NManagsement Action Plan

Core Control Audit of the National Film Board of Canada

National Film Board of Canada Opinion of the Audit Report:

The organization has reviewed the findings and recommendations and that as far as the scope of this audit is concerned the
Comptroller General’s report accurately reflects the state of control over financial management, contracting, travel & hospitality
and human resources.

Management is committed fo take actions to address all findings and the implementation of action plans is the priority and the

responsibility of all Senior Managers. As such, they will ensure that these action plans are properly implemented within the
appropriale timeframe.

Audit Entity Sign Off on the Management Action Plan

Chairperson
National Film Board of Canada ’me _& A _m .

Signature
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Responsiniities
{prosttion title

Recommenditions Priority Response amd Pinued Actions Timelines

responsibie for the
action) ©

1. The NFB should continue Iligh _ﬂ.oame..uo" the _.“vm_omﬁna F Em:mmm_ bw...m&cw General, Already done
working with stakeholders to Signing .¢J§ounom Q.E..ﬂ was u_.mq_& 3:534. October 31, 2016.
resolve the outstanding legal by the Minister of Canadian Heritage | Operations and
fesofve Lie OISIAncing fogs on October 31, 2016. Technology (Chief
issue and ensure that the Finanetal Officer)

Delegated Financial Signing
Authorities Chart is current.




Recammendations IPrinrity Response and Planned Actions : ; Fanclitkes

2. The NFB should ensure that | High Response: The NFB will continue to | See below See below
delegation business processes improve its delegation business

are improved and are process and will ensure that sufficient

consistently performed in documentation is retained on file.

compliance with the Treasury Planned Actions:

Board Directive on

Delegation of Financial

Authorities for

Disbursements, and that

sufficient documentation is

retained on file to ensure that:

e The delegation of High ¢ The Delegated Financial Signing | Director of Finance | Already done
financial authorities chart Authorities Chart signed by the October 31, 2016,
reflects the changes made Minister of Canadian Heritage on

October 31, 2016 reflects these
to the Treasury Board changes.
Directive on Travel, o The signature specimen cards will | Director of Finance | In the second quarter
Hospitality, Conference all be updated to reflect all the of fiscal year 2017-
and Event Expenditures changes in the newly signed 2018.
for approving travel; Delegated Financial Signing

Authorities Chart. The signing

authorities will be integrated

within NFB’s systems (Oracle

and Synchrone).




Recommend:afions

Priority

Respoase sual Plunned Actions

i
resfr

Timelines

o All signature specimen High An ‘approval’ date will be added | Direcror of Finance | In the second quarter
cards include the date on on the form to indicate when an of fiscal year 2017-
which the appropriate incumbent’s supervisor/superior 2018.
authority had delegated formally designates that person.

2 : The signature process will be
financial authority to the reviewed and documented.
incumbent;

¢ Delegated financial High In mn_&non to the current nm_E._w_ Director of Finance | All signature
authorities are formally review of all employees’ signing specimen cards will
reviewed on an annual | position, & moa.wm. e be reviewed in the
i i, e -

| deemed necessary; and implemented. Director of Finance fiscal year 2017-
will ensure monitoring. 2018. Afterwards,
they will be reviewed
on an annual basis,
¢ All employees with High All employees with delegated Chief Human Training program:
delegated financial financial authority will reccive Resources Officer | By the end of the
authority receive appropriate training during this (CHRO) second quarter of
datoty traini fiscal year (2017-2018). The NFB [ And Chief fiscal year 2017-
s A < AP will define its training program by | Financial Officer | 2018,
_unmo_d.a_nw exercise their the end of the second quarter CFO)
authority. 2017-2018 and adapt it to the Training of
i different groups of employees. employees: By the




Responsibilitics
{proesttinn tirle

Recommembations eiority Response amd Planned Actions 3
; reaponsiile foar e

aedien) =
This training will be mandatory to end of fiscal year
all employees with delegated 2017-2018.
financial authority by the end of
the fiscal year 2017-2018, and
will be monitored by the CHRO
and CFO.




Recommendations

Priority

Response and Plasted Actions

Responsihilitios

respansehle for the

Timelines

3. The NFB should ensure that
sufficient documentation is
retained on file for
acquisition cards to
substantiate their issuance,
approval, modification, and
acknowiedgment of
responsibilities by the
cardholder.

Medium

Response: The NFB has already
ensured the compliance of the
recordkeeping process in place for
‘acquisition cards.

During the implementation of the new
acquisition cards with chip (October-
November 2016), the acquisition
cards were replaced for all
cardholders and the NFB has obtained
the required documentation for each
cardholder. The documentation is on
file.

Planned Actions:

aerion)

See below

s NFB will ensure that all
acknowledgment of
responsibilities of cardholders
have been obtained and retained
on file.

Supervisor,

Expenses and
Supplier Accounts

Already done
(Completed in
November 2016).




Recommuentlationg Priority Response and Planned Actions : Fimelines
a responisible for the

aition) ©

e NFB will review all files of cards Supervisor, By the end of the

issued to ensure that appropriate Expenses and third quarter of fiscal

documentation regarding issuance :
and approval are retained on file. Supplier Accounts | year 2017-2018.

For any mission documentation,
NFB will obtain the required
documentation for each
cardholder. Supervisor, Expenses
and Supplier Accounts will ensure
monitoring.




Recommendations Priori Response and Planned Actions : Timelines

4. The NFB should ensure that | High w&?&w M_n NFB will vasma_ toa | See below See below

. : review of its business process durin

MH_“HMM” ﬂm.”w od and fiscal year 2017-18, and will thus :
; . ensure to improve its contracting

are consistently performed in processes and that they are performed

compliance with the Treasury in accordance with the Contracting

Board Contracting Policy, Policy.

and that sufficient

documentation is retained on

file to ensure that:

* Best-value analysis is High ¢ With the exception of contracts Primary Process will be
performed prior to : for creative mo_.mou__o_. a best- ... | responsibility: All  } designed by the end
contract award; <p_u._n analysis va;v process will Directors General | of fiscal year 2017-

be implemented, including a

monitoring process, to ensure that | Secondary 2018.

all BVA are performed prior to responsibility: The implementation

contract award. Director of Material | Will be done by the

Resources end of the first
quarter fiscal year
2018-2019.
= =




Recomsitendiifinons

Priority

Ruesponse and Ptanned Actions

respaasiile foe e

Timelines

tuctioen) ©

Noao NFB —ucarmumnm Policy will | Director of Material | Policy will be
updated to reflect new process. | posoyrces updated by the end of
Training on the updated policy m”p_ y oE.«NEq.
and process will be provided. 2018
NFB will ask TBS for a Chief Financial | Request will be
confirmation regarding the Officer (CFO) asked by the end of
exclusion of the BVA :
. the third quarter of
requirements for contracts related
to creative personnel. fiscal year 2017-
2018.

* Appropriate procurement | High Communications and training will | Primary By the end of fiscal
vehicles are chosen and be provided to NFB staff to responsibility: All year 2017-2018,
used in compliance with inform of the terms and Directors General
their terms and conditions for choosing the Secondary

ditions: appropriate procurement vehicles, | responsibility:
conditions; In addition, related documentation | Director of Material
will be posted on Intranet, Resources




Responsibifities

Hecommendations Privrity Response amd Planned Actions i e The Timclines

* Security requirements are | High ® A Security Policy has been Departmental Already done.

addressed prior to the approved by the Senior Security Officer
start of work and arc Management Committee during
conducted in compliance the first quarter of fiscal year
with the provisions of the 2017-2018.
Policy on Government .
Security; e Security requirements for Primary Policy will be
contracts will be defined and responsibility: All | updated by the end of
included in the revised NFB Directors General || 2017-2018.
M Purchasing Policy. Secondary
responsibility:
Director of Material
Resources




Recommendations

IPrioricy

Responseimd PEwnad Actinas

Pimehines

e Contracts and
amendments are signed
and dated by the
delegated contracting
authority;

Contracts and
amendments are issued
before the goods and
services are received;
Contract amendments are
properly justified and
substantiated; and
Contract amendiments are
issued before contract

expiry dates.

High

The process will be reviewed to Primary The process will be

ensure that contracts and contract | responsibility: All ] reviewed by the end

amendments (with the exception | Directors General | of fiscal year 2017-

of some production contracts) are | Secondary 2018.

signed and dated by the delegated | responsibility:

authority in a timely manner Director of Material

(before the services and goods are | Resources

received), with the proper

Justification on file. Monitoring

reports will be presented to Senior

Management Committee,

For certain contract amendments | Director of Material § Policy will be

related to production, the NFB Resources updated by the end of

will update its NFB Purchasing fiscal year 2017-

Policy to clarify production 2018.

contract amendment dates.

NFB will confirm with TBS the | Chief Financial Request wil! be

compliance of its revised policy.. | Officer (CFO) asked by the end of
fiscal year 2017-
2018.

11




Recommendiadions Princits Response il Planned Actions

Responsibilitics
(pesition tirle
respronsihie for the
action) *

Timelines

e Communications and training will
be provided to NFB staff to
inform of the terms and
conditions for choosing the
appropriate procurement vehicles.
In addition, related documentation
will be posted on Intranet.

Director of Material
Resources

By the end of fiscal
year 2017-2018.
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Recommendations

Prrority

Resposse aod Planned actions

Responsibilitios
tposition itk
responsible for e
tition )

Finelines

5. The NFB should ensure that

travel business processes are

Medium

Response: The NFB will ensure that
its travel business processes comply
with the Travel Directive, through

See below

See below

improved and are consistently A .
performed in compliance with M”.“”NM»”M_MMW Mbwunwwﬂ_wgoﬂw._“_m:m
the National Joint Council | e
Travel Directive, and that
sufficient documentation is
retained on file to ensure that:
o Justification for post- Medium | © The NEB will cnsure that Primary By the end of the
authorization of travel : .J.._-awr__—mmowmo:m mﬂ.ﬁoﬂm wﬁeﬂﬁm@mww‘.. \uﬂn third mu%_n.-w.nnu—.owmmmoﬁ
i ined: orization of travel requests jrectors Genera year -2018.
requests is obtained; are on file together gnwnmﬁn_. Secondary
travel documentation. responsibility:
Documentation will be Director of Finance
mandatory before payment.
Accounts payable responsible
will make sure that directive is
followed before payment.

13




Recommendations

Employees are
reimbursed for meals and
incidentals within the
limits prescribed by the
Travel Directive;

rivrit

Medium

Response and Planneld Actions

Training will be given to
managers, travel organizers and
support staff regarding Travel
Directive (including travel
expense for non-public servants).
The training will have as
objectives to clarify the
Directive, communicate it,
explaining what documentation is

required on file.

Director of Finance

Timelines

By the end of the
third quarter of fiscal
year 2017-2018.

Training was given to accounts
payables technicians in
September 2016 to monitor
reimbursements within the limits
prescribed.

Director of Finance

Already done.
(Completed in
September 2016)

Non-public servants are
eligible for the
reimbursement of travel
expenses;

Medium

A new process will be elaborated
in collaboration with Legal
Services for the management of
travel expenses for participants in
film production. For those
participants who are not paid, a
08 contract will be integrated
with the release form in order to

Director of Finance
and Director of
Legal Services

By the end of third
quarter of fiscal year
2017-2018.
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Recommendations

Priority

Respunse und Plhanned Actions

[Respuonsibabitics
(prostfion title
respronsible for ey
uction) ®

Tunchines

appropriate limits; and

make them cligible for

reimbursements.

NFB’s documentation related to | Director of Finance | BY the end of third
travel for non-public servant will : quarter of fiscal year

be updated to clarify eligibility to M“M%mmﬂﬁnx 2017-2018, .
reimbursement of travel

expenses.

* Accommodations are Training will be provided onthe | Djrector of Finance | BY the end of third
selected from the National Joint Council Travel quarter of fiscal year
Government Directive. The NFB will also 2017-2018.
Accommodation send a communication to staff
Directory and within the about the requirement to select

g Q. ) accommodations from the

city rate limit, and Directory, the appropriate limits

sufficient justification is for rental vehicles and flight

kept on file when the arrangements, and about what

hotel is not included in ﬁﬂmaea nﬁﬁwﬂa detailed

the Directory or when the justification. The information

identified lindt i P s Eestedanrkeption
Intranet, Accounts payable

exceeded; responsible will make sure that
directive is followed before

Rental vehicles and flight payment.

arrangements respect the

15




Ruecommendations Priority Respanse and Planned Actions . Fimelines

* Travel advances arc used | Medium | ® Advice from TBS will be sought | Chief Financial Request will be

only for travel costs, and on how best deal with situations Officer (CFO) B_Sn_.cw the end of
instificati where advances are given for the third quarter of
justification for the . A
‘e production crews filming on fiscal year 2017-
provision of travel -
location. 2018.
advances to contractors,
in highly exceptional
circumstances, is
Shtiec o Given the particular reality of Director of Finance | BY the end of third
film production, travel advances quarter of fiscal year
to contractors {¢.g. Film crew and 2017-2018.
participants) are a necessity. The
NFB will ensure that
justifications for travel advances
to film crew and participants are
obtained and properly kept on
file.

16



Responsibilitios
{pusition tithe

Revasuncndatinns I'riarity Response amd Planned Actions Timelines

responsihle four te
aetiinr)

6. The NFB should ensure that | High %8:.“38"_ .?n:ﬂm_w will ensure that | See below See below
ot . its itali iness processes

”prﬂhowwﬁhmasﬁm comply with tho a_aﬁw_ui&ﬁ.
- . through managers training on the

consistently performed in Directive’s requirements, and by

compliance with the Treasury enhancing the monitoring and

Board Directive on Travel, recordkeeping processes.

Hospitality, Conference and

Event Expenditures, and that

sufficient documentation is

retained on file to ensure that:

* Planning documentation | High o The NFB will clarify its Director of Finance | BY the end of third
reasonably justifies the procedure with regard to pre- quarter of fiscal year
operational need for the approval of hospitality expenses. 2017-2018.
hospitality expenditures,
and identifies attendees;

17



Kecimoendaluns

»

The most efficient and
economical alternatives
for hospitality
expenditures have been
considered;

The rationale for the
provision of alcoho] at
hospitality events has
been sufficiently
identified and
substantiated; and

Priovity

Response and Planoed Aclhions

Timetines

NFB will ensure that all By the end of third
hospitality activities are pre- responsibility: All | quarter of fiscal year
approved by email and properly | Directors General | 2017-2018.
documented including the need of || Secondary

the hospitality expenditure, the responsibility:

attendees and the estimated cost. | Director of Finance

The managers will be asked to

justify the choices made for

hospitality expenditures in light of

the alternatives available.

Accounts payable will make sure | Director of Finance | BY the end of third
that directive is followed before quarter of fiscal year
payment. 2017-2018.

In addition, training will be Director of Finance | By the end of third
provided to managers, along with quarter of fiscal year
documentation, that all hospitality 2017-2018.
activities must be pre-approved

by email and properly

documented.

18




Recommendations Printrits Hesponse and Planned Actions : Fimchinnes
|
) respraisthle for te

tedion)

e Hospitality expenses for e The NFB will ensure that all Supervisor, Already done.
designated senior-level proactive disclosures for Expenses and
employees are Mouwmﬁmonm expenses mo_n Supplier Accounts
proactively disclosed on csignaied senlor-cmployees are
the departmental website. on its institutional website.
i

19



Respunsibilities
tposition Hitle

Recammenidations Priority Respanse and Plhinned Actions : . : Tinmelines
E respransihie for the

d o)

7. The NFB should ensure that | Low Response: The NFB will ensure that | See below See below
departure forms are mov».ng.o forms are completed by all
completed by all applicable applicable authorities and kept on file.
authorities and kept on file. Planned Actions:
* Advice from TBS on Directive of || Chief Human By the end of second
Financial Management of Pay Resources Officer | quarter of fiscal year
Administration will be sought, on || (CHRO) 2017-2018.
how best deal with less than 3
months temporary employees
while conforming to the policy.
¢ The departure form process, Chief Human By the end of second
including a checklist of items to | Resources Officer | quarter of fiscal year
be returned, will be implemented | (CHRO) 2017-2018.
for continuous employees and 3
months and plus temporary
employees. The departure form
will be kept on file.
¢ Advisor, Human Resources will | Chief Human By the end of second
make sure that the directive is Resources Officer | quarter of fiscal year
followed. (CHRO) 20317-2018.




Ruspansibilitics
{yrasition title
responsibie for the
actienr)

Timclines

Recommendations I'rioriny Respanse and Phnned Actions

8. The NFB should ensure that | Low Response: While certain See below See below
ivables busi recommended items are already in
receivables business place, the NFB will ensure that its
processes are improved and . .

. X receivables business processes are
are consistently performed in performed in compliance with the
compliance with the Treasury directive.

Board Directive on
Receivables Management,
and that sufficient
documentation is retained on
file to ensure that:

® A departmental credit Low ¢ Improve the NFB's Departmental | Director of Finance | BY the end of the

policy is established, and credit policy. Once updated, the third quarter of fiscal
the types of goods and policy will be communicated. year 2017-2018,
services that can be Head, Financial operations will
provided on credit are ensure that the policy has been

implemented.
identified; B

21



Hecommentlations

Prinrity

Respomse amd Phinned Actions

Responsiliditios

Head Financial

Tunelines

s Result-based Low s [mplementation of result-based By the end of the
measurement measurement mechanisms and of | Operations third quarter of fiscal
mechanisms are a monitoring process (follow-up year 2017-2018.

. d communication of “bad
established and and co £ )
| o T payer” related information).

s Periodic reports on the Low ¢ Periodic reports on financial and | Head Financial By the end of the
financial and non- non-financial activities will be Operations third quarter of fiscal
financial activities of the improved to respond to the year 2017-2018.

. Directive requirements and
vo_.nmo.__o.n_.n prepared reviewed by the CFO and DG
and distributed to DCM.
management;

o Appropriate division of | Low o Establishment of segregation of | Head Financial Already done.
duties are established duties among financial Operations

’ maintenance of accounting
me:ﬂg.gon S records, safeguards of assets and
accounting records, and approbation are isolated tasks.
the handling of money;
and




Recommmentdations

I'ricrity

Respunse and Planned Actions

Responsidbilitics

Fespansibio for the

Timelines

e A complete audit trail
exists to track all claims
from the transaction that
gave rise to the
receivable through to its
final settlement.

Low

Audit trail will be kept for all
claims. Head Financial
Operations will ensure
monitoring.

action) =

Head Financial
Operations

By the end of fiscal
year 2017-2018.




Recaommendations

Priority

Response and Planned Actions

Timelines

. The NFB should ensure that

expenditure initiation (pre-
approval and commitment) is
properly documented and
performed by an individual
who has the appropriate
delegated authority before
expenses are incurred,
specifically in relation to
acquisition card purchases,
contracting, travel and
hospitality expenditures.

High

Respoase: The process of See below See below

documenting expenditure initiation

will be improved following the

review of our business processes

during the fiscal year 2017-2018.

Planned Actions:

¢ Training and communicationto | Director of Finance | BY the end of the
managers to inform of the third quarter of fiscal
required process of expenditures year 2017-2018.
pre-approval and commitment by
individual with appropriate
delegated authority.

¢ Implementation of a monitoring | Chief Financial By the end of the
report. Exceptions will be Officer (CFO) third quarter of fiscal
reported to CFO and presented to year 2017-2018.
senior management team.

¢ Implementation of monitoring Director of Material | By the end of fiscal
process through the SAP financial | Resources, year 2017-2018.
management system, Accommodations

and Special projects




10. The NFB should ensure that

Recommendations

account verification is
performed by an individual
with the appropriate
delegated authority on a
timely basis, and is supported
with proof of execution and
cost, specifically in relation to
acquisition card purchases,
contracting, travel, hospitality
expenditures and pay
administration actions.

Priority

High

Response and Phnned Actinns

Response: The NFB will review its
processes of account verification to
cnsure the implementation of this
recommendation in the context of the
film production industry, where
artwork stands as proof of execution
and where delays in execution occur
often.

Respornsibilitics
(prasition title

responsibie for the

acfion) =

See below

Timelines

See below

Planned Actions:

¢ NFB will seck policy advice from | Chief financial Request will be
TBS for payment for production C asked by the end of
serviccs based on contract officer (CFO) the third quarter of
deliverables, for which there is no fiscal year 2017-
invoice. 2018.

¢ Proof of execution for production | Director of Finance | BY the end of third
services will be in the form ofan | 1 Directo quarter of fiscal year
email from the producer or other | gyo i §u§ 2017-2018.
individual with appropriate .
delegated authority and kept on | Znovation
file at the studic. Training will be
provided to producers and studio
administrators.

25




Responsibilities
(positian title
rexponsibie foi the
altiont)
* Accounts payable will make sure | Director of Finance | BY the end of third
that directive is followed before | | quarter of fisca! year
_ payment. W | 2007-2018.

Responseand Planned Actions




Recammendations

11. The NFB should ensure that
payment and settlement is
carried out for the correct
dollar amount and to the right
vendor on a timely basis,
specifically in relation to
contracting,

I'rioriy

Respunse and Planned Actions

Response: This recommendation is
based on contracts for production
services where, as per industry
practices and scale agreements with
artists’ associations:

* Invoices are not issued;

¢ Contract deliverable dates are

estimated dates.

See below

Timchnes

See below

Planned Actions:
® Advice from TBS will be sought | Chief financial Request will be
on how best to deal with these afficer (CFO) asked by the end of
situations linked to audio-visual the third quarter of
industry practices. fiscal year 2017-
2018.
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