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Policy Statement: 
The club Treasurers will pay invoices and reimbursements for budgeted items upon confirmation 
that those expenses are valid by either the relevant board members or chairs of the major 
charitable events. 
 
Structure: 
The budgets for the Operating Account (for board members' and general club operating 
expenses) and the Charitable Events Account (for fundraisers and granting programs) are 
approved by the Board at the beginning of the fiscal year. The board members and charitable 
events chairs are the individuals who know if particular expenditures are valid. Therefore, these 
budget Points of Contact (POCs) are responsible for ensuring that the validity of their 
expenditures and those of subcommittees under their program area. The POCs also ensure 
overall expenditures in their area are kept within their overall approved budgets. The POCs may 
find it necessary to allow minor overages in some subcommittee areas, which they balance with 
savings in other subcommittees. However, if significant budget changes appear necessary, those  
changes need to be approved by the Board before the expense is incurred. The Operating 
Accounts Treasurer and the Charitable Events Treasurer will pay invoices or requests for 
reimbursement after the approval of those bills by the POCs. The treasurers will also provide 
monthly income/expenditure updates at the board meetings, as well as additional updates as 
requested by the POCs. 
 
Procedures: 
1. Budget POCs (or their committee members, if delegated) should get an estimate--preferably a 
written estimate--from a vendor prior to giving the authorization for any work. 
2. Budget POCs ensure that expenditures are required and authorized in their budgets. 
3. Have vendors send any mailed invoices to the PO Box 669 address, attention of the POC. 
4. If the invoice is correct and valid, POCs sign off and provide invoice to the relevant treasurer 
for payment. To ensure timely payment, please send any mailed invoices to the attention of the 
relevant treasurer (Operating Account or Charitable Events) or to the treasurer's home mail 
addresses. 
5. If the invoice is incorrect, the POC needs to work with the vendor to correct the invoice prior 
to submitting to the treasurer for payment. 
6. Treasurers will pay all approved invoices/reimbursements upon receipt. 


