	SCOPE:  Cash Disbursements

	PURPOSE: To provide overview of CTRAC’s standardized operating procedures related to General Accounting Practices.


	POLICY:     
The positions authorized to sign checks are Executive Director, Board Chair, Board Vice-Chair, and Board Secretary.  Two signatures will be required on checks.  The Executive Director and/or Treasurer review and initial the supporting invoice or other documentation.  

The Executive Director will maintain the accounts payable system.  Prior to payment, the Executive Director will note each invoice with appropriate grant, prepare the checks, and organize the documentation.

	PROCEDURE:  

              I.  Capital Acquisitions

Three bids are required for the purchase of budgeted capital assets in excess of $5,000, if practical.  The Executive Director selects a bidder.  Any capital assets not budgeted by the Board must be approved by the Board prior to soliciting bids.

II.  Supplies, Services, and Other Invoices


Purchase requests/quotes may be generated by anyone in the office.  The requests/quotes are approved by the Executive Director for approval.  If a purchase order is required, once request/quote is approved the requestor enters it into the electronic accounting system to initiate a purchase order.

When the goods or services are received, a staff member confirms items received with items ordered and signs packing slip.  The packing slip is attached to the purchase order and returned to the open order file until the invoice is received.  

Mail is received and opened by RAC Staff.  All invoices are entered into the electronic accounting system and coded.  They are then forwarded to match the invoice to the approved purchase order/quote and the packing slip and determine an account coding and classification (if required) for the transaction.  The requestor enters this information into the electronic accounting system.  All invoices are verified by the Executive Director and then forwarded for check processing.
     III.  Invoice Payment Procedures
Invoices are paid at least once a month.  The checks are printed from the A/P computer module, attached to the approved support documentation from the open invoice file, and given to the Executive Director for signatures.  Once the checks have been signed by a Board Member, the Executive Director provides the second signature.  The RAC Staff then makes copies of all checks and support documents to be filed alphabetically by vendor. 


	AUTHOR:  Christine Reeves, Executive Director


	APPROVAL SIGNATURE:                                                       Date Approved: 

	


