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SECTION 4 

HOUSING CHARGE CALCULATIONS AND COLLECTION POLICY 

(Approved November 29, 2001, Revisions approved [unknown date] Special General Meeting) 

4.1 Why do we have this policy? 

The purposes of this policy are: 

4.1.1 To ensure enough money is collected from the residents of the Sunnyhill Housing Cooperative 

(hereafter "Sunnyhill" or "the Co-op") to pay for the annual operating budget. 

4.1.2 To meet the Co-op's legal obligations under our Operating Agreement with Canada Mortgage and 

Housing Corporation (hereafter "CMHC"). 

4.1.3 To raise sufficient funds to maintain an internal subsidy/surcharge balance. 

4.1.4 To minimize the amount of central administrative work required to implement this policy. 

4.2 Global definitions 

4.2.1  The operating agreement is a legal contract between Sunnyhill and CMHC. Under this agreement, 

CMHC agrees to give the Co-op a fifty year, ten percent mortgage, and the Co-op promises to pay it back 

by collecting housing charges. The agreement protects CMHC's investment by specifying that this policy 

must meet with CMHC's approval. 

4.2.2  The Co-op Treasurer (or any person authorized by the Treasurer) carries out tasks as outlined in 

this policy. Usually the people so authorized are members of the Finance Committee of the Co-op. 

4.2.3  A Resident is a person living in Sunnyhill. Every Resident must be living in only one unit for the 

purpose of this policy. A Resident is either a Member, Dependent, or a Room-mate.  

4.2.4  A Dependent is a Resident who is living with at least one of their parents or guardians and is under 

eighteen years of age, or attending an educational institution full time, or is a dependent adult as 

defined in the Income Tax Act. Only one unit can deduct the dependent deduction at the time of the 

Housing Charge Review. 

**4.2.5  A  Room-mate is an adult Resident who is not a Dependent, and whose name does not appear 

on the Shareholders' agreement for the unit in which they are living.  ** 

**4.2.6  A Member is an adult Resident whose name appears on the Shareholders' agreement for the 

unit in which they are living. ** 

4.2.7  The Housing Charge is the amount of money collected from a unit each month. 

4.2.8  The Economic Housing Charge for a unit is the Housing Charge for that unit's size, as determined 

by the Co-op's budget. 
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4.2.9  A Surcharge is money that goes into the Subsidy/Surcharge Account to help pay the Housing 

Charge of lower-income units. 

4.2.10  A Subsidy is money taken from the Subsidy/Surcharge Account to help pay the Housing Charge of 

lower-income units. 

4.2.11  The Maximum Surcharge Rate is a percentage of the Economic Housing Charge. The Maximum 

Surcharge Rate is determined through a formula (see section 4.10). The Maximum Surcharge Rate is 

identical for all unit sizes.  

4.2.12  The Maximum Surcharge is the largest Surcharge that can be collected from a unit, and equals 

the Economic Housing Charge multiplied by the Maximum Surcharge Rate. The Maximum Surcharge is 

different for each unit size. 

4.2.13  The Maximum Subsidy Rate is a percentage of the Economic Housing Charge. The Maximum 

Subsidy Rate is identical for all unit sizes and is set at 16%. 

4.2.14  The Maximum Subsidy is the largest Subsidy that can be given to a unit and equals the Economic 

Housing Charge multiplied by the Maximum Subsidy Rate. The Maximum subsidy is different for each 

unit size. 

4.2.15  The Full Surcharge Housing Charge for a unit is its Economic Housing Charge plus the Maximum 

Surcharge. 

4.2.16  The Full Subsidy Housing Charge for a unit is its Economic Housing Charge minus the Maximum 

Subsidy. 

4.2.17  The Annual Income of a Member or Resident is the amount that appears on line 150 (Total 

Income) of the Income Tax return, or the Notice of Assessment for the previous calendar year. 

4.2.18  The Office is Sunnyhill's business office, which is located at 787 3 Street NW.  

4.2.19  Significant change in a Member's income means a change large enough to alter the Housing 

Charge for the Member's unit. 

4.3  Eligibility for Subsidy 

A Subsidy is a privilege of Membership which is available when all adults in a unit are Members, and the 

Members have met all the requirements outlined in Section 4.7 and when the Members meet the 

necessary rules of the Housing Fit Policy described in Section 4.4 below. 

4.4  What is the Housing Fit Policy? 

**4.4.1  Units with fewer Member Residents (and/or Dependents) than bedrooms are in violation of the 

Housing Fit Policy. ** 
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4.4.2  Members should not be forced to move into a smaller unit when they violate the Housing Fit 

Policy. 

4.4.3  The Residents of a unit in violation of the Housing Fit Policy must pay the Full Surcharge Housing 

Charge unless they have applied to transfer into a smaller size unit. If they subsequently refuse a unit 

which is offered to them, then the Full Surcharge Housing Charge will be applied. 

**4.4.4  Members who choose to have a room-mate in their unit do not qualify for subsidy. (See 4.2.5.) 

** 

4.5  Housing Charge calculations 

4.5.1  Housing Charges are calculated annually. Housing Charges calculated at this time will remain in 

effect for one full year, beginning June 1, except in the circumstances stated in Section 4.5.2. 

4.5.2  The following circumstances allow for the Housing Charge to be recalculated: 

(a)  the number of Residents living in a unit changes 

(b)  a Resident becomes a Member 

(c)  there is a significant change in a Member's income, such as when a Member loses or gets a job (see 

Section 4.7.2 for the documentation required in each instance). 

4.5.3  The Housing Charge will be recalculated: 

(a)  when a Member transfers to a new unit. The Housing Charge so calculated will take effect on the 

first day of the month the Member officially transfers into the new unit 

(b)  when a prospective Member moves into a unit. The Housing Charge so calculated will take effect on 

the first day of the month the prospective Member becomes a Member and officially moves into the 

unit 

4.5.4  The Board may order a Housing Charge review when a situation occurs that was not forseen by 

this policy. 

4.6  Housing Charge calculation schedule 

4.6.1  The Treasurer will distribute the Income Information forms to all units by April 1, which is at least 

60 calendar days before the Housing Charge will take effect. 

4.6.2  The Members and Residents will fill out the Income Information form and deliver the Income 

Information form and Proof of Income (as defined in Section 4.8) to the Office by 12.01 am on May 1, 

which is 30 calendar days before the Housing Charge will take effect. 

4.6.3  No later than May 17, the Treasurer will advise each unit of their Housing Charge for the following 

12 months.  
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4.6.4  For a Housing Charge recalculation, Members must submit documentation as specified in Section 

4.7.2. The Treasurer will check the calculations and send a confirmation of the new Housing Charge to 

the unit seven calendar days before the first day of the month for which the Housing Charge will be in 

effect. 

4.6.5  If Members applying for a Subsidy do not hand in the Income Information form(s) before the 

deadline set out in Section 4.7.2, they must pay the Full Surcharge Housing Charge. The Treasurer will 

send a notice to the Members to that effect. 

4.6.6  If Members applying for a subsidy do not hand in Proof of Income with the Income Information 

Form(s), the effect is the same as if they had handed in nothing at all, and they must pay the Full 

Surcharge Housing Charge. The Treasurer will send a notice to the Members to that effect. 

4.6.7  When a Housing Charge is calculated because a Member is transferring to another unit, or a 

prospective Member is moving in, the Income Information form(s) will be give to the Member or 

prospective Member as soon as the decision is made to accept either for entry to the available unit. The 

Income Information form(s) and Proof of Income must be handed into the Office at least 15 calendar 

days before the first day of the month that the prospective Member or transferring Member officially 

moves in to the unit. The Treasurer will give a confirmation of Housing Charge either verbally or in 

writing not more than 7 calendar days after the Income Information form(s) have been received. 

4.7  Proof of Income 

4.7.1  Proof of Income that will be accepted from Members applying for a subsidy is a copy of the 

Member's Income Tax return for the previous calendar year, or Notice of Assessment.  

4.7.2  In circumstances where a Housing Charge recalculation is applicable, the following documentation 

must be submitted:  

(a)  when the number of Residents changes, a letter from the Member stating the change and the date 

the change is in effect 

(b)  when a Resident becomes a Member - verification of Membership from Sunnyhill 

(c)  when a Member loses their job - a letter from the Member's employer, a separation slip, or 

Employment Insurance documentation; when a Member gains employment, a letter of notification will 

suffice 

(d)  when there is significant decrease in the Member's income - pay stubs from the previous month, or 

a letter from the Member's employer, or if the Member is self-employed, receipts for work done during 

the previous three months. 

4.7.3  Proof of Income documents will be kept on file for a period of seven years. Member(s)/Resident(s) 

are encouraged to hand in a copy of Proof of Income documents and keep the originals. 

4.7.4  Documents handed in to the Co-op are confidential, except as follows: 
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(a)  the Treasurer (see 4.2.2) may see the documents as needed to perform Finance Committee activities 

(b)  members of the Board may see the documents if the Board is considering an issue to which the 

documents are relevant 

(c)  the auditor may use the documents to conduct the annual audit 

(d)  representatives of CMHC may use the documents during their audits of the Co-op's operations. 

4.7.5  The Board may require Member(s)/Resident(s) to submit a copy of their Income Tax returns or 

Notice of Assessment in order to verify the accuracy of their income reports. 

4.8  Calculations for Housing Charges 

4.8.1  The total income of a unit is the sum of the annual income(s) of all the adults living in the unit. 

4.8.2  The number of Dependants is the number of Dependants living in the unit (see Sections 4.2.3 and 

4.2.4). 

4.8.3  The Dependant Deduction is five hundred times the value of a share in the Co-op on January 1 of 

the calculation year. In 2016, a share was valued at $1.48.  

4.8.4  The Total Deductions is the number of Dependants multiplied by the Dependant Deduction. 

4.8.5  The Adjusted Income is the Total Income for a unit, minus the Total Deductions. 

4.8.6  The Calculated Housing Charge is 27.5% of the Adjusted Income divided by 12. Proof of Income 

that will be accepted from Members/Residents for the standard housing charge calculation is a copy of 

that Member's/Resident's Income return for the previous calendar year, or a copy of the Notice of 

Assessment.  

4.8.7  The Housing Charge for a unit is: 

(a)  the Full Surcharge if the Calculated Housing Charge is greater than the Full Surcharge, or 

(b)  the Full Subsidy if the Calculated Housing Charge is less than the Full Subsidy, or 

(c) a partial subsidy if the Calculated Housing Charge is between Full Subsidy and Full Surcharge. 

4.8.8  If the Housing Charge is greater than the Economic Housing Charge, then the difference is the 

Surcharge deposited to the Subsidy/Surcharge account. If the Housing Charge is less than the Economic 

Housing Charge, then the difference is the Subsidy withdrawn from the Subsidy/Surcharge account. 

4.9  Adjustment of the Maximum Surcharge Rate 

Surcharges are collected from higher-income units for the express purpose of funding subsidies for 

lower-income units. The collection of surcharges and distribution of subsidies is balanced in the 

Subsidy/Surcharge account. To assure the ability to fund all subsidies, and to avoid overcharging 
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Members who pay a Surcharge, it is necessary to keep the required balance in the account at a constant 

and predefined level. The balance in the account is maintained through adjustment to the Maximum 

Surcharge Rate only. The Maximum Surcharge Rate will be calculated as follows: 

4.9.1  The required Subsidy/Surcharge balance is the targeted balance of the Subsidy/Surcharge account 

at the end of the calculated period. It is set at 22 times the Economic Housing Charge of a 3-bedroom 

unit. The Finance Committee will review the required Subsidy/Surcharge balance as part of the annual 

budgeting process and recommend change if necessary. 

4.9.2  The opening Subsidy/Surcharge balance is the amount in the Subsidy/Surcharge account at 12.01 

am on May 1. 

4.9.3  The total Subsidy requirement is the amount needed to pay the subsidies over the current year. 

4.9.4  The total required amount is a sum of the total Subsidy requirement plus the required 

Subsidy/Surcharge balance minus the opening Subsidy/Surcharge balance. 

4.9.5  The Maximum Surcharge Rate will be increased or decreased so that the total required amount is 

achieved within +/- 5% of the required Subsidy/Surcharge balance. 

4.9.6  If the Maximum Surcharge Rate is adjusted, then the Treasurer will submit the Maximum 

Surcharge Rate to the Board for approval. The Maximum Surcharge Rate takes effect in the current 

housing charge recalculation (i.e. June 1 of the current year). 

4.9.7  The Maximum Surcharge Rate will not exceed 10% of the Economic Housing Charge unless 

approved by the Board, and voted on at a General Meeting. 

4.10  Housing Charge payments 

The Co-op must collect Housing Charges on time, in order to be able to pay the Co-op's bills. This policy 

is designed to require all Members and Residents to pay their Housing Charges on time.  

4.10.1  All payments to the Co-op must be in the form of a cheque or money order payable to "Sunnyhill 

Housing Cooperative Ltd." or by Automatic Fund Transfer (AFT). If a payment is not made in this form, or 

is not in the right amount, the effect is the same as if nothing had been handed in at all. 

4.10.2  All Housing Charge payments must be in the Office at 12.01 am on the first day of each month. 

4.10.3  To simplify matters, all Members/Residents are encouraged to follow the procedure for 

Automatic Fund Transfer, or to hand in twelve post-dated cheques to cover the period June 1 of the 

calculation year to May 1 of the following year. If a Housing Charge takes effect on a date other than 

June 1, those Member(s)/Resident(s) should follow procedure for AFT, or hand in cheques to cover the 

period until May 1 of the next year. 

**4.10.4  As of October 1, 2017, all incoming Members of the Co-op will be required to follow the 

procedure for Automatic Fund Transfer. ** 
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4.10.5  If a payment from the Member(s)/Resident(s) of a unit is late, or not a valid payment as defined 

in Section 4.11.1 or not for the correct amount, the provisions of the Improper Payment Rule will apply 

(see Section 4.12) 

4.10.6  If a payment from the Member(s)/Resident(s) of a unit is returned to the Co-op due to 

insufficient funds (NSF), the provisions of the Improper Payment Rule will apply (see Section 4.11) 

4.10.7  The Treasurer will not issue any reminders to Member(s)/Resident(s) when Housing Charges are 

due. The Member Selection Committee will make sure that new Member(s) know when Housing 

Charges are due and where they are to be paid. 

4.11  Improper Payment Rule 

Section 4.10 describes when Members/Residents must pay Housing Charges, and what will be accepted 

as payment.  

When Member(s)/Resident(s) of a unit violate any part of Section 4.10, the following will occur: 

4.11.1  The offending Member(s)/Resident(s) are the Member(s)/Resident(s) living in the unit that has 

made the improper or NSF payment 

4.11.2  If an improper payment occurs, the offending Member(s)/Resident(s) must pay a $50 penalty. 

This penalty is intended to cover any administrative costs and bank charges the Co-op may incur, as well 

as to discourage Members/Residents from making improper payments. 

4.11.3  When the Office Coordinator or Treasurer becomes aware of an improper payment, they will fill 

out a First Arrears Notice and send it to the offending Member(s)/Resident(s). This notice will contain 

the following information: 

(a)  date issued 

(b)  what payment is improper 

(c)  how much the payment is supposed to be 

(d)  notice that the offending Member(s)/Resident(s) have been assessed a $50 penalty 

(e)  the deadline for the offending Member(s)/Resident(s) to hand in to the office the full amount of the 

payment and penalty 

The deadline in section 4.11.3(e) must not be fewer than seven or more than fourteen days. All 

payments are due at 12.01 am of the day indicated. 

4.11.4  If the offending Member(s)/Resident(s) do not hand in the required amount plus the penalty by 

the deadline, it is the same as if they had handed in nothing at all. 
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4.11.5  If the offending Member(s)/Resident(s) do not hand in the proper payment and penalty by the 

deadline, the Treasurer will issue a Second Arrears Notice. This notice will be the same as the First 

Arrears Notice except:  the deadline will be five calendar days from the date issued, and a further $50 

penalty will be added to the original $50 penalty. The Member(s)/Resident(s) will be warned that if they 

fail to pay all of the payment plus penalties by the deadline, the Treasurer will ask the Board to expel the 

Member(s) and evict the Resident(s). 

4.11.6  If the offending Member(s)/Resident(s) do not comply with the provisions in the Second Arrears 

Notice, the Treasurer will ask the Board to terminate the said Member's/Members' membership under 

the provisions of Article 9 of the Sunnyhill Supplementary Bylaws, "Termination of Membership." 

Removed: "If there happen to be no Member(s) in the unit, then the Treasurer will ask the Board to 

evict the said Resident(s) under the provisions of the Residential Tenancies Act. 

4.11.7  If the offending Member(s)/Resident(s) hand in a proper payment or replacement payment after 

the original deadline, but before the Treasurer has issued the First Arrears Notice, the Treasurer may 

cancel the $50 penalty. If the offending Member(s)/Resident(s) hand in the proper payment after the 

First Arrears Notice deadline, but before the Treasurer has issued the Second Arrears Notice, the 

Treasurer may cancel the second $50 penalty. 

4.11.8  If the Member(s)/Resident(s) of a unit make improper or NSF payments more than three times in 

a twelve-month period, the Treasurer may bring the matter to the attention of the Board, and the Board 

may interview the offending Member(s)/Resident(s) to see if there is a problem that can be solved in 

order to stop the continual violations, or warn the offending Member(s)/Resident(s) that any further 

violation will lead to the expulsion from Sunnyhill, or apply the provisions of Article 9 of Sunnyhill's 

Supplementary Bylaws, "Termination of Membership." 

 

 

 

 

 

 

 

 


