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1. Upon receipt of funds, checks are to be deposited in the money market savings account, in the bank designated by the Board of Trustees.  Semi-monthly, an amount equal to the bills to be paid for that period will be transferred to the checking account.  A sum of $150 will be maintained in the checking account.

2. Statements of Accounts from the designated depository for funds will be opened and reviewed by the Administrator.  The Administrator or Administrator's designee will also open all bills/invoices.

3. The Board of trustees will designate two of its members as eligible to approve bills and sign checks, subject to approval of the board at its next meeting.  A list of checks will be presented to the Board of Trustees at their regular meetings for their approval.

4. The Secretary/Bookkeeper will prepare bills, presenting for each:  the invoice/bill, a cover sheet listing payee, amount, and detail of accounts to be charged.  The Administrator (or designated trustee, in the absence of the Administrator) will review each bill and indicate approval to pay the bill (with initials on the cover sheet).  Secretary/bookkeeper will then print checks.

5. Checks will require 2 signatures, the administrator (or alternate designated trustee, in the absence of the Administrator) and a designated trustee.  The signatures of these authorized signators will be on record at the designated depository of funds.

6. The designated trustee will review the bills and attached checks, approve (by initials) payment of the bills, and sign the checks.

7. The Administrator (or the alternate designated trustee, in the absence of the Administrator), following approval and the signature on the checks of the Treasurer or designated trustee, will sign the checks.

8. All transactions will be recorded on computer, and the following reports generated monthly:

Detail Trial Balance

Income Statement

Enter Transactions Control Report

Balance Sheet

Transaction Register

The Secretary/bookkeeper will also prepare a monthly report for the Board of Trustees which details expenditures in budget line items, reporting on expenditures for the current month, expenditures to date, and balance.  This report will also include income received, and a balance sheet as of the end of the month.

