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	Purpose:
	To safeguard (ORGANIZATION NAME)’s disbursements made by check.

	Mandated by:
	Funding Sources, Internal Controls

	Applies to:
	(ORGANIZATION NAME) corporate financial functions

	Definitions:
	· 

	For more information:
	n/a


Text of Policy:
All disbursements are made by check, except payroll, payments to contracted staff, petty cash and rent. Checks are pre-numbered and used in sequence.  The Financial Associate is the custodian for blank check stock.  They are kept in a locked file. 

The chart of accounts is established using the total grant concept.  As such, each individual funding source is segregated in the general ledger (as a ‘class’) to allow management to easily distinguish revenues and expenses by funding source.  This allows for easier preparation of monthly reimbursement vouchers for contracts as well as regulatory reporting.

Check Preparation

The Financial Associate prepares checks.  Checks are prepared from an original vendor invoice or check request.  Invoices are approved for payment by the CFO, then coded and entered into the Accounts Payable System by the accounting staff.  The check and invoice is then submitted to the CEO for final approval and signature.  Voided or spoiled checks are properly mutilated and retained.  Checks are made payable to specified payees.  Only authorized persons have access to blank checks.  Check stubs are attached to vendor invoices or supporting documentation for filing.

Check Approval

The CEO authorizes all check signers.  All checks require two signatures.  At least one authorized check signer on each check over $3,500.00 is independent of voucher preparation and approval for payment, check preparation, cash receiving, petty cash, purchasing and receiving, and timekeeping for payroll checks.  Signing of blank checks is prohibited.

Check Posting

Accounting entries (disbursement checks, revenue receipts and journal vouchers) are posted to the General Ledger at least once a month.  A check register is printed for review by the CEO and balanced against the bank statement each month
