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Council will utilize a requisition form to request to expend funds and assign an annual numeric coding system to track issued requisitions.  Completed requisitions must be reviewed and approved with signature of the Executive Director.  When the Executive Director is unavailable, the Director can assign the Council Chair or Executive/Finance Chair to sign requisitions.  Council also has the ability to approve requisitions when needed.  

As a general guideline, funds should only be approved for expenditure if they are reflected in the approved budget.  Once the Council authorizing signature is obtained, the requisition will be provided to the Administrative Agent.  This signature will authorize the Administrative Agent to open a Purchase Order, which will contain the signature of authorizing officials of the Administrative Agent. A copy of the executed Purchase Order will be provided to the Council.

Each invoice, bill or obligation to be paid by the Council must be fully itemized and verified before permission is granted for its payment.  The Executive Director, Chair, or the Executive/Finance Committee Chair are approved to grant permission for the payment of bills and obligations.  This permission will be provided with signature or initial and date under the payment coding for each bill.  Payment coding will occur for each bill and include the purchase order number or requisition number, account information, and amount to be paid.  Coded payments will be submitted to the Administrative Agent for processing.

Records of Purchase Orders, Requisitions, and payments, will be kept by the Council and the Administrative Agent.  Monthly reconciliation of encumbrances and payments will allow for accuracy of Council records.

All expenses are reviewed and approved after the fact each month by both the Council and the Administrative Agent. 
