information Items:

8.

Staff Remarks:

62 - 75

9.
10.

Committee Remarks:
Adjournment:
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SUBJECT: Financial highlights for the period ended September 30,
2021
TO:

Audit Committee

FROM:

Finance Department

Report Number: F-39-21
Wards Affected: not applicable
File Numbers: 440-01
Date to Committee: December 8, 2021
Date to Council: December 14, 2021

Recommendation:
Receive and file finance department report F-39-21 providing financial highlights as at
September 30, 2021.

PURPOSE:
Vision to Focus Alignment:


Deliver customer centric services with a focus on efficiency and technology
transformation

Background and Discussion:
The Audit Committee’s terms of reference indicate that it will review and recommend for
approval the annual audited consolidated financial statements of the City and will review
quarterly financial performance throughout the year. To assist the Audit Committee with
this responsibility report F-39-21 will present key financial highlights for the quarter ended
September 30, 2021. Given the significant impact of the Covid-19 pandemic, that has
included closure of City facilities and cancellation of programs, monitoring of financial
performance has become increasingly important.
On an annual basis the Consolidated Financial Statements of the City of Burlington are
presented to the Audit Committee for their recommendation to Council to approve. The
City’s financial statements are prepared in accordance with Canadian public sector
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accounting standards. These standards in some instances differ with the way the City
reports on its daily operations which can make review of the financial statements
challenging. This report will present financial results from an operational perspective for
the period ended September 30, 2021.

Statement of Financial Position
The statement of financial position is the City’s balance sheet. It presents information on
the assets, liabilities, and accumulated surplus of the City.
Assets
Key assets for the City include cash and investments, accounts receivable and
taxes receivable.
Cash and investment holdings reflect the City’s cash flow position and investment
strategy given current market conditions. Funds are allocated to maximize
investment income, retain an appropriate level of liquidity, and respond to
economic forces that influence the investment environment while maintaining a
balanced portfolio in line with the City’s investment policy. The following chart
breaks down the balances of these categories as at December 31, 2020
(unconsolidated), September 30, 2020, and September 30, 2021:

Cash & Investments
400,000
350,000

Thousands

300,000
250,000
200,000

253,128

201,895
194,178

150,000
100,000
50,000

120,515
65,818

97,872

30-Sep-20

31-Dec-20

Cash & Short Term

30-Sep-21

Long Term

Accounts receivable as at September 30, 2021 was approximately $12.9 million
The equivalent accounts receivable balance as at September 30, 2020 was
comparable at approximately $10.5 million.
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Taxes represent the key revenue source the City uses to fund its service delivery.
Taxes receivable are recorded when billed. The City issues bills twice a year, in
January and May. These bills represent four installments which are due in
February, April, June, and September. Taxes receivable due at September 30,
2021 were approximately $32.9 million as compared to $101.1 million reported at
September 30, 2020. The 2020 balance is significantly higher due to the City’s
response to the Covid-19 pandemic during 2020. In order to provide some relief
to taxpayers, the final billing was mailed in July 2020 and installments were
delayed with the April and June installments due in August and the September
installment due in October.
Liabilities
The balance of accounts payable and accrued liabilities at September 30, 2021 is
approximately $10.1 million compared to the balance at September 30, 2020 of
$14.1 million. The consolidated balance at December 31, 2020 of $31.8 million
reflects accruals including certain payroll accruals only recorded at year end.
One of the City’s greatest liabilities is derived from the issuance of long-term debt.
The balance as at December 31, 2020 was $82.0 million. Debt principal payments
in 2020 were $13.7 million while new debt approved and issued in 2020 was $6.8
million. Debt is used to fund capital expenditures. The new debt issued was
primarily for road and storm capital projects.

Statement of Operations
Revenues
The Statement of Operations provides information on the City’s revenues and
expenses combining the information from both the operating and capital
perspectives. Although taxation revenue is the largest component of the City’s
revenues, user fees and charges, investment income and funds from senior levels
of government all contribute to enabling the City to deliver services to the
community. The following chart is provided as a reference point and provides
information of the various components of the City’s revenues based on revenues
reported in the consolidated financial statements as at December 31, 2020:
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Licenses and permits,
2%

Revenues by %
Other, 7%

Fines and penalties
3%
Investment Income,
4%
Grants,
9%

Taxation 63%

User Fees
12%

Due to the impacts of COVID-19 which included the closure of City facilities and
cancellation of programs, the revenue distribution is likely to vary from prior years.
Although a meaningful comparison cannot be made between current operations
and the financial statements due to the adjustments that are made for financial
statement purposes, some revenue items as of September 30th compared between
current year and prior year are presented for information:
2021

2020

$211,933

$267,919

User fees and charges

13,029

12,114

Grants

11,781

9,790

Investment income

4,820

6,682

Penalties and interest on taxes

1,972

896

Hydro dividends and interest

1,496

2,399

General Tax Levy
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It should be noted that tax revenue includes taxes billed but not yet due. The
difference in General Tax Levy revenues from September 2020 to September 2021
is due to the postponement of the requisition payments to the Region and school
boards in 2020 to help support the City’s property tax deferral program.

Expenses
The City’s expenses are reported during the year on a cash basis categorized by
service while the financial statements report expenses on a category basis.
Certain components that are not part of operational reporting such as postemployment benefits and amortization are added to the expenses reported in the
financial statements. The following chart shows the breakdown of expense
attributed to the categories as reported in the 2020 financial statements:

Expenses by %
Planning & Development
3%

General Gov't
17%
Recreation & Culture
24%
Protection
21%

Health services
0%

Environmental
3%

Transportation
32%

The adjustments needed to report expenses in the financial statements are
extensive including allocating post-employment benefit expense, interest expense
on debt, depreciation expense and non-capital information captured in capital
projects. Information extracted from the City’s financial system as of September
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30th provides a comparison between 2021 and 2020 with the noted adjustments
excluded:

2021
General government

2020

$ 31,532

$ 28,734

Protection to persons and property

31,915

30,941

Transportation services

35,741

34,085

Environmental services

504

462

Health services

270

245

34,427

32,457

4,524

4,507

$138,913

$131,431

Recreation and cultural services
Planning and development
Total Expenses

Other Financial Information
Reserve Funds
Reserve funds are a critical component of a municipality’s long-term financing plan.
They provide:





stability to the tax rate in the face of variable circumstances,
funding for one-time expenditures,
the ability to make provisions for the replacement and/or acquisition of
infrastructure, and
flexibility to manage debt levels to protect the municipality’s financial position.
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The uncommitted balance of the City’s reserve and reserve funds as at September
30 are presented for the last five years:

$ Millions

Uncommitted Reserve and
Reserve Fund Balances as at September 30
140
120
100
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60
40
20
0

105.3

118.9

114.3

116.1

2017

2018

2019

2020

130.6

2021

Years

The Covid-19 pandemic will continue to have an impact on the City’s financial
results in 2021. The City will continue to use funding from upper levels of
government to help to address the continuing financial pressures as a result of the
pandemic.

Financial Matters:
Not applicable.
Total Financial Impact
Not applicable.
Source of Funding
Not applicable.
Other Resource Impacts
Not applicable.

Climate Implications
Not applicable.
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Conclusion:
A report of the quarterly financial highlights is presented for Audit Committee’s information.

Respectfully submitted,
Michelle Moore
Controller and Manager of Financial Services
(905) 335-7600 ext. 7535

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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SUBJECT: External audit plan for the fiscal year ended December 31,
2021
TO:

Audit Committee

FROM:

Finance Department

Report Number: F-40-21
Wards Affected: not applicable
File Numbers: 430-04
Date to Committee: December 8, 2021
Date to Council: December 14, 2021

Recommendation:
Approve the external audit plan for the fiscal year ended December 31, 2021 as
presented by Deloitte LLP at the Audit Committee meeting of December 8, 2021.

PURPOSE:
Vision to Focus Alignment:


Deliver customer centric services with a focus on efficiency and technology
transformation

Background and Discussion:
Each year an external audit is conducted by the City’s external audit firm. As the Audit
committee has oversight responsibility for all external audit matters, the external audit
plan is presented to committee for approval prior to the audit.
Areas of audit risk that have been identified by the external auditors include:


Revenue and deferred revenue amounts



Accounting and disclosure of tangible capital assets



Year-end accruals and other estimates



Management override of controls
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These identified areas of risk will be a focus of the external audit. The external audit will
continue to be managed by the Senior Manager, Erica Vervoort. Trevor Ferguson
continues to be the Partner on the account.
Strategy/process
Some of the key elements of the audit service plan are as follows:


Audit Scope – designed to search for potential misstatements that, individually or
collectively, are material.



Materiality – any misstatements that are in the judgment of the auditors
qualitatively material (5% of materiality) will be reported to the audit committee.
The auditors will request that misstatements be corrected. Materiality levels have
been preliminary set at $7.1 million (2020 $7.1 million). Uncorrected misstatements
greater than $355K will be reported to audit committee.



Audit risks – the audit scope will reflect the significant risks as identified previously
in this report.



Fraud Risk – the audit strategy includes incorporating an element of
unpredictability in the selection of the nature, timing and extent of the audit
procedures. Any suspicions of fraud will be communicated to the Audit Committee.
The Committee will also be asked for their views about the risk of fraud and
whether they have knowledge of actual or suspected fraud.



Engagement reporting – upon satisfactory completion of the audit, an audit report
on the financial statements of the city will be presented to the Audit Committee.
Reports to the Audit Committee assist the committee to fulfill its responsibilities as
required by applicable auditing standards.

The external audit also involves gaining an understanding of:


The importance of the computer environment relative to the risks to financial
reporting.



The way in which that environment supports the control procedures relied on when
conducting the audits.



The computer-based information that supports substantive procedures.
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Covid-19 Impacts
As with the 2020 audit, staff and the external auditors will be utilizing Deloitte’s
application-based audit technology (Deloitte Connect) to ensure the audit can be
managed effectively even if conducted remotely. Deloitte Connect is a secure, online
collaboration site to effectively manage engagement coordination.

Financial Matters:
Audit fees will be based on the scope of service. The terms and conditions of the
engagement are described in the Master Services Agreement for Professional Services
dated November 7, 2016 and Confirmation of Changes letters dated October 9, 2018
and December 2, 2020.
Total Financial Impact
Total financial impact will be based on services provide as described in the Master
Service Agreement.
Source of Funding
Audit fees are funded annually as part of the City’s operating budget.
Other Resource Impacts
Not applicable.

Climate Implications
Not applicable.

Conclusion:
As the Audit Committee responsibilities include oversight of the external audit function, the
external audit plan is presented for approval.

Respectfully submitted,
Michelle Moore
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Controller and Manager of Financial Services
(905) 335-7600 ext. 7535

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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SUBJECT: Summary of in-progress Management Action Plans
TO:

Audit Committee

FROM:

City Auditor's Office

Report Number: CA-02-21
Wards Affected: Not applicable
File Numbers: 430-01
Date to Committee: December 8, 2021
Date to Council: December 14, 2021

Recommendation:
Receive and file city auditor’s office report CA-02-21 providing a summary of the
Management Action Plans in progress as detailed in appendix A.

PURPOSE:
Vision to Focus Alignment:


Deliver customer centric services with a focus on efficiency and technology
transformation

Background and Discussion:
At the conclusion of most audit projects, the City Auditor provides an audit report to
Management which typically identifies one or more recommendations for Management to
address. Management’s response to these recommendations are called ‘Management
Action Plans’ (MAPS).
Standard 2500 of the Professional Practice of Internal Auditing sets out expectation of
professional auditors to ensure that proposed management action plans have been
effectively implemented. This applies in all cases except where "senior management has
accepted the risk of not taking action". The City Auditor follows-up regularly with
Management in service areas that previously received audit projects to ensure that there
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is progress against their respective MAPS. The following report to Audit Committee
(submitted quarterly) is a summary of that progress.
Strategy/process
Below is a summary of the In-Progress Management Action Plans (MAPS) from the
most recent report to Audit Committee on February 12, 2020 (Report CA-02-20):
Audit Project Name:
Parking By-Law Enforcement
Fire Emergency Communications
CRM Implementation & On-going Operations

High
0
2
1
3

Medium
1
0
3
4

Low
0
2
3
5

Total In-Progress

Below is a summary of the MAPS from audit projects added since the last report:
Audit Project Name:
Accounts Payable & P-Card (Feb 2020)
Corporate Cloud Computing Mngt. (Sept 2020)

High
1
0
1

Medium
4
4
8

Low
1
0
1

Total In-Progress

The City Auditor followed-up with the Directors and their respective staff in the service
areas where audit projects had previously been completed and where MAPS were
outstanding. Below is a summary of the in-progress MAPS from all previous audit
projects as of Dec 8, 2021:
Audit Project Name:
Parking By-Law Enforcement
Fire Emergency Communications
CRM Implementation & On-going Operations
Accounts Payable & P-Card
Corporate Cloud Computing Management

High
0
0
0
1
0
1

Medium
1
0
0
0
4
5

Low
0
0
0
0
0
0

Total In-Progress

Management had provided the City Auditor with detailed progress updates for all the
outstanding Management Action Plans. The City Auditor reviewed the detailed
progress updates to determine whether the MAPS were complete as per the original
‘Management Response’ in the respective audit report. The tables above indicate the
remaining (incomplete) Management Action Plans. The City Auditor will continue to
follow-up with the accountable Management until all MAPS are complete. For clarity,
Management from these service areas also periodically report directly to Council or
Committee to provide project/program updates (outside of this audit process).
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The following table demonstrates the resolution (completion) rate of all outstanding
Management Action Plans (MAPS) from past audit projects.
Resolution Rate
Current
Previous
Audit Project Name
Parking By-Law Enforcement
Fire Emergency Communications
CRM Implementation & On-going
Operations
Accounts Payable & P-Card
Corporate Cloud Computing Mngt.

Date Issued
April 19, 2018
March 1, 2019

83%
100%

83%
20%

Oct 11, 2019

100%

0%

Feb 12, 2020
Sept 16, 2020

83%
0%

N/A
N/A

(as of Feb 2020)

Options Considered
Following up on in-progress Management Action Plans is consistent with audit
professional standards and is a best practice. There were no alternatives considered
when drafting this report.

Financial Matters:
Total Financial Impact
Not applicable.
Source of Funding
Not applicable.
Other Resource Impacts
Not applicable.

Climate Implications
Not applicable.

Engagement Matters:
Not applicable.
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Conclusion:
Staff accountable for Management Action Plans (MAPS) within past audits have made
progress since last reported to Audit Committee. Those MAPS that are still outstanding
have revised completion dates identified in appendix a. The City Auditor will continue to
follow-up regularly until all have been deemed to be ‘Complete’.
Respectfully submitted,
Maciej Jurczyk, CPA, CMA, CIA, CRMA
City Auditor
maciej.jurczyk@burlington.ca

Appendices:
A. CA-02-21 Detailed summary of in-progress Management Action Plans

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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Appendix A of CA-02-21

CA-02-21 - Appendix-1: Outstanding Management Action Plans as of Dec 8, 2021
Details of Audit Issue

Department
Function
Transportation Parking Mgmt
Service

Audit
Audit Report Report Date
Parking By-Law
19-Apr-18
Enforcement

Audit
Finding
Number
2A

Risk
Rating
Significant
improvement
required
(Medium)

Summary
While in the Parking Management – Service Business Plan the
service description notes “A public service to manage parking in
Burlington”, a parking management strategy has not been
documented or consistently articulated. It was also noted that a
strategic direction for the desire/target outcomes for parking by-law
enforcement has not been formally developed. Without desired
outcomes being defined, Parking Management may not have clearly
articulated what it is seeking to achieve with respect to parking bylaw enforcement, nor the goals and expectations of the service
delivery and how to demonstrate progress towards those objectives.

Summary of Management Response
The City agrees with this recommendation.
The City will conduct a session(s) to identify and document
the service strategy to clarify the goals and expectations of
parking enforcement and its alignment to Transportation
Services. This information will assist in updating the service
business plan.

Expected
Resolution
Date
31-Dec-18

Revised
Resolution
Date
Status
30-Jun-22 Dec 8, 2021: IN-PROGRESS
We have consulted with the previous Manager on this matter and feel that the
responses below are sufficient to solidify the desired outcomes/targets for the
section.
There has been quite a lot of backtracking and research involved in this.
Turnover in the department has somewhat hampered our ability to bring things
entirely up to speed on this matter– three levels of management involved in
parking services have all been here less than 4 months.
In terms of updated service descriptions or parking management, we propose
the following.
Current Service Description : A public service to manage parking in Burlington
Proposed Service Description : A public service that manages parking in
Burlington with the goal being compliance and cost recovery.

Recommendation:
Parking Management can determine whether parking by-law
enforcement is meant to be a revenue generating or cost recovery
service for the City. Once determined, a formalized parking by-law
enforcement strategy, refreshed on a regular basis (e.g., annually)
in response to parking trends and external factors, can enable
Parking Management to take a focused approach to re-evaluate and
prioritize its parking by-law enforcement programs and initiatives
towards fulfillment of its mandate.

Job functions and descriptions have been completed and are currently
awaiting the appropriate approvals from the Rating Committee.
We are assuming that the high level metrics proposed in the chart below are
referring to the Web Focus Business Intelligence Software. This is operational
and actively used.
This system allows parking services to view areas of the city where
compliance may be an issue and can help influence decisions regarding
signage, the validity of more or less enforcement and use the data collected
as evidence to justify developers providing adequately sized roadways and
properties to accommodate vehicles in a safe manner.

Once the parking by-law enforcement strategy has been developed,
Parking Management can work to define the key compliance risks
as well as the performance goals and standards that can be used to
measure and monitor progress against the strategy. The risks can
be documented in a risk register (refer to recommendation 1C). The
risks that are going to be the focus in a particular year should be
referenced in the Parking Management Service Business Plan.

Operational policies will have to be reviewed again. This process was well
underway in Q4 of 2019, but would have been put on hold to manage the
Covid-19 Pandemic and the situations stemming from that in Q1 2020.
Going forward, these policies and processes will be reviewed again to
accommodate considerations arising out of the pandemic as well as ensuring
they reflect the model of compliance and cost recovery proposed above. We
will aim to have policies and procedures reviewed by the end of Q2 2022 or
early Q3.

The parking by-law enforcement strategy can help increase
transparency and strengthen accountability around progress
towards strategic priorities of Parking Management. The strategy
should be communicated to City stakeholders such as staff within
Parking Management and in other service areas, and the contracted
Commissionaires.
As a result of the strategy development, Parking Management may
consider the opportunity to revisit the organizational structure of the
service area, including out-sourcing versus in-sourcing and whether
the merger of the City’s enforcement officers would provide more
value to the City.

We hope you find this update satisfactory to include in your report. Individual
items pertaining to the action plan have been completed, but on the whole it is
still in-progress.
Past Management Progress Updates truncated for space purposes.
Detailed information available upon request (or see report CA-02-20).
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Days
Past
Due
1058

Number
Times End
Date
Revised
3

Owner
Director
Transportation;
Manager of
Transportation
Planning and Parking;
Supervisor Parking
Services

Details of Audit Issue

Department
Clerk's

Function
CRM

Audit
Audit Report Report Date
CRM
11-Oct-19
Implementation &
On-Going
Operations

Audit
Finding
Number
1

Risk
Rating
Medium

Summary
Governance: The governance section in the CRM project charter is
not specific regarding the roles, responsibilities and authority of the
steering committee members; it does not describe who can make
what types of decisions and how such decisions are to be made.
Also, the responsibilities and authority of the project sponsor are not
defined.
The governance section does not describe the authority for
decisions.
The members of the project steering committee were previously
members of the CSSC whose TOR offered a much broader scope of
responsibility for a range of initiatives (the “program”) linked to the
Customer Service Strategy; not just CRM. The CRM Charter
reflects just the CRM implementation. At some point in time, the
CSSC TOR was replaced by the CRM Charter; the CRM charter was
approved by the steering committee. This change left a gap in the
Customer Service Strategy program implementation.

Summary of Management Response
CRM Project: Recommendations from the project review
and consulting engagement will be considered in order to
accomplish the following:
- Review and refine the existing governance structure to
support strategic and project customer service objectives.
- Develop guidelines for governance team members’
responsibilities and decision making.
- Revise the project/program charter.
- Decision documents to track key decisions
Corporate Project Management: The Corporate Project
Office is committed to the following actions:
- Update the City Corporate Project Charter Template as
outlined in the recommendation
- Creating a list of questions to support and encourage
steering committee effectiveness discussions.
- Creating a standard template for project managers to track
key decisions made by all parties in the project (i.e. project
manager, project sponsor, and steering committee).

Agendas and project updates were provided. Minutes, while
recorded, were not distributed or reviewed from meeting to meeting.
Follow up of action items is not apparent from the agendas and
minutes. Decisions of the committee are not clearly documented in
minutes.
The CRM project steering committee met 7 times in 2018 and 6
times in 2019. In these meetings, member participation was as low
as 50% in 3 meetings and as high as 80% in 3 meetings.
Recommendations:
CRM Project: The current pause in the CRM project implementation
provides the opportunity for the steering committee to re-group and
consider its mandate and effectiveness including:
- Definition of broader plans to coordinate and implement initiatives
to deliver the Service Brilliance Strategy.
- Clearly define the roles, responsibilities and authority of the
steering committee, project sponsor, and project team members in
an updated project charter (or program charter).
- Conduct a self-assessment of the Steering Committee’s
effectiveness considering quality of information for discussions,
meeting attendance and meeting frequency.
- Establish a decisions document to track key decisions made. This
log will also support on-boarding of new steering committee
members, project team members and on-going operations.
Corporate Project Mgmt: - Update the City Corporate Project Charter
Template to include sections defining:
+ the roles and responsibility for the steering committee members
and the project sponsor,
+ the authority of the steering committee, project manager, and
project sponsor in decision-making,
+ frequency of meetings, and
+ steering committee members by position.
- Create a list of questions to support and encourage steering
committee effectiveness discussions.
- Create a standard template for project managers to track key
decisions made by all parties in the project.
- Apply the recommendations to other corporate projects to enhance
and support effective project governance.
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Expected
Resolution
Date
31-Jan-20

Revised
Resolution
Date

Status
CRM Project - COMPLETE - July 15, 2020:
- now has CS Steering committee as part of governance structure
- Terms of Reference reviewed, updated and approved by BLT and CX
Steering committee
- created decision log to document CX Steering Committee decisions (e.g.
scope changes, etc.)
December 31, 2019:
Report recently issued. Next follow-up as of April 30, 2020

Days
Past
Due
N/A

Number
Times End
Date
Revised
0

Owner
CRM Project:
Executive Lead
Customer Experience

Corporate Project
Management:
Manager Strategic
Initiatives and
Corporate Projects

Details of Audit Issue

Department
Clerk's

Function
CRM

Audit
Audit Report Report Date
CRM
11-Oct-19
Implementation &
On-Going
Operations

Audit
Finding
Number
2

Risk
Rating
High

Summary
The CRM project charter identifies critical success factors;
specifically, “Staff buy-in achieved through a robust change
management strategy resulting in system acceptance,
comprehensive training and end user understanding.”
From responses to the risk management practices survey, the most
problematic area is that of People risks – resource, adaptation and
change. Across the steering committee, working group and project
team, the level of confidence is very low regarding how this risk is
being managed.
The people side of change for the CRM implementation was not
sufficiently developed to realize the benefits that this system was
expected to deliver. As such, more time and resources have been
and will likely continue to be required to re-work the solution and retrain the staff all within an environment that will be implementing
more large-scale and complex changes.

Summary of Management Response
CRM Project: The current project review and consulting
engagement will include a staffing impact assessment and
further define the delivery model to determine the change
impact. Project team resourcing and planning for change
management activities will be addressed through a full-time
change management lead position. This position will
coordinate with the project manager the revision of the
project change management plan to address employee
engagement, open communication, and active and visible
executive sponsorship
Corporate Project Management: The Corporate Project
Office is committed to applying the recommendations from
the CRM Project to other corporate projects (in progress) to
enhance and support effective people change
management.

Recommendations
CRM Project:
The current pause in the CRM project implementation provides the
opportunity for the steering committee and project team to re-group
and consider how it can effectively deliver:
1. Active and visible executive sponsorship,
2. Dedicated change management resources and funding,
3. Structured change management approach (including processes,
tools and templates),
4. Employee engagement and participation,
5. Frequent and open communication about the change and the
need for change,
6. Engagement and integration with project management, and
7. Engagement with and support from middle management.
Corporate Project Management:
Apply the recommendations from the CRM Project to other
corporate projects (in progress) to enhance and support effective
people change management

19

Page 3

Expected
Resolution
Date
31-Jan-20

Revised
Resolution
Date

Status
CRM Project - COMPLETED - July 15, 2020:
- dedicated resource Change Management Lead for project - providing
leadership, coaching to project and business
- created Change Mgmt. Plan and expected to deliver to CX Steering
Committee in September. Plan based on corporate template.
- managing change management issues with departments as CRM rolls out
- draft communication plan created
December 31, 2019:
Report recently issued. Next follow-up as of February 29, 2020

Days
Past
Due
N/A

Number
Times End
Date
Revised
0

Owner
CRM Project:
Project Manager
Corporate Project
Management:
Manager Strategic
Initiatives and
Corporate Projects

Details of Audit Issue

Department
Clerk's

Function
CRM

Audit
Audit Report Report Date
CRM
11-Oct-19
Implementation &
On-Going
Operations

Audit
Finding
Number
3

Risk
Rating
Medium

Summary
There is a risk management plan established by the vendor and not
updated since September 2018. There is a risk register (established
through a workshop); however, the risks are often described as the
controls that are missing or may not be working properly; not the
event that could occur to disrupt or challenge the implementation.
The working group responses to the risk management practices
survey indicated these members are not as familiar with where to
find information about the risks as the project team or steering
committee. This situation may be problematic as the working group
is responsible for analyzing problems and making
recommendations.
Through discussions with and survey of steering committee and
working group members, regular reference and referral to the risk
register to review and update risks is not evident.
While specific project issues are taken to the steering committee
through status updates, the agendas or minutes contained no
indication of the Steering Committee’s review, discussion, and/or
approval of the risk management plans and risk registers.
Authority to accept, avoid, mitigate or transfer risks is not defined.

Summary of Management Response
CRM Project:
Project Manager will consider the project governance model
and the enterprise risk model to ensure
- Development of a risk management plan
- Regular updates to the risk register and to stakeholders
ensuring appropriate access to risk documents
- Establishing a central repository for risk information for all
stakeholders
Corporate Project Management:
The Corporate Project Office is committed to establishing
an effective risk management plan template as outlined in
the recommendation.

Recommendations
CRM Project:
- Establish an effective risk management plan including but not
limited to: responsibility for risk identification and assessment, how
changes through the phased project will be considered in the
context of risk, frequency of review of risks, authority to determine
risk response and reporting of risks to steering committee.
- Review and update the risk register.
- Establish a central repository for risk information ensuring all
stakeholders have the necessary access.
Corporate Project Management:
Establish an effective risk management plan template including but
not limited to: responsibility for risk identification and assessment,
how changes through the phased project will be considered in the
context of risk, frequency of review of risks, authority to determine
risk response and reporting of risks to steering committee.
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Expected
Resolution
Date
31-Mar-20

Revised
Resolution
Date

Status
CRM Project - COMPLETE - July 15, 2020:
- worked with other PM to develop risk management plan template
- approved by CX Steering Committee
- created risk log and reviewed with CX Steering Committee
- project status report has a section on risk
December 31, 2019:
Report recently issued. Next follow-up as of April 30, 2020

Days
Past
Due
N/A

Number
Times End
Date
Revised
0

Owner
CRM Project:
Project Manager
Corporate Project
Management:
Manager Strategic
Initiatives and
Corporate Projects

Details of Audit Issue

Department
Clerk's

Function
CRM

Audit
Audit Report Report Date
CRM
11-Oct-19
Implementation &
On-Going
Operations

Audit
Finding
Number
4

Risk
Rating
Low

Summary
Data is encrypted during transmission from the City to Rock Solid
Technology.

Summary of Management Response
Project Manager will escalate the ratification of the decision
to not encrypt information in storage to the Steering
Committee and document the decision accordingly.

Expected
Resolution
Date
31-Dec-19

As per Rock Solid Technology, Microsoft Dynamics 365 uses
standard Microsoft SQL Server cell level encryption for a set of
default entity attributes that contain sensitive information stored in a
SQL database, such as user names and email passwords. As per
MS Dynamic 365 website, the client has to specify what data needs
to be encrypted as this will impact response time. There is no
reference about City of Burlington customer data being encrypted in
storage.

Revised
Resolution
Date

Status
February 10, 2020: COMPLETE
- The Customer Service Steering Committee approved the Decision Document
and accepted the decision that encryption of data in storage is not required
and that the Risk is acceptable.

Days
Past
Due
N/A

Number
Times End
Date
Revised
0

Owner
Project Manager

December 31, 2019:
Report recently issued. Next follow-up as of June 30, 2020

The city engaged external expertise to conduct a privacy impact
assessment (PIA). Through discussion, it was disclosed that at the
completion of the privacy impact assessment, the business
determined there is no sensitive data requiring encryption in storage.
This business decision is not documented nor are challenges
outlined in the PIA included in the risk register for monitoring.
Recommendations:
CRM Project:
- Review the privacy impact assessment in view of the current phase
of the project to confirm the business decision to not encrypt
information in storage remains valid.
- Fully document the business decision in the appropriate decisions
log

Clerk's

CRM

CRM
Implementation &
On-Going
Operations

11-Oct-19

5

Low

As part of the preliminary assessment and contractual arrangements
with the vendor, a third-party audit report was reviewed for security
control issues that may affect the vendor’s environment. The report
was not reviewed for operational issues. This review was the only
review performed; a formal process to have the external third-party
audit report requested and reviewed on a regular basis has not been
implemented.

Implement procedures to ensure the third-party audit and
SLA report is requested and reviewed on a regular basis.
Procedures will identify roles and responsibilities and
escalation processes for issue resolution.

31-Mar-20

July 15, 2020 - COMPLETE:
- SOP developed for request of report every 12 months for review by the
Manager Corp Security.
- SLA is being received annually - made recommendation for more regular
frequency
December 31, 2019:
Report recently issued. Next follow-up as of June 30, 2020

The CRM project is using a phased implementation meaning ongoing operations and implementation are concurrent activities. With
on-going operations in place since March 2019, the vendor has not
been requested to provide a service level agreement report
indicating their operational activities are following contractual
obligations. There is no process to request and review the report on
a regular basis.
Recommendations:
CRM Project:
Establish processes to request, on a regular basis when available,
the third-party audit report and service level agreement from the
vendor. In defining the processes, identify the roles and
responsibilities of technical and operational City staff to review the
report and the escalation processes required for issue resolution.
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N/A

0

Project Manager
and
Manager of Customer
Experience

Details of Audit Issue

Department
Clerk's

Function
CRM

Audit
Audit Report Report Date
CRM
11-Oct-19
Implementation &
On-Going
Operations

Audit
Finding
Number
6

Risk
Rating
Low

Summary of Management Response
Summary
As the project works through implementation, employee access to
Establish procedures for granting license and access to the
the system (including role security) is determined in consultation with CRM application, including position of authority and
the department director. In areas where implementation is complete documentation of approval/denial.
(i.e. areas considered as on-going operations), there is no guidance
in place to describe how access to systems is to be granted; i.e. who
has authority to grant/deny access requests and what permissions
should be granted. Also, consideration has not been given to
periodic review of userids and access privileges to determine if
access levels are still appropriate based on business need.

Expected
Resolution
Date
31-Mar-20

Revised
Resolution
Date

Status
July 15, 2020 - COMPLETE:
- established SOP for licensing and cancelling
- contained in operations folder.

Days
Past
Due
N/A

Number
Times End
Date
Revised
0

Owner
Project Manager
and
Manager of Customer
Experience

December 31, 2019:
Report recently issued. Next follow-up as of June 30, 2020

At the present time, the creation of the employee id within the CRM
application is completed by the vendor on behalf of the City until
such time as the City’s system administrator is trained on the
process.
Recommendation:
CRM Project:
Establish a process to approve/deny access to and permissions
within the CRM application including who (what position) has such
authority, and how the approval/denial is to be documented.

Clerk's

CRM

CRM
Implementation &
On-Going
Operations

11-Oct-19

7

Medium

The call centre setup is a physical location in City Hall. The current Develop a Business Continuity Plan for the CRM
plan for continuity of operations is to revert to pen and paper to
application, including vendor support of customized code.
record transactions and contacts and then enter the information into
the system upon its recovery. This approach may work in the event
of a very short window of service interruption; yet will not likely work
in the event of a prolonged service interruption.
As part of the implementation, the City has requested the vendor to
make customizations of its product to suit the City’s needs. The
vendor has agreed to provide this information to the City when
requested; the City has not requested this information from the
vendor.
Recommendation:
CRM Project:
The current pause in the CRM project implementation provides the
opportunity for the project team to define a business continuity plan
(BCP) to address the on-going operations including considering how
the BCP will accommodate future implementations and how
customizations made to the product are documented and obtained
by the City.

31-Mar-20

30-Sep-20 Dec 8, 2021:
- Custom Code (COMPLETE as per Project Manager). In the unlikely event
of insolvency, Rock Solid Technologies will provide the City a database with
the necessary content to restore the Dynamics CRM system along with the
existing features. The database will also include guidelines that will provide
instructions on how to restore the system with the procedures needed at that
moment in time. Any Rock Solid Intellectual Property will not be disclosed nor
transferred to the City, but the City will be given usage rights of the final
version of the Rock Solid software. A replacement vendor will be required to
assist with restoring and sustaining the application.
- BCP (COMPLETE, UPDATES IN PROGRESS as per Manager of
Customer Experience). Revisions of the BCP document developed in July
2020 to account for changes in CRM deployment. BCP is updated as new
services are implemented.
July 15, 2020:
- targeting end of July for completion
December 31, 2019:
Report recently issued. Next follow-up as of April 30, 2020
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N/A

0

Project Manager
and
Manager of Customer
Experience

Details of Audit Issue
Audit
Department
Function
Audit Report Report Date
Fire
Communicatio Fire Emergency
1-Mar-19
ns
Communications

Audit
Finding
Number
1

Risk
Rating
Low

Summary
Physical and Logical Access
The current access permissions allow 24/7 access to two persons
not included in the SOG; yet determined to require authorized
access.
There is no guidance in place to describe how access to systems is
to be granted; i.e. who has authority to grant/deny access requests
and what permissions should be granted.

Summary of Management Response
Working with ITS, look at improving the current process to
change system access and/or permissions when staff
positions or responsibilities change. The Change an
Employee’s Account and Conclusion of Employment IT
forms will be reviewed and may be altered pending IT
approval, supporting this audit recommendation.

Expected
Resolution
Date
30-Jun-19

Revised
Resolution
Date

Status
Dec 8, 2021: COMPLETE
Fire Communication Centre(s) Security Access – SOG completed and
provided.

Days
Past
Due
N/A

Number
Times End
Date
Revised
0

Owner
Fire Chief

Auditor's Note : evidence of SOG's signed and dated by Fire Chief was
provided. This matter is complete.

Update the existing Security Access (1100-065) operating
guideline as follows;
System permissions and access are not deactivated and/or changed 1. include HR representative and Fire Department
when positions/responsibilities change.
Chaplain.
2. Outline who has the authority to grant system and
physical access to the communications centre.
Recommendation:
Restrict access to the communications center to those positions
identified in the SOG AND/OR amend the SOG to allow these two
positions access AND/OR amend the SOG to provide an authorized
person(s) with the ability to grant physical access to the
communications center and such access is documented in writing by
the authorized person(s).

December 31, 2019:
Complete. OG updated for staff. By default, Deputy Chief authorized to
permit/deny access.
Auditor's Note: issue will not be closed until evidence is provided the SOG's
have been signed off by the Fire Chief and posted to the internal website for
staff's reference.
October 9, 2019:
• Kulbir maintains a list of those staff that have authorized access to
Communications. Personnel who attempt to gain access to this secure area
will be directed to my office.
• Staff will adhere to the Corporate IT service desk for the conclusion of
employment process.
• Requests for changes in authority will be directed to ITS directly.

Establish business guidelines within Burlington Fire Department to
approve/deny access to and permissions within systems including
how the approval/denial is to be documented and coordinate with
Information Technology to ensure these guidelines are followed
when granting access to systems.

August 2, 2019:
Kulbir and ITS Wendy Hough have been actively working on the list that will
identify the level of access for CAD, RMS and Jeff-net for authorized users.
This document will be provided to you no later than the end of September
2019.

Coordinate with IT to establish a process to deactivate or change
system access and/or permissions when staff in positions and/or
responsibilities change. Implement the process with a review of
current FDM/RMS users.

Updates regarding a change to an employee account and conclusion of
employment will be added the Security Access OG (1100-065) which is in the
process of being re-written to include the process for changes to an
employee’s account (deactivation) and conclusion of employment processes.
This will be provided to you by the end of August 2019.
Next follow up: December 31, 2019

Fire

Communicatio Fire Emergency
ns
Communications

1-Mar-19

2

Low

Standard Operating Guidelines:
Standard operating guidelines (SOG) exist to support fire
emergency communications; yet some are dated and contain
information that is no longer relevant or does not reflect current
situation/practice.
Recommendations:
Establish a review schedule for SOGs based on priority of
information to support regular review of SOGs for accuracy and
relevancy of information.

This work had already started prior to the audit being
conducted. SOGs have already been updated or created in
2018, and this work continues into 2019. Some SOG
reviews/updates were decidedly put on hold pending the
recent changes in systems and personnel and service
provided. Many SOG’s take time to update and review due
to multi-agency input and coordination to standardize a
process. Of the 20 SOGs currently in distribution for fire
communications, two (2) are pending review of other fire
departments, eight (8) required review/update, and 10 are
current to the existing procedure within the Centre.

31-Dec-19

April 2019: report recently issued
December 8, 2021: COMPLETE
Fire Department is continuously reviewing and updating SOG’s.
Auditor's Note: evidence of SOG's signed by Fire Chief and uploaded to
intranet was provided. This matter is complete.
December 31, 2019:
Complete. New OG for SOG development and review created.
Auditor's Note: issue will not be closed until evidence is provided the SOG's
have been signed off by the Fire Chief and posted to the internal website for
staff's reference.
October 9, 2019:
The process of reviewing OG for Communications had been established prior
to Peggy’s departure from the City of Burlington
• Shannon Doornik commences her new role on Monday, October 14th as
which time we will schedule weekly meetings to discuss progress, issues and
or concerns.
• Communications OG reviews will be scheduled to take place on a monthly
basis.
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N/A

0

Fire Chief

Details of Audit Issue
Audit
Department
Function
Audit Report Report Date
Fire
Communicatio Fire Emergency
1-Mar-19
ns
Communications

Audit
Finding
Number
4

Risk
Rating
High

Summary
Quality Assurance of Call Taking and Dispatch:
Technically, Fire 911 Communications is compliant with Section 7.7
of NFPA 1221 (Standard for the Installation, Maintenance, and Use
of Emergency Services Communications Systems) because a
standard operating guideline (SOG) exists and QA is performed on
requested calls. The intent of the standard is not met because the
SOG is dated with a last revision date of May 15, 2013, contains
guidance or actions no longer relevant or that have changed, and is
silent on parameters for the QA process (e.g. the percentage of calls
to review, the frequency of the review, etc.).
The SOG requires the supervisor to maintain a list of QA work
performed including the category of incident reviewed, the
telecommunicator’s name and a grading of: Met Standards or Did
Not Meet Standards - Coaching Provided. This list is not being
maintained and it can not be determined if the Supervisor has
performed QA on calls handled by each Telecommunicator.

Summary of Management Response
Comments: Somewhat agree, non-emergency lines are
answered “fire department”, while emergency lines are
answer “fire emergency”. In November 2018, there was
change made to how PSTs answer the fire emergency lines
to ask for what city, due to the requirements of the new
CAD system. The CAD system populates with the ANI/ALI
information the majority of the time; however, the
city/location is verified when the call in answered. As with
any change in procedure, there is a time of adjustment for
personnel. The Centre will continue to answer the nonemergency line with “fire department”, the Centre does not
recommend that a non-emergency line be answered as an
emergency line.

Action Plan: As previously mentioned, QA work has
already started and was put on hold due to other time
sensitive priorities and workload capacity in 2018. QA is
done on an ongoing basis for major emergency calls and
Fourteen calls were sampled for call taking and call dispatch to
fire telecommunicator performance call handling times. The
assess compliance with quality assurance standards.
fire department was involved with phase one of the
Business Intelligence (BI) dashboard build project, and
Recommendations:
telecommunicator performance measures dashboard was
Update the quality assurance process with activities and parameters built as part of this initiative, which allows for individual or
(e.g. frequency, number of calls to review, expected completion
group performance times review on an ongoing basis. The
timelines, reporting requirements, etc.) required.
QA/QI model being created supports best practice
recommendations provided from APCO 1.107.1.2015
If adopting the APCO/NENA ANS 1.107.1.2015 Standard for the
Standard (as outlined above). Performance times are also
Establishment of a Quality Assurance and Quality Improvement
reviewed as part of a telecommunicators annual
Program for Public Safety Answering Points, then determine the
performance evaluation. NFPA 1221 is used to measure
capacity needed to complete the QA as designed and work with the the Centre’s performance and is built into the dashboard as
Supervisor to ensure this time is built into schedules.
the establish performance target, screen capture of
dashboard provided below for reference. In 2019, the focus
of the work will be to align Burlington fire dispatch centre
quality assurance to APCO best practice recommendations
and to formalize the processes to ensure QA supports
continuous improvement within the Centre.
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Expected
Resolution
Date
29-Nov-19

Revised
Resolution
Date

Status
Dec 8, 2021: COMPLETE
Quality Assurance Fire Communications Centre – SOG completed and
provided. The SOG for Quality Assurance is based on the APCO standard
which Burlington Fire adopted as it’s measurable QA program. It also meets
the National Fire Protection Standard (NFPA) 1061; which is the standard for
Public Safety Telecommunicators.
December 31, 2019:
New supervisor has completed APCO supervisor program.
Auditor's Comment: Follow up will continue until evidence new QA process
reflecting APCO standards is in place.
October 9, 2019: New communications supervisor to be enrolled in APCO
supervisor program
Auditor's Comment: Follow up will continue until evidence new QA process
reflecting APCO standards is in place.
August 2, 2019:
1100-049 – Quality Assurance Fire Communications Centre Issued (July 18,
2019)
Next follow up: August 30, 2019
April 2019: report recently issued. Regular follow-up scheduled for end of
June.

Days
Past
Due
N/A

Number
Times End
Date
Revised
0

Owner
Fire Chief

Details of Audit Issue
Audit
Department
Function
Audit Report Report Date
Fire
Communicatio Fire Emergency
1-Mar-19
ns
Communications

Audit
Finding
Number
5

Risk
Rating
High

Summary
Business Continuity:
In 2017, Fire 911 Communications identified the lack of a permanent
secondary location for public safety communications as a risk.
Throughout 2018, work was underway to create an alternate site to
support service continuity in the event the primary site is deemed
inoperable. The pace of development has slowed considerably
during 2018 given other priorities including focus on new CAD
implementation and providing fire dispatch service delivery to
another municipality within the Region of Halton.
An evacuation box is prepared and maintained with the necessary
materials needed for manual dispatching of calls from another
location. The current arrangement with another public safety
agency for use of space and systems/equipment is no longer
feasible as systems/equipment are significantly different.

Summary of Management Response
Establish a permanent alternate location to provide fire
dispatch service delivery with the least amount of disruption
time. The alternate location will be established to support
both long-term and short-term disruptions in service. This is
the highest priority project for the fire department and has
the support of IT services. The IT Workplan Roadmap also
lists this as a priority project. Fire has two (2) IT personnel
that will provide key support of this project through
completion. Capital Works is also involved with the project
to build out additional space and fit ups of room, excluding
IT technology requirements. Funding has been approved
for this project.

Expected
Resolution
Date
31-Dec-19

Revised
Resolution
Date

Status
Dec 8, 2021: COMPLETE
Alternate Dispatch location completed, and commissioned. This was
completed on October 29, 2019.

Days
Past
Due
N/A

Number
Times End
Date
Revised
0

Owner
Fire Chief

Auditor's comments: A copy of the updated Public Safety Answering Point
(PSAP) Contingency Plan with the alternate location was provided to evidence
the completion of the Management Response. In addition, the City Auditor
noted other documents were updated to reflect the alternate location including
the 'Burlington Fire Dispatch - Evacuation Checklist' (dated Nov 2019) and
'Supervisor Training Bulletion-1100' (dated April 2020). This will be marked
completed.
December 31, 2019:
Phase 1 which consisted of the CAD only testing was a success. Phase 2 will
consists of adding station alerting and NICE recordings to this center over the
next few months

Evacuation of the center is a critical risk.
Auditor's Comment: Follow up will continue until scale, scope and frequency
of testing of the alternate dispatch equipment, location and personnel staffing
are documented and implemented.

Recommendations:
Burlington Fire Department re-prioritize projects to put completion of
the alternate site as the primary focus including updating the
business continuity plan and establishing regular testing of the
processes and systems (i.e. on-going operations).

October 9, 2019
• The alternate dispatch location is completed and is going through active
CAD testing.
• The development of an ITS workplan will identify technology and software
updates and or replacement. This includes NEXT GEN 911.

Strong coordination with IT to ensure resources are available to
support the technology work necessary to complete the alternate
site and maintain the technology through its life cycle.

Auditor's Comment: Follow up will continue until scale, scope and frequency
of testing of the alternate dispatch equipment, location and personnel staffing
are documented and implemented.
August 2, 2019:
The alternate dispatch location has been renovated and is ready to receive
equipment.
• CAD computers (4) have arrived and are going through CAD testing.
• dispatch consoles have been ordered, and are expected to be delivered by
the end of August 2019
• cables, network drops, Bell phone lines have been installed and are insitu.
• Back up dispatch testing September 17, 2019.
Next follow up: August 31, 2019
April 2019: report recently issued. Regular follow-up scheduled for end of
June.

Finance

Accounting &
Procurement

AP & P'Card

23-Dec-19

1

Medium

Recommendations:
1. Establish the necessary borrowing by-law to acknowledge the
short-term financing related to the extension of credit through the
purchase card program.
2. Ensure agreement extensions and confirmation of services
continuing are formally acknowledged.

Finance

Accounting &
Procurement

AP & P'Card

23-Dec-19

2

Medium

Recommendations:
Include the use of purchase card services in renegotiated operating
agreements.
While work on agreements is underway, an interim solution maybe
be to obtain board resolutions supporting the use of purchase card
services, the extension of credit by the City on behalf of the agency,
and the indemnification for any loss or liability arising from the use of
the purchase card program implemented by the City.

Comments: Agree
Action Plan:
1. Establish the necessary borrowing by-law to
acknowledge the short-term financing related to the
extension of credit through the purchase card program.
2. Follow-up communication request exercised.
Comments: Agree
Action Plan: Request agencies obtain board resolutions
agreeing to use of City’s purchase card services and the
indemnification for any loss or liability arising from the use
of the purchase card program implemented by the City.
Resolutions will be provided to City staff responsible for
revising operating agreements so that they can be
incorporated into the new operating agreements.
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1. April 30,
2020
2.
Completed

N/A

Dec 8, 2021: COMPLETE
Action Plan #1 was complete with Council’s approval of Bylaw #100-2020 on
Dec 14, 2020 (A by–law to authorize the temporary borrowings of monies from
the Royal Bank of Canada) accompanied by report #F-43-20.

N/A

0

1. Controller and
Manager of Financial
Services
2. Manager of
Procurement Services

End of Q2
2020

N/A

Dec 8, 2021: COMPLETE
The Management Action Plan is complete. The AGB, Tourism, Burlington
EcDev and BPAC passed Board resolution supporting the use of purchase
card services in Q2 of 2020.

N/A

0

Coordinator
Accounting Services

Details of Audit Issue

Department
Finance

Finance

Finance

Function
Accounting &
Procurement

Accounting &
Procurement

Accounting &
Procurement

Audit Report
AP & P'Card

AP & P'Card

AP & P'Card

Audit
Report Date
23-Dec-19

23-Dec-19

23-Dec-19

Audit
Finding
Number
3

4

5

Risk
Rating
Medium

Low

High

Finance

Accounting &
Procurement

AP & P'Card

23-Dec-19

6

Medium

ITS

Information
Technology
Services

Corporate Cloud
Computing
Management

7-Feb-20

1

Medium

Summary
Recommendations:
Work with staff in both the City and agencies to:
- review operating procedures for comprehensive understanding of
responsibilities
- establish appropriate supervisor review of spending in affected
agency,
- include purchase card on City’s Conclusion of Employment form to
automate notification to Payroll for card cancellation,
- review card cancellation procedures with agencies, and
- determine appropriate card issuance and limits to support
operations.
Recommendations:
Connect with Department Payment Card Coordinators to use only
the Statement of Account report for the monthly reconciliation of
cardholder charges for review by supervisors.
Include in the AP Clerk audit procedures to confirm use of
appropriate statement type.

Summary of Management Response
Comments: Agree

Expected
Resolution
Date
End of Q2
2020

Revised
Resolution
Date

28-Feb-20

N/A

N/A

Action Plan: Reinforce the responsibilities of cardholders
and supervisors and assist the boards in establishing and
documenting appropriate review procedures.
Liaise with HR & IT to include purchase card on City’s
Conclusion of Employment form to automate notification to
Payroll for card cancellation

Comments: Agree

Action Plan: Send email communication to Payment Card
Coordinators to advise their card holders to use only the
Statement of Account report for the monthly reconciliation of
cardholder charges for review by supervisors. Also
communicate their responsibility for tracking receipt of
signed and reconciled statements going forward. Include in
the AP Clerk audit procedures to confirm use of appropriate
statement type.
Comments: Agree
1. June 30,
Recommendations:
2020
1. Within Procurement, undertake a project to clean up the current
Action Plan:
Vendor Master File including removal of duplicate vendors,
2.
completion and accuracy checks of fields, correction of file
1. Perform a review of the vendor master report with a goal
structures, and blocking of inactive or dormant vendors and former of both culling redundant vendors as well as looking for any Completed
employees.
suspect situations and investigating accordingly.
3. June 30,
2. Update and communicate the standard operating procedures and 2. Update SOPs including vendor master report process.
2020
ensure a cycle of regular review is established.
3. Identify mandatory fields required for vendor setup (both
3. Establish and enforce procedures for data entry formats (e.g.,
external and internal vendors) and incorporate into the
4.
naming conventions, record structure, physical address required,
existing SOPs.
direct communication information required).
4. Establish the processes to implement the Quality Control December
31, 2020
4. Implement the monitoring required to ensure the vendor master
of the Vendor Master File SOP. With the review of the
information and updates are legitimate and input correctly and
vendor master report being performed by end of June 2020,
accurately.
the processes for quality assurance will begin at the end of
2020.
Comments: Agree
Completed
Recommendations:
Where possible, control the permissions to add, delete or change
Action Plan: Remove inappropriate access for vendor
vendor master information within SAP.
Where not possible, a compensating monitoring/detective control is changes
needed to ensure changes made to the vendor master information,
including banking information, are legitimate and authorized.
Comments: Agree
Recommendations:
Communication strategy should be developed and implemented that
will serve to improve initial awareness and that will reinforce simple Action Plan:
and clear requirements supported with the purpose they serve.
The existing cloud policy and framework will be updated
and will be followed by the development of a
communication strategy with the goal of informing and
educating on the cloud policy and framework including
details on:
• Purpose of the policy and framework
• Roles and responsibility
• How it will be monitored, managed, and enforced
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Q1 2021

Status
Dec 8, 2021: COMPLETE
The Management Action Plan is complete. Staff have added a question to the
City's Conclusion of Employment form which will notify managers/supervisor
for P-Card cancellation.

Days
Past
Due
N/A

Number
Times End
Date
Revised
0

Owner
Coordinator
Accounting Services

Dec 8, 2021: COMPLETE
The Management Action Plan is complete. An email communication was sent
to Payment Card Coordinators in March 2020 advising them of the procedures
identified in the audit recommendations.

N/A

0

Coordinator
Accounting Services

31-Dec-21 Dec 8, 2021: IN PROGRESS
1. In progress. Vendor master cleanser is currently occurring in order to
prepare for new ERP system. Redundant vendors blocked, now reviewing for
anything that appears suspicious or in duplication.

161

1

Manager of
Procurement Services

N/A

0

Controller and
Manager of Financial
Services

252

1

Manager, IT Strategic
Service Delivery

2. This Management Action Plan is complete.
3. In progress. Currently updated SOPs.
4. In progress. Reports have been run, quality control has not begun. Process
and specific timelines being added to SOP for quality control actions.

Q2 2022

Dec 8, 2021: IN PROGRESS
• Cloud policy updates are underway with internal reviews to be scheduled.
Once cloud policy is finalized, communication strategy will be rolled out to the
organization.

Details of Audit Issue

Department
ITS

ITS

ITS

Function
Information
Technology
Services

Audit
Audit Report Report Date
Corporate Cloud
7-Feb-20
Computing
Management

Information
Technology
Services

Corporate Cloud
Computing
Management

7-Feb-20

Information
Technology
Services

Corporate Cloud
Computing
Management

7-Feb-20

Audit
Finding
Number
2

3

4

Risk
Rating
Medium

Medium

Medium

Summary
Recommendations:
- Enforce the requirement to have cloud services registered with
ITS.
- Based on registered services, maintain an inventory of cloud
services used. At a minimum the inventory of registered services
should indicate its use, the type of data stored and the business
owner.
- Review the cloud services offered periodically to identify
opportunities to consolidate services, identify where services
provided internally do not meet users’ needs or where training in
existing services are required.

Recommendations:
- A standardized risk assessment methodology should be created
that includes a list of typical risk factors and used to help identify the
level of risk that needs to be managed and help classify cloud
services accordingly. Risk factors could be based on factors such
as: the level of dependence on the services for business critical
processes, whether the service will be customer facing, the number
of users using the service, data classification or level of reliance on
the data.
- As part of the defined risk methodology, prescribed minimum
controls and standards should be linked to risks. For example, if
personally identifiable data is present, a Privacy Impact Assessment
must be conducted.
Recommendations:
- Define prescribed cloud control activities and who needs to
perform them for each cloud service. Develop an application support
model that includes specific process areas such as user access
management, vendor management, terms and conditions, requests
and incidents handling, and who is responsible for controls review
over the duration. The level of detail can be determined using the
classification system above, e.g. predefined activities.
- Monitoring controls are needed to determine whether the
processes that are in place are working and are effective.
- Enforcement of policies and procedures, mechanisms to follow-up
and enforce. Requirements should be clear, and it should also be
clear that compliance is enforced.
- Monitor and review existing applications that may evolve over time
(e.g. where the uses of the app are expanded, or where new
information/data is introduced or linked within the app) as changes
may necessitate introduction of new or modification of existing
controls/practices.

Summary of Management Response
Comments: Agree
Action Plan:
The following actions will be taken in response to the
recommendation:
• A process for registering cloud applications will be
implemented and will form the basis for updating the
existing application inventory.
• The application inventory will include but not be limited to
a description of the system, any confidential/private data
stored, security assessments or PIA’s performed, key
contacts in IT Services and the business.
• The inventory will be shared with the business on an
annual basis to confirm the solution is still in use and the
information on file is accurate
• Opportunities to consolidate cloud services may be
considered within the scope of larger software
implementations and/or within regular planning discussions
between ITS and the business
• The inventory will form the basis for defining acceptable
cloud applications and will be published as such
Comments: Agree

Expected
Resolution
Date
Q1 2021

Revised
Resolution
Date
Status
Q1 2022 Dec 8, 2021: IN PROGRESS
• Process for registering cloud applications is documented. Inventory has been
captured. Planning is underway to share inventory of pre-approved
applications with the business.

Action Plan:
IT Services will develop and update existing application
support models identifying cloud control activities that need
to be performed. The support models will initially focus on
cloud services that are classified as high risk followed by
medium risk services. The application support model will
identify the specific responsibilities that reside within the
business and those that reside within IT Services for cloud
control activities that need to be performed. Given the
number of cloud services in place and the current
operational workload in IT Services this work will take
several months and may require additional staff resources
to maintain and enforce the operating model and/or require
assistance from 3rd party resources.
Addressing the recommendations in this finding will require
new or updated operational processes that will impact the
responsibilities of both IT Services and business staff.
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Number
Times End
Date
Revised
1

Owner
Manager, Business
Applications;
Manager, IT Strategic
Service Delivery

Q2 2021

Q2 2022

Dec 8, 2021: IN PROGRESS
• Creation of a system to enhance and centrally manage current risk analysis
practices is underway resulting in an automated decision process based on
information security and business risk.
• Cloud services will be classified based on the risk analysis practices resulting
in an inventory that documents risk decisions as well as implemented
mitigation techniques.

161

1

Manager, Information
Security

Q4 2021

Q4 2022

Dec 8, 2021: IN PROGRESS
• Work is underway on formalizing an application support model.
• Yearly review of existing cloud apps based on classification of cloud services
(based on high risk/low risk)

0

1

Manager, Business
Applications;
Manager, Information
Security

Action Plan:
A risk assessment methodology will be developed and will
be used to classify cloud services. It will include relevant
risk factors and will prescribe new controls to mitigate the
risks. Additional follow-up work including conducting
Security and Privacy Impact Assessments will require
additional time and resources from IT Services and the City
Clerks Office.

Comments: Agree

Days
Past
Due
252
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SUBJECT: Office of the City Auditor - Workplan update
TO:

Audit Committee

FROM:

City Auditor's Office

Report Number: CA-04-21
Wards Affected: Not applicable
File Numbers: 430-01
Date to Committee: December 8, 2021
Date to Council: December 14, 2021

Recommendation:
Receive and file city auditor’s office report CA-04-21 providing an update to the
workplan for the office of the city auditor.

PURPOSE:
Vision to Focus Alignment:


Deliver customer centric services with a focus on efficiency and technology
transformation

Background and Discussion:
On September 8, 2021, Audit Committee received a six-month workplan for the Office of
the City Auditor (report # CA-01-21). The following report demonstrates a majority of
work items are complete and/or in-progress with associated deadlines.
Going forward into 2022 and beyond; Audit Committee will receive a quarterly report
from the Office of the City Auditor identifying progress against the Annual Audit Plan.
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Strategy/process
Report ‘CA-01-21 Office of the City Auditor update’ identified the following six-month
workplan:
Work theme
1 Prepare the 2022 risk-based Annual Audit Plan
2 Support the work of the Audit Committee’s subcommittee reviewing its Terms of Reference
3 Prepare and report to Audit Committee at next regularly
scheduled meeting on December 8, 2021
4 Review existing Internal Audit methodology, tools and
processes; and update if required
5 Support the corporate-wide initiative to update the
‘Service Business Plan’ for Office of the City Auditor
6 Support the corporate-wide initiative to update the ‘Job
Information Questionnaire’ for the City Auditor position

Deadline
February
2022
Dec 8, 2021

Status
In Progress
(on track)
Complete

Dec 8, 2021

Complete

Dec 31, 2021
Sep 29, 2021

In Progress
(on-going)*
Complete

Sep 24, 2021

Complete

*Note: Reviewing and updating Internal Audit methodology to stay consistent with professional standards is a continuous process
and will continue beyond 2021.

Other key activities included:
1. Introductory ‘roadshows’ were conducted with Management from across the
organization.
2. Three minor advisory projects were completed; at the request of staff.
Options Considered
This report is intended to provide an information update to Audit Committee. There
were no alternatives considered when drafting this report.

Financial Matters:
Total Financial Impact
The Office of the City Auditor is supported by an operating budget approved annually by
Council through the budget process. There are no financial implications through this
report.
Source of Funding
Operating budget as approved by Council.
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Other Resource Impacts
Not applicable.

Climate Implications
Not applicable.

Engagement Matters:
Not applicable.

Conclusion:
This report is intended to provide an informational update to Audit Committee about the
activities of the City Auditor.
Respectfully submitted,
Maciej Jurczyk, CPA, CMA, CIA, CRMA
City Auditor
maciej.jurczyk@burlington.ca

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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SUBJECT: Audit Committee Terms of Reference update
TO:

Audit Committee

FROM:

Office of the City Clerk

Report Number: CL-35-21
Wards Affected: Not applicable
File Numbers: 430-01
Date to Committee: December 8, 2021
Date to Council: December 14, 2021

Recommendation:
Rescind the Audit Committee Terms of Reference attached as appendix A to office of
the city clerk report CL-35-21; and
Approve the revised Audit Committee Terms of Reference attached to office of the city
clerk report CL-35-21 as appendix B; and
Direct the City Clerk to amend the Procedure By-law (31-2021) to include the revised
Audit Committee Terms of Reference as a schedule.

PURPOSE:
Vision to Focus Alignment:


Deliver customer centric services with a focus on efficiency and technology
transformation

Background and Discussion:
The Audit Committee’s Terms of Reference (TOR) defines the purpose, structure and
organization of the Audit Committee itself. This is a common tool employed by audit
committees in a majority of public, private and non-for-profit organizations. The TOR
defines the Audit Committee’s responsibility to approve, monitor, evaluate and provide
advice on the following matters:


The City’s consolidated annual audited Financial Statements
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External Audit
Internal Audit function (City Auditor)
Corporate Control Framework
Risk Management
Other select general and administrative matters

Historically, Audit Committee has performed a bi-annual review of its’ TOR which is a
normal practice exercised by audit committee’s in a majority of organizations. This
review was last performed with report# CL-14-17 and was approved by Audit
Committee in May 2017 (see Appendix A).
On June 9, 2021 Audit Committee passed a resolution to review its TOR and struck a
sub-committee with three members to facilitate the review. A key focus of this review
included the following staff direction from an earlier Council meeting on Dec 14, 2020:
“Provide clarity on items that are provided to Audit Committee versus Corporate
Services, Strategy, Risk and Accountability Committee (CSSRA)”
Given that risk management matters are explicitly identified in Audit Committee’s TOR
and inferred to be within CSSRA’s mandate; Council perceived this as a duplication of
oversight over risk management matters between the two standing committees.
Strategy/process
On October 20, 2021, the sub-committee including Councillor Paul Sharman, Mathew
Moore & Etienne Durafour met to perform its review. Their overall conclusion was that
the existing TOR was robust and did not require significant alterations. Minor
modifications recommended by the City Auditor were evaluated and are included in
appendix B with the revised sections highlighted for Audit Committee’s attention. A
comparative analysis of audit committee TORs from the municipal, broader-public
sector and corporate sectors was utilized to support the review (see appendix C). Other
supporting research included a model Audit Committee Charter recommended by the
Institute of Internal Auditors (a global professional standards body for internal auditors;
see appendix D).
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Below is a summary of the minor modifications to the TOR; identified in Appendix B:
TOR section
iii – Internal
Audit

Summary of the change

Rationale for the change

City Auditor’s annual audit plan
is risk-based and aligns to
corporate strategic objectives

-

-

iii – Internal
Audit

A risk-based audit plan is a
professional requirement for
internal auditors
Audit plan should be balanced
between risk/compliance and
supporting the corporation to
achieve its key strategic objectives

City Auditor resources

The Audit Committee should review
the resources available to the City
Auditor to ensure sufficient capacity
for a robust audit function

v - Risk
Management

Adding Risk Governance &
Enterprise Risk Management
(ERM)

At the time of the last TOR review in
May 2017, the City did not have an
ERM program. Now that it does,
there should be regular formal
reporting to Audit Committee

v - Risk
Management

Adding risk implication on City’s Audit Committee is qualified to and
strategic plan
should provide advice to Council by
evaluating risk matters related to
Council’s strategic plan and service
business plans

Committee
Composition

Adding strategic objectives to
member requirements

In order to fulfill Audit Committee’s
expanded role related to evaluating
risk matters connected to Council’s
strategic plan; members should have
an awareness of the strategic plan
itself

Meetings

Additional meetings

Clarifying the Chair and Vice-Chair’s
authority to call additional committee
meetings. This is consistent with
other organization’s audit committee
TOR’s

Meetings

Adding electronic meeting
capability

Formalizing the capability of Audit
Committee members to meet and fully
participating electronically (i.e.
virtually)

Communications Removing reference to
historical City dept.

Removing this redundant sentence as
the City Auditor, Finance & Clerks will
effectively facilitate any
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communications requirements of
Audit Committee.

Regarding risk management matters; most organizations included in the comparative
analysis had their respective Audit Committee’s assigned the responsibility to oversee
risk management. Not all municipalities surveyed had oversight for risk management
explicitly defined in their respective TORs including the cities of Ottawa, Mississauga,
Brampton, and the Region of Halton. However, in practice, the Audit Committees at
these municipalities regularly receive reports from their respective internal and external
auditors identifying risk issues.
Going forward, the sub-committee recommends that Audit Committee retains oversight
for risk management matters. This recommendation is consistent with:




Recommended leading practices from Institute of Internal Auditors (see appendix
D) and CPA Canada
A majority of organizations surveyed for this review in the municipal, broaderpublic sector and corporate sector (see appendix C)
City Auditor’s advice

Risk-related matters that were previously reported to other committees should be
reported to Audit Committee for consistency. Given that the Audit Committee only
meets quarterly, there may be occurrences where the Chair of Audit Committee may
call an additional meeting to allow staff to bring forward reports containing risk
management matters outside of the normal quarterly frequency. The City Auditor will
work with Clerks to ensure that the three Councillors not sitting on Audit Committee will
be invited to future meetings to participate in the discussion of select risk management
matters (though they will not be voting members). All members of Council will have the
opportunity to evaluate and approve all risk management reports once Audit Committee
minutes are presented to Council for approval.
Should Audit Committee approve the recommendations on page one of this report; staff
will work to update the Procedural Bylaw as required and report back to Council for final
approval. This is expected by Q1 2022.
Options Considered
The Audit Committee’s Terms of Reference requires a bi-annual review; therefore, not
performing this review was not an option. An analysis (see appendix C) of Audit
Committee TORs from other organizations in the municipal, broader-public and
corporate sectors was performed to compare and contrast the City’s Audit Committee
TOR. In addition, research from professional standards bodies including the Institute of
Internal Auditors and CPA Canada informed the sub-committee’s recommendations.
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Lastly, the sub-committee received professional advice from staff to inform their
recommendations.

Financial Matters:
Not applicable.
Total Financial Impact
Not applicable.
Source of Funding
Not applicable.
Other Resource Impacts
Not applicable.

Climate Implications
Not applicable.

Engagement Matters:
Not applicable.

Conclusion:
The sub-committee struck by Audit Committee on June 9, 2021 concluded that the
existing Terms of Reference is robust and does not require significant changes. The
sub-Committee is recommending a number of minor modifications to the Terms of
Reference identified in Appendix B.
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Respectfully submitted by,
Suzanne Gillies
Committee Clerk
Suzanne.gillies@burlington.ca

Maciej Jurczyk
City Auditor
maciej.jurczyk@burlington.ca

Appendices:
A. Audit Committee Terms of Reference (May 2017)
B. Audit Committee Terms of Reference (revised Dec 2021)
C. Comparative Analysis
D. IIA Model Audit Committee Charter

Notifications:
All members of CSSRA Committee

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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CL-08-17 Appendix A
Audit Committee Terms of Reference
NAME:
CLERK:
MOST RECENT AMENDMENT:

Audit Committee
Committee Clerk
May 2017 (Report CL-14-17)

OTHER ITEMS OF REFERENCE:
PURPOSE
The Audit Committee has responsibility to Council to assist Council in fulfilling its due
diligence, fiduciary, financial reporting and audit responsibilities and to approve, monitor,
evaluate and provide advice on matters affecting the external audit, internal audit, risk
management and the financial reporting and accounting control policies and practices of the
City.
COMMITTEE RESPONSIBILITIES
The Audit Committee shall be responsible for making recommendations directly to Council
regarding the following:
i. Financial Statements
ii. External Audit Function
iii. Internal Audit Function (City Auditor)
iv. Corporate Control Framework
v. Risk Management
vi. General and Administrative
i. Financial Statements
• Review and recommend for approval the annual audited consolidated financial
statements
• Review quarterly actual financial performance.
• Review and discuss with management:
 the appropriateness of accounting or other financial policies and financial reporting
practices
 any significant proposed changes in financial reporting and accounting policies and
practices to be adopted by the City
 any new or pending developments in accounting and reporting standards that may
affect the City and
 Management’s key estimates and judgments that may be material to financial
reporting.
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ii. External Audit Function
• Confirm and assure the independence of the external auditor, including the approval
and review of all additional audit, management consulting and other fees of the external
auditor.
• Recommend the selection and/or dismissal of the external auditor to Council as
required including participation in the selection committee with staff, approval of the
selection process and annual evaluation of the external auditor’s performance
• Review the terms of engagement, scope and performance of the external audit services
provided.
• Approve the fees for the audit.
• Review any matters brought to the committee’s attention by the external auditor and
determine the appropriate disposition thereof.
• Review and discuss with the external auditor the Management Letter, agree with
Management on the appropriate course of action, and make recommendations to
Council, where necessary.
• Discuss with the external auditor the annual evaluation of the internal control systems, if
appropriate, together with any related recommendations for improvement.
• Meet with the external auditor to discuss all material issues and ensure any matter the
external auditor brings forth has been given adequate attention, including any
appropriate action.
• Meet regularly with the external auditors to build an effective reporting relationship.
Provide an open avenue of communication between the external auditor and Committee
including ability to meet in closed session, in the absence of City management, at Audit
Committee meetings regarding matters deemed allowable under the Municipal Act
2001, c.25.
iii. Internal Audit Function (City Auditor)
• Confirm and assure the independence of the City Auditor
• Review and approve the annual audit work plan, and subsequent significant changes,
as recommended by the City Auditor.
• Monitor and annually evaluate the performance of the City Auditor in carrying out the
approved audit work plan and other established goals. When the Chair or Vice-Chair is
an elected member of Council, they will be responsible for facilitating the annual
performance evaluation. When the Chair and Vice-Chair are citizen representatives,
then a Council member will be selected to facilitate this process
• Review audit reports issued and, where required, recommend the acceptance,
amendment or rejection of the report recommendations.
• Review the adequacy of management responses to audit concerns in relation to the
risks and costs involved.
• Review reports from the City Auditor on the status and implementation of approved
audit recommendations.
• Bi-annually review the mandate for the City Auditor position and ensure that the position
is adequately meeting the City’s internal audit needs.
• Provide an open avenue of communication between the City Auditor and Committee
including ability to meet in closed session, in the absence of City management, at Audit
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Committee meetings regarding matters deemed allowable under the Municipal Act
2001, c.25.
iv. Corporate Control Framework
• Review and discuss with management their responsibility for:
 Reliability and integrity of financial and operating information and the processes to
identify, measure, classify and report such information.
 Internal control processes and systems to ensure compliance with policies, plans,
procedures, laws and regulations.
 Safeguarding City assets and, as appropriate, verifying the existence of those
assets.
• Obtain reasonable assurance on an annual basis, the information technology (IT)
systems are reliable and secure and the systems of internal controls are properly
designed and effectively implemented through discussions with and reports from
management.
• Review and discuss reports related to the investigation of significant non-compliance,
conflicts of interest, misconduct, or fraud and their resolution and make
recommendations to Council thereon. Receive from the City Manager on an annual
basis, a listing of matters investigated or being investigated, or a nil report if appropriate.
• Review and discuss by-laws and policies specifically regulating the conduct of members
of council and committees, staff, and suppliers (e.g. purchasing by-law, code of
conduct, etc.)
v. Risk Management
• Review and discuss with management their responsibility for assessing and managing
the City’s exposure to risk
• Review policies governing risk management
• Review and discuss with management the City’s major emerging risk exposures
vi. General and Administrative
• Review and update the Audit Committee Terms of Reference bi-annually.
• Participate in the selection of a City Auditor and, pursuant to by-law 132-1991, City
Council would consider recommendations for disciplinary suspension or dismissal of the
City Auditor.
• Review any other matter within the scope of the auditors, either internal or external.
• Review and recommend the scope, terms of reference and fees of professional services
retained for purposes related to the Audit Committee's responsibilities.
• Bi-annually conduct an evaluation of the Audit Committee’s effectiveness.
• Develop an annual committee calendar to reflect the responsibilities of the committee,
the staff area responsible for providing information or materials to the committee, and
the specific meeting of the committee at which the topic will be reviewed.
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COMMITTEE COMPOSITION
The Committee is comprised of up to eight members, casting one vote per member:
• Three members of council
• A minimum of two and up to four citizen representatives (community volunteers)
• Mayor, an ex-officio voting member of the Committee.
The Chair and Vice-Chair will be elected from the committee’s membership for a 2-year term
commencing as soon as possible after the day of the inaugural meeting of Council and/or in
November of the second year for the remaining two years of the Council term. When possible,
the Committee would benefit from returning council members for first 2-year term.
It is the responsibility of Council to ensure that audit committee members are independent,
financially literate, and have the skills to serve as effective audit committee members:
• a general understanding of the City’s major economic, operating, and financial risks,
• a broad awareness of the interrelationship of the City’s operations and its financial
reporting,
• understand the difference between the oversight function of the Committee and the
decision-making function of management, and
• a willingness to challenge management, when necessary.
TERM OF OFFICE
Council stipulates the appointment of Council members for a two to four year term, or until their
successors are appointed, with consideration given to the member’s stated interest or desire to
be on the committee.
Citizen Representatives shall be appointed at the discretion of Council, based on the term of
office for council (four years), or until their successors are appointed. Where a member ceases
to be a member before the expiration of their term, Council will appoint another eligible person
for the remainder of the term.
MEETINGS
The Committee is expected to meet at least four times per year. Committee meetings will be
held as required.
Audit Committee minutes will be shared with Council and Audit Committee’s citizen members
through Council agendas and minutes.
The Committee Clerk will prepare the Order of Business, in keeping with the City’s Procedure
By-law.
Closed Session items will be considered in accordance with the City’s Procedure By-law and
with the Municipal Act 2001. The City Manager may act as Clerk during closed session
portions of Audit Committee meetings upon the request of the Audit Committee, as outlined in
the Procedure By-law.
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QUORUM
Quorum is constituted by the attendance of four members, at least one of whom is a citizen
member and at least one of whom is an elected member of Council other than the Mayor (who
sits ex-officio).
BUDGET CONSIDERATIONS
The fiscal year of the Committee will be January 1 to December 31 annually. Any budget
request will be presented within the relevant capital or current budget submission.
COMMUNICATIONS
The Committee Clerk will work with Finance Department staff and the City Auditor to complete
the necessary advertising. Community Relations staff will provide the necessary support to
meet the Committee’s needs.
REQUIREMENTS AND CRITERIA FOR CITIZEN APPOINTEES TO THE AUDIT
COMMITTEE
• Satisfactory police check paid for by the City
• Be independent
• Be a resident of the City of Burlington
• Be financially literate (the ability to read and understand basic financial statements)
• Have an aptitude for complex organizational effectiveness and governance
• Have a general understanding of the City’s major economic, operating, and financial
risks
• Have a broad awareness of the interrelationship of the City’s operations and its financial
reporting
• Have an understanding of the difference between the oversight function of the
Committee and the decision-making function of management
• Be willing to challenge management when necessary
• Preferably a member of a professional accounting association.
TERMS OF REFERENCE REVIEW DATE: June 2016
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Audit Committee Terms of Reference
NAME:
CLERK:
MOST RECENT AMENDMENT:

Deleted: A

Audit Committee
Committee Clerk
December 2021 (Report CL-35-21)

Formatted: Not Highlight
Deleted: May 2017
Deleted: CL-14-17

OTHER ITEMS OF REFERENCE:

Formatted: Not Highlight

PURPOSE
The Audit Committee has responsibility to Council to assist Council in fulfilling its due diligence,
fiduciary, financial reporting and audit responsibilities and to approve, monitor, evaluate and
provide advice on matters affecting the external audit, internal audit, risk management and the
financial reporting and accounting control policies and practices of the City.

Deleted: A
Deleted: 05

COMMITTEE RESPONSIBILITIES
The Audit Committee shall be responsible for making recommendations directly to Council
regarding the following:
i. Financial Statements
ii. External Audit Function
iii. Internal Audit Function (City Auditor)
iv. Corporate Control Framework
v. Risk Management
vi. General and Administrative
i. Financial Statements
• Review and recommend for approval the annual audited consolidated financial
statements
• Review quarterly actual financial performance.
• Review and discuss with management:
− the appropriateness of accounting or other financial policies and financial reporting
practices
− any significant proposed changes in financial reporting and accounting policies and
practices to be adopted by the City
− any new or pending developments in accounting and reporting standards that may
affect the City and
− Management’s key estimates and judgments that may be material to financial
reporting.
ii. External Audit Function
• Confirm and assure the independence of the external auditor, including the approval and
review of all additional audit, management consulting and other fees of the external
auditor.
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• Recommend the selection and/or dismissal of the external auditor to Council as required
including participation in the selection committee with staff, approval of the selection
process and annual evaluation of the external auditor’s performance
• Review the terms of engagement, scope and performance of the external audit services
provided.
• Approve the fees for the audit.
• Review any matters brought to the committee’s attention by the external auditor and
determine the appropriate disposition thereof.
• Review and discuss with the external auditor the Management Letter, agree with
Management on the appropriate course of action, and make recommendations to Council,
where necessary.
• Discuss with the external auditor the annual evaluation of the internal control systems, if
appropriate, together with any related recommendations for improvement.
• Meet with the external auditor to discuss all material issues and ensure any matter the
external auditor brings forth has been given adequate attention, including any appropriate
action.
• Meet regularly with the external auditors to build an effective reporting relationship.
Provide an open avenue of communication between the external auditor and Committee
including ability to meet in closed session, in the absence of City management, at Audit
Committee meetings regarding matters deemed allowable under the Municipal Act 2001,
c.25.
iii. Internal Audit Function (City Auditor)
• Confirm and assure the independence of the City Auditor
• Review and approve the annual audit work plan, and subsequent significant changes, as
recommended by the City Auditor. Ensure the City Auditor’s annual audit plan is riskbased and addresses the City’s corporate strategic objectives
• Monitor and annually evaluate the performance of the City Auditor in carrying out the
approved audit work plan and other established goals. When the Chair or Vice-Chair is
an elected member of Council, they will be responsible for facilitating the annual
performance evaluation. When the Chair and Vice-Chair are citizen representatives, then
a Council member will be selected to facilitate this process
• Review audit reports issued and, where required, recommend the acceptance,
amendment or rejection of the report recommendations.
• Review the adequacy of management responses to audit concerns in relation to the risks
and costs involved.
• Review reports from the City Auditor on the status and implementation of approved audit
recommendations.
• Bi-annually review the mandate and resourcing for the City Auditor position and ensure
that the position is adequately meeting the City’s internal audit needs.
• Provide an open avenue of communication between the City Auditor and Committee
including ability to meet in closed session, in the absence of City management, at Audit
Committee meetings regarding matters deemed allowable under the Municipal Act 2001,
c.25.
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iv. Corporate Control Framework
• Review and discuss with management their responsibility for:
− Reliability and integrity of financial and operating information and the processes to
identify, measure, classify and report such information.
− Internal control processes and systems to ensure compliance with policies, plans,
procedures, laws and regulations.
− Safeguarding City assets and, as appropriate, verifying the existence of those assets.
• Obtain reasonable assurance on an annual basis, the information technology (IT)
systems are reliable and secure and the systems of internal controls are properly
designed and effectively implemented through discussions with and reports from
management.
• Review and discuss reports related to the investigation of significant non-compliance,
conflicts of interest, misconduct, or fraud and their resolution and make recommendations
to Council thereon. Receive from the City Manager on an annual basis, a listing of matters
investigated or being investigated, or a nil report if appropriate.
v. Risk Management
• Review and discuss with management their responsibility for assessing and managing
the City’s exposure to risk
• Review policies governing risk management including the Enterprise Risk Management
program
• Review and discuss with management the City’s major emerging risk exposures and their
implications on achieving the City’s Strategic Plans, operating plans and service business
plans
vi. General and Administrative
• Review and update the Audit Committee Terms of Reference bi-annually.
• Participate in the selection of a City Auditor and, pursuant to by-law 132-1991, City
Council would consider recommendations for disciplinary suspension or dismissal of the
City Auditor.
• Review any other matter within the scope of the auditors, either internal or external.
• Review and recommend the scope, terms of reference and fees of professional services
retained for purposes related to the Audit Committee's responsibilities.
• Bi-annually conduct an evaluation of the Audit Committee’s effectiveness.
• Develop an annual committee calendar to reflect the responsibilities of the committee, the
staff area responsible for providing information or materials to the committee, and the
specific meeting of the committee at which the topic will be reviewed.
COMMITTEE COMPOSITION
The Committee is comprised of up to eight members, casting one vote per member:
• Three members of council
• A minimum of two and up to four citizen representatives (community volunteers)
• Mayor, an ex-officio voting member of the Committee.
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The Chair and Vice-Chair will be elected from the committee’s membership for a 2-year term
commencing as soon as possible after the day of the inaugural meeting of Council and/or in
November of the second year for the remaining two years of the Council term. When possible,
the Committee would benefit from returning council members for first 2-year term.
It is the responsibility of Council to ensure that audit committee members are independent,
financially literate, and have the skills to serve as effective audit committee members:
• a general understanding of the City’s major economic, operating, and financial risks,
• a broad awareness of the interrelationship of the City’s operations, its financial reporting,
and strategic objectives
• understand the difference between the oversight function of the Committee and the
decision-making function of management, and
• a willingness to challenge management, when necessary.
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TERM OF OFFICE
Council stipulates the appointment of Council members for a two to four year term, or until their
successors are appointed, with consideration given to the member’s stated interest or desire to
be on the committee.
Citizen Representatives shall be appointed at the discretion of Council, based on the term of
office for council (four years), or until their successors are appointed. Where a member ceases
to be a member before the expiration of their term, Council will appoint another eligible person
for the remainder of the term.
MEETINGS
The Committee is expected to meet at least four times per year. Where necessary, additional
committee meetings may be called by the Chair or Vice Chair as required.
Audit Committee minutes will be shared with Council and Audit Committee’s citizen members
through Council agendas and minutes.
The Committee Clerk will prepare the Order of Business, in keeping with the City’s Procedure
By-law.
Closed Session items will be considered in accordance with the City’s Procedure By-law and
with the Municipal Act 2001. The City Manager may act as Clerk during closed session portions
of Audit Committee meetings upon the request of the Audit Committee, as outlined in the
Procedure By-law.
Electronic meetings will be considered in accordance with the City’s Procedural By-law.
Members, staff, residents and other stakeholders will be afforded the opportunity to participate
in these electronic meetings virtually.
QUORUM
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Quorum is constituted by the attendance of four members, at least one of whom is a citizen
member and at least one of whom is an elected member of Council other than the Mayor (who
sits ex-officio).
BUDGET CONSIDERATIONS
The fiscal year of the Committee will be January 1 to December 31 annually. Any budget request
will be presented within the relevant capital or current budget submission.
COMMUNICATIONS
The Committee Clerk will work with Finance Department staff and the City Auditor to complete
the necessary advertising.

Deleted: CL-08-17
Formatted: Not Highlight
Deleted: A
Formatted: Not Highlight

Deleted: Community Relations staff will provide the
necessary support to meet the Committee’s needs.

REQUIREMENTS AND CRITERIA FOR CITIZEN APPOINTEES TO THE AUDIT COMMITTEE
• Satisfactory police check paid for by the City
• Be independent
• Be a resident of the City of Burlington
• Be financially literate (the ability to read and understand basic financial statements)
• Have an aptitude for complex organizational effectiveness and governance
• Have a general understanding of the City’s major economic, operating, and financial risks
• Have a broad awareness of the interrelationship of the City’s operations and its financial
reporting
• Have an understanding of the difference between the oversight function of the Committee
and the decision-making function of management
• Be willing to challenge management when necessary
• Preferably a member of a professional accounting association.
TERMS OF REFERENCE REVIEW DATE: Dec 2021

Next review by December 2023.

Deleted: June 2016
Deleted: 2019

Page 5 of 5

46

Appendix C of CL-35-21
Comparative Analysis of Audit Committee Terms of Reference (TOR)
Financial External Internal Corporate
Statements Audit
Audit Controls

Audit Committee Responsibilities
Risk Management
General
& Admin

Term of Office

Other information
Meetings

No reference
Term of Council (4 years)
Term of Council (4 years)
Term of Council (4 years)
Term of Council (4 years)

Call of the Chair
At least 4 times per year
Quarterly
5 per year
3-4 per year

City of Ottawa
City of Mississauga
City of Brampton
City of Vaughan
Region of Halton

a
a
a
a
a

a
a
a
a
a

a
a
a
a
a

a
a
r
a
a

r
r
r
a
r

a
a
a
a
r

Composition
(members)
No limit
Compliance
5
8
Ethical conduct; Employee Code of Conduct
6
5

University of Toronto
University of Ottawa
McMaster University
Metrolinx
Canada Post

a
a
a
a
a

a
a
a
a
a

a
a
a
a
a

a
a
a
a
a

a
a
a (ERM)
a (ERM)
a (ERM)

a
r
a
a
a

8
1 year, renewable up to 9 years
Minimum 3 per year
Half
At least 4
2 years, renewable
As needed
Majority
Compliance
5 or more
No reference
As required or upon request
Half
Govt Audits; Ethical and Legal Compliance
At least 3 Appointed by Board from time-to-time
Quarterly
Majority
Board/CEO travel expenses, some policies No information
No reference
At least 4 times per year No information

Royal Bank of Canada
Rogers Communications
Teck Resources
Shopify Inc.
Loblaw Companies Ltd.

a
a
a
a
a

a
a
a
a
a

a
a
a
a
a

a
a
a
a
a

Financial risks
a

a
a
a
a
a

Financial, fraud, cyber, privacy
a (ERM)
a (ERM & Fraud)

Other sections NOT identified in City of
Burlington's Audit Committee TOR

Capital Management
Legal & Regulatory
Pension Matters
Legal Compliance, Ethics
ESG, Legal Compliance, Fraud, Tax

Legend:
a Indicates that the comparable organization is similar/equivalent to the City of Burlington's Audit Committee TOR
r Indicates that the comparable organization is NOT similar/equivalent to the City of Burlington's Audit Committee TOR
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5 or more
At least 3
At least 3
At least 3
At least 3

3 years minimum
Until AGM
Until AGM
Annual
No limit

Quarterly
Quarterly
5 per year
Quarterly
5 per year

Quorum
Budget
Member
Reference
(members)
qualifications
r
r
No information
See link
r
r
3
See link
r
a
No information
See link
r
a
Majority
See link
r
r
Upon request
No information

3
Majority
Majority
Majority
Majority

r
r
r
r
r

a
a
a
a
r

See link
See link
See link
See link
See link

r
a
a
a
a

a
a
a
a
a

See link
See link
See link
See link
See link
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ABOUT THE IIA
The Institute of Internal Auditors (IIA) is the internal audit profession’s most widely recognized advocate, educator, and provider of
standards, guidance, and certifications. Established in 1941, The IIA today serves more than 190,000 members from more than 170
countries and territories. The association’s global headquarters are in Lake Mary, Fla., USA. For more information, visit
www.globaliia.org.

DISCLAIMER
The IIA publishes this document for informational and educational purposes and, as such, is only intended to be used as a guide. This
guidance material is not intended to provide definitive answers to specific individual circumstances. The IIA recommends that you
always seek independent expert advice relating directly to any specific situation. The IIA accepts no responsibility for anyone placing
sole reliance on this guidance.

COPYRIGHT
Copyright© 2017 The Institute of Internal Auditors, Inc. All rights reserved. For permission to reproduce, please contact
guidance@theiia.org.
Global Headquarters
The Institute of Internal Auditors
1035 Greenwood Blvd., Suite 401
Lake Mary, FL 32746, USA
Phone: +1-407-937-1111
Fax:
+1-407-937-1101
www.theiia.org
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SUBJECT: Internal Audit Charter update
TO:

Audit Committee

FROM:

City Auditor's Office

Report Number: CA-03-21
Wards Affected: Not applicable
File Numbers: 430-01
Date to Committee: December 8, 2021
Date to Council: December 14, 2021

Recommendation:
Approve the updated Internal Audit Charter attached as appendix B of city auditor’s
office report CA-03-21.

PURPOSE:
Vision to Focus Alignment:


Deliver customer centric services with a focus on efficiency and technology
transformation

Background and Discussion:
The Internal Audit Charter is a foundational document describing the mission, values,
scope of work, independence and authority of the Office of the City Auditor. It is a
professional requirement from the Institute of Internal Auditors (IIA) to define these
foundational elements into a policy document such as an Internal Audit Charter and
request approval from the Audit Committee. Section #1000 from the International
Standards for the Professional Practice of Internal Auditing describes the requirement:
1000 – Purpose, Authority, and Responsibility:
“The purpose, authority, and responsibility of the internal audit activity must be
formally defined in an internal audit charter, consistent with the Mission of
Internal Audit and the mandatory elements of the International Professional
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Practices Framework (the Core Principles for the Professional Practice of Internal
Auditing, the Code of Ethics, the Standards, and the Definition of Internal
Auditing). The chief audit executive must periodically review the internal audit
charter and present it to senior management and the board for approval.”
The Office of the City Auditor has had an Internal Audit Charter since 2011 that conforms
with the IIA’s professional standards. This Charter was last reviewed and approved by
Audit Committee in February 2017 (see appendix A).

Strategy/process
The current Internal Audit Charter is robust and meets all the requirements of the IIA’s
professional standards. The rationale for updating the Charter currently include:


It is a requirement under the IIA professional standards to periodically review the
Charter



It is a leading practice for Internal Auditors to scan other organizations and
academic research for relevant trends that may be applied to City of Burlington



It is an opportunity to raise awareness and discuss the mandate of the City
Auditor amongst members of Audit Committee



A new City Auditor recently joining the organization brings a new perspective



To align with minor changes recommended in the Audit Committee’s Terms of
Reference

Below is a summary of the minor modifications to the Internal Audit Charter; identified in
appendix B:
Charter section

Summary of the change

Rationale for the change

Scope of Work

Added: requirement to also
ensure City’s strategic
objectives are being achieved

In addition to having a traditional risk
management and compliance lens to
internal auditing, the City Auditor
should also report to Audit Committee
whether projects/programs related to
Council’s strategic plan are meeting
their stated objectives

Independence

Change: reporting relationship

Changing titles to reflect new
organizational structure in City
Manager’s Office

Accountability

Change: reporting relationship

Same as above
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Responsibility

Added: corporate strategic
projects and/or programs

In addition to the traditional risk-based
approach to developing the Annual
Audit Plan; the City Auditor should
also evaluate the corporate strategic
projects and/programs from the
Council approved strategic plan to
ensure they are meeting their stated
objectives

Responsibility

Added: annually

Timing of Audit Plan to be submitted to
Audit Committee is explicitly added as
annually.

Responsibility

Added: advice to management Adding fraud issues as a potential
re: fraud issues
area for the City Auditor to provide
advice/support to Management (as
needed)

Options Considered
Maintaining an Internal Audit Charter is a requirement from the ‘International
Professional Practices Framework’ published by the Institute of Internal Auditors;
therefore, not having a Charter was not considered. Research and benchmarking
against other organizations was performed to inform this report.

Financial Matters:
Total Financial Impact
The Office of the City Auditor is supported by an operating budget approved annually by
Council through the budget process. There are no financial implications through this
report.
Source of Funding
Operating budget as approved by Council.
Other Resource Impacts
Not applicable.

Climate Implications
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Not applicable.

Engagement Matters:
Not applicable.

Conclusion:
The current Internal Audit Charter is robust and is reflective of professional standards
recommended by the Institute of Internal Auditors. The minor modifications
recommended by the City Auditor include a greater strategic alignment to Council’s
approved Vision 2040 and Vision-to-Focus strategic plans.
Respectfully submitted,
Maciej Jurczyk, CPA, CMA, CIA, CRMA
City Auditor
maciej.jurczyk@burlington.ca

Appendices:
A. CA-03-21 Internal Audit Charter – February 2017 FINAL
B. CA-03-21 Internal Audit Charter – Dec 2021 with tracked changes
C. CA-03-21 Table - Comparative Analysis of IA Charters

Report Approval:
All reports are reviewed and/or approved by Department Director, the Chief Financial
Officer and the Executive Director of Legal Services & Corporation Counsel.
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Office of the City Auditor
Charter
Mission
The mission of the Office of the City Auditor is to enhance and protect organizational value by
providing risk-based and objective assurance, advice, and insight.

Definition of Internal Audit
Internal auditing is an independent, objective assurance and consulting activity designed to add
value and improve an organization's operations. It helps an organization accomplish its
objectives by bringing a systematic, disciplined approach to evaluate and improve the
effectiveness of risk management, control, and governance processes.

Values and Principles
The Office of the City Auditor will operate within established City employee values and in
accordance with the following core principles:

Demonstrates integrity.

Demonstrates competence and due professional care.

Is objective and free from undue influence (independent).

Aligns with the strategies, objectives, and risks of the organization.

Is appropriately positioned and adequately resourced.

Demonstrates quality and continuous improvement.

Communicates effectively.

Provides risk-based assurance.

Is insightful, proactive, and future-focused.

Promotes organizational improvement.

Scope of Work
The scope of work of the Office of the City Auditor encompasses the examination and
evaluation of the adequacy and effectiveness of the City’s governance, risk management
process, system of internal control structure and the quality of performance in carrying out
assigned responsibilities to achieve the organization’s goals and objectives to ensure:
 Risks are appropriately identified and managed.
 Actions are in compliance with policies, standards, procedures and applicable laws and
regulations.
 Resources are acquired economically, used efficiently and are adequately protected.
 Programs, plans and objectives are defined, communicated and achieved.
 Significant legislative and regulatory issues impacting the City are recognized and
addressed appropriately.
 Quality and continuous improvement are fostered in the organization’s control
processes.
 Financial, managerial and operating information is accurate, reliable and timely.

Office of the City Auditor Charter
Updated February 2017
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Independence
The City Auditor is accountable functionally to the Audit Committee and administratively to the
City Manager in a manner outlined in the following section on Accountability. In addition, the
Audit Committee is responsible for conducting the performance evaluation of the City Auditor.
The scope, direction and coverage of the Office of the City Auditor are under the authority of
the City Auditor having regard to circumstances and the resources available.

Accountability
The City Auditor, in the discharge of his/her duties, shall be accountable to the Audit Committee
and the City Manager to:
 Report significant issues related to the adequacy and effectiveness of the City’s
processes for controlling its activities and managing its risks, including recommendations
for improvements to those processes and management’s response for implementing
corrective action,
 Periodically provide information on the status of the annual audit plan and the sufficiency
of resources of the Office of the City Auditor, and
 Coordinate with other control and monitoring functions, including but not limited to, risk
management, compliance, legal, and external audit.

Responsibility
The Office of the City Auditor has a responsibility to:
 Establish appropriate policies and procedures to guide the Internal Audit function
including a quality assurance and improvement program.
 Develop a flexible audit plan for assurance services using appropriate risk-based
methodology, including any risks or control concerns identified by management, submit
that plan, and suggested resource requirements for the internal audit function, to the
Audit Committee for review and approval as well as periodic updates.
 Implement the audit plan, as approved, including, and as appropriate, any special tasks
or projects requested by management and the Audit Committee.
 Maintain a professional audit staff with sufficient knowledge, skills, experience, and
professional certifications to meet the requirements of this Charter.
 Perform consulting services, beyond internal auditing's assurance services, to assist
management in meeting its objectives. Examples may include: facilitation, advisory
services, and evaluation and assessment of significant merging/consolidating functions
and new or changing services, processes, operations, and control processes
 Act as an ongoing resource to management by providing impartial and objective advice
related to control and risk management issues.
 Issue periodic reports to the Audit Committee and applicable committees (e.g. Senior
Management Team) summarizing results of audit activities.
 Keep the Audit Committee informed of emerging trends and successful practices in
internal auditing.
 Provide a list of significant measurement goals and results to the Audit Committee.
 Assist in the investigation of suspected fraudulent activities within the City and notify
management and the Audit Committee of the results.
Office of the City Auditor Charter
Updated February 2017
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Liaise with the City’s external auditors as appropriate for the purpose of providing
adequate audit coverage to the City.

Authority
The Office of the City Auditor is authorized to:
 Have unrestricted access to all operations, functions, records, property, and personnel1.
 Have full and unrestricted access to the Audit Committee1.
 Allocate audit resources, set frequencies, select subjects, determine scopes of work,
and apply the techniques required to accomplish audit objectives.
 Obtain the necessary assistance of personnel in units of the organization where they
perform audits, as well as other specialized services from within or outside the
organization.
The Office of the City Auditor is not authorized to:
 Perform any operational duties for the City or its affiliates.
 Initiate or approve accounting transactions external to the Office of the City Auditor.
 Direct the activities of any City employee not employed by the Office of the City Auditor,
except to the extent such employees have been appropriately assigned to auditing
teams or to otherwise assist the City Auditor.
 Devise, develop or install systems or procedures, prepare records, make management
decisions or undertake any activity which would relieve other staff of any responsibility
assigned to them and which could be reasonably construed to compromise the
independence of the Office of the City Auditor.

Reporting and Monitoring
A written report will be prepared and issued by the Office of the City Auditor following the
conclusion of each internal audit engagement and will be distributed as appropriate. The
internal audit report will include management’s response and corrective action taken or to be
taken in regard to the specific findings and recommendations. Management's response should
include a timetable for anticipated completion of action to be taken and an explanation for any
corrective action that will not be implemented. Internal audit results will also be communicated
to the Audit Committee.
The internal audit activity will be responsible for appropriate follow-up on audit findings and
recommendations. All significant findings will remain in an open issues file until cleared.
At least quarterly, the City Auditor will report to the Audit Committee including a report on the
performance of Internal Audit relative to the approved work plan, significant issues identified
with resolutions, and assurance as to areas that are well-controlled.
Situations may arise where a report is requested to be presented in “Closed Session”. In order
to qualify as “closed” the report may be evaluated by the City Clerk to verify it meets the criteria

1

Within legislative requirements

Office of the City Auditor Charter
Updated February 2017

Page 3 of 4

68

Appendix A of CA-03-21

outlined in the Municipal Act. Closed Session reports are distributed on a separate agenda to
Audit Committee and senior management in accordance with existing procedures.
In reports where only a section of the audit findings are classified as confidential, these findings
and recommendations should be reported separately placed in a CONFIDENTIAL appendix to
the Audit Committee report.

Quality Assurance and Improvement Program
The Office of the City Auditor will maintain a quality assurance and improvement program that
covers all aspects of the internal audit activity. The program will include an evaluation of the
internal audit activity’s conformance with the Definition of Internal Auditing and the Standards
and an evaluation of whether internal auditors apply the Code of Ethics. The program also
assesses the efficiency and effectiveness of the internal audit activity and identifies
opportunities for improvement.
The City Auditor will communicate to senior management and the Audit Committee on the
internal audit activity’s quality assurance and improvement program, including results of
ongoing internal assessments and external assessments conducted at least every five years.

Standards of Audit Practice
The Office of the City Auditor will govern itself by adherence to The Institute of Internal Auditors’
Mandatory Guidance, which includes the Core Principles for the Professional Practice of
Internal Auditing, the Code of Ethics, the International Standards for the Professional Practice
of Internal Auditing, and the Definition of Internal Auditing. The IIA’s Mandatory Guidance
constitutes the fundamental requirements for the professional practice of internal auditing and
the principles against which to evaluate the effectiveness of the internal audit activity’s
performance. In addition, the Office of the City Auditor will adhere to City of Burlington’s
relevant policies and procedures and the internal audit activity's standard operating procedures
manual.
Effective Date: This Charter takes effect on February 13, 2017 and will be reviewed bi-annually.

__________________________
Sheila M. Jones
City Auditor

__________________________
John Taylor
Audit Committee Chair
As considered by Audit Committee on
February 13, 2017

__________________________
James Ridge
City Manager

Office of the City Auditor Charter
Updated February 2017
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Office of the City Auditor
Charter
Mission

The mission of the Office of the City Auditor is to enhance and protect organizational value by
providing risk-based and objective assurance, advice, and insight.

Definition of Internal Audit

Internal auditing is an independent, objective assurance and consulting activity designed to
add value and improve an organization's operations. It helps an organization accomplish its
objectives by bringing a systematic, disciplined approach to evaluate and improve the
effectiveness of risk management, control, and governance processes.

Values and Principles

The Office of the City Auditor will operate within established City employee values and in
accordance with the following core principles:

Demonstrates integrity.

Demonstrates competence and due professional care.

Is objective and free from undue influence (independent).

Aligns with the strategies, objectives, and risks of the organization.

Is appropriately positioned and adequately resourced.

Demonstrates quality and continuous improvement.

Communicates effectively.

Provides risk-based assurance.

Is insightful, proactive, and future-focused.

Promotes organizational improvement.

Scope of Work

The scope of work of the Office of the City Auditor encompasses the examination and
evaluation of the adequacy and effectiveness of the City’s governance, risk management
process, system of internal control structure and the quality of performance in carrying out
assigned responsibilities to achieve the organization’s goals and objectives to ensure:
 Risks are appropriately identified and managed.
 Actions are in compliance with policies, standards, procedures and applicable laws and
regulations.
 Resources are acquired economically, used efficiently and are adequately protected.
 Programs, plans and objectives are defined, communicated and achieved.
 Significant legislative and regulatory issues impacting the City are recognized and
addressed appropriately.
 Quality and continuous improvement are fostered in the organization’s control
processes.
 Financial, managerial and operating information is accurate, reliable and timely.
 The City is achieving the objectives under Council’s approved strategic plan(s)
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Independence

The City Auditor is accountable functionally to the Audit Committee and administratively to the
Executive Director, Strategy, Risk & Accountability in a manner outlined in the following
section on Accountability. In addition, the Audit Committee is responsible for conducting the
performance evaluation of the City Auditor.

Deleted: City Manager

The scope, direction and coverage of the Office of the City Auditor are under the authority of
the City Auditor having regard to circumstances and the resources available.

Accountability

The City Auditor, in the discharge of his/her duties, shall be accountable to the Audit
Committee and the Executive Director, Strategy, Risk & Accountability to:
 Report significant issues related to the adequacy and effectiveness of the City’s
processes for controlling its activities and managing its risks, including
recommendations for improvements to those processes and management’s response
for implementing corrective action,
 Periodically provide information on the status of the annual audit plan and the
sufficiency of resources of the Office of the City Auditor, and
 Coordinate with other control and monitoring functions, including but not limited to, risk
management, compliance, legal, and external audit.
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Responsibility

The Office of the City Auditor has a responsibility to:
 Establish appropriate policies and procedures to guide the Internal Audit function
including a quality assurance and improvement program.
 Develop a flexible audit plan for assurance services using appropriate risk-based
methodology, including any risks or control concerns identified by management and
corporate strategic priority projects and/or programs identified in the Council approved
strategic plans (i.e. ‘Vision 2040’; ‘2018-2022: From Vision to Focus’). Submit that
plan, and suggested resource requirements for the internal audit function, to the Audit
Committee for review and approval annually as well as periodic updates.
 Implement the audit plan, as approved, including, and as appropriate, any special
tasks or projects requested by management and the Audit Committee.
 Maintain a professional audit staff with sufficient knowledge, skills, experience, and
professional certifications to meet the requirements of this Charter.
 Perform consulting services, beyond internal auditing's assurance services, to assist
management in meeting its objectives. Examples may include: facilitation, advisory
services, and evaluation and assessment of significant merging/consolidating functions
and new or changing services, processes, operations, and control processes
 Act as an ongoing resource to management by providing impartial and objective advice
related to control, risk management and/or fraud issues.
 Issue periodic reports to the Audit Committee and applicable committees (e.g. Senior
Management Team) summarizing results of audit activities.
 Keep the Audit Committee informed of emerging trends and successful practices in
internal auditing.
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Provide a list of significant measurement goals and results to the Audit Committee.
Assist in the investigation of suspected fraudulent activities within the City and notify
management and the Audit Committee of the results.
Liaise with the City’s external auditors as appropriate for the purpose of providing
adequate audit coverage to the City.

Authority

The Office of the City Auditor is authorized to:
 Have unrestricted access to all operations, functions, records, property, and
personnel 1.
 Have full and unrestricted access to the Audit Committee1.
 Allocate audit resources, set frequencies, select subjects, determine scopes of work,
and apply the techniques required to accomplish audit objectives.
 Obtain the necessary assistance of personnel in units of the organization where they
perform audits, as well as other specialized services from within or outside the
organization.
The Office of the City Auditor is not authorized to:
 Perform any operational duties for the City or its affiliates.
 Initiate or approve accounting transactions external to the Office of the City Auditor.
 Direct the activities of any City employee not employed by the Office of the City
Auditor, except to the extent such employees have been appropriately assigned to
auditing teams or to otherwise assist the City Auditor.
 Devise, develop or install systems or procedures, prepare records, make
management decisions or undertake any activity which would relieve other staff of
any responsibility assigned to them and which could be reasonably construed to
compromise the independence of the Office of the City Auditor.

Reporting and Monitoring

A written report will be prepared and issued by the Office of the City Auditor following the
conclusion of each internal audit engagement and will be distributed as appropriate. The
internal audit report will include management’s response and corrective action taken or to be
taken in regard to the specific findings and recommendations. Management's response should
include a timetable for anticipated completion of action to be taken and an explanation for any
corrective action that will not be implemented. Internal audit results will also be communicated
to the Audit Committee.
The internal audit activity will be responsible for appropriate follow-up on audit findings and
recommendations. All significant findings will remain in an open issues file until cleared.
At least quarterly, the City Auditor will report to the Audit Committee including a report on the
performance of Internal Audit relative to the approved work plan, significant issues identified
with resolutions, and assurance as to areas that are well-controlled.
1

Within legislative requirements
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Situations may arise where a report is requested to be presented in “Closed Session”. In
order to qualify as “closed” the report may be evaluated by the City Clerk to verify it meets the
criteria outlined in the Municipal Act. Closed Session reports are distributed on a separate
agenda to Audit Committee and senior management in accordance with existing procedures.
In reports where only a section of the audit findings are classified as confidential, these
findings and recommendations should be reported separately placed in a CONFIDENTIAL
appendix to the Audit Committee report.

Quality Assurance and Improvement Program

The Office of the City Auditor will maintain a quality assurance and improvement program that
covers all aspects of the internal audit activity. The program will include an evaluation of the
internal audit activity’s conformance with the Definition of Internal Auditing and the Standards
and an evaluation of whether internal auditors apply the Code of Ethics. The program also
assesses the efficiency and effectiveness of the internal audit activity and identifies
opportunities for improvement.
The City Auditor will communicate to senior management and the Audit Committee on the
internal audit activity’s quality assurance and improvement program, including results of
ongoing internal assessments and external assessments conducted at least every five years.

Standards of Audit Practice

The Office of the City Auditor will govern itself by adherence to The Institute of Internal
Auditors’ Mandatory Guidance, which includes the Core Principles for the Professional
Practice of Internal Auditing, the Code of Ethics, the International Standards for the
Professional Practice of Internal Auditing, and the Definition of Internal Auditing. The IIA’s
Mandatory Guidance constitutes the fundamental requirements for the professional practice
of internal auditing and the principles against which to evaluate the effectiveness of the
internal audit activity’s performance. In addition, the Office of the City Auditor will adhere to
City of Burlington’s relevant policies and procedures and the internal audit activity's standard
operating procedures manual.
Effective Date: This Charter takes effect on December 8, 2021 and will be reviewed biannually.

__________________________
Maciej Jurczyk
City Auditor
__________________________
Tim Commisso

__________________________
Lisa Kearns
Audit Committee Chair
As considered by Audit Committee on
December 8, 2021
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Appendix C of CA-03-21
Comparative Analysis of Internal Audit Charters
Mission Definition

Values &
Principles

Burlington Internal Audit Charter Sections
Scope of Independence Accountability Responsibility Authority Reporting &
Quality
Standards
Work
Monitoring Assurance

City of Hamilton
City of Ottawa*
City of Mississauga
City of Brampton
City of Vaughan
City of Guelph
Region of Halton
Region of Peel

a
a
a
a
a
a
a
a

a
a
r
a
a
a
a
a

r
r
a
r
a
a
a
a

a
a
a
a
a
a
a
a

a
a
a
a
a
a
a
a

a
a
a
a
a
a
a
a

a
a
a
a
a
a
a
a

a
a
a
a
a
a
a
a

a
a
a
a
a
a
a
a

r
r
a
a
a
a
a
a

a
a
a
a
a
a
a
a

Halton District School Board
Western University

a
a

a
r

a
r

a
a

a
a

a
r

a
a

a
a

a
a

a
r

a
a

Queens University
University of Calgary
Ontario Public Service-Audit Division
Government of Canada

a
a
a
a

r
r
a
a

r
a
a
a

a
a
a
a

a
a
a
a

a
a
a
a

a
a
a
a

a
a
a
a

a
a
a
a

r
a
a
a

a
a
a
a

Model recommended by IIA

a

a

a

a

a

a

a

a

a

a

a

Legend:
a Indicates that the comparable organization is similar/equivalent to the Burlington Internal Audit Charter
r Indicates that the comparable organization is NOT similar/equivalent to the Burlington Internal Audit Charter

* The City of Ottawa employs a Municipal Auditor General model
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Other

Reference

Reference to Municipal Act re: Auditor General
Does not perform advisory or consulting services

See link
See link
See link
See link
See link
See link
See link
See link

Promotes Continuous Improvement at the City

Internal Audit does not evaluate the content and quality of teaching
and/or research
Has strict accountability for confidentiality
Defines relationship with Ontario Auditor General

See Link
See Link
See Link
See Link
See Link
See Link
See Link

