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Purpose and Scope

The purpose of this policy is to provide guidance and safeguards to monitor the quality and integrity for disbursements of Foundation funds.

Introduction

All disbursements, except payroll, automatic clearinghouse payments, and wire transfers are to be processed through the Accounts Payable Dept.  The Accounts Payable Dept. reviews and processes invoices, schedules payment and processes checks to be issued by the Foundation.  The Accounts Payable Dept. also processes requests to establish and replenish Petty Cash funds.  The Accounts Payable Dept. is responsible for setting up all vendors and individuals in the vendor database.

The Accounts Payable procedures are established to administer the Foundation’s policies covering Foundation disbursements.  Procedures are included for processing vendor invoices and preparation of the Disbursement Voucher forms.  

For invoices with Purchase Orders, the Accounts Payable Dept. will match the vendor's invoice to the terms and conditions of the Purchase Order and if acceptable will process the invoice for payment.  

The Disbursement Voucher form is used to authorize the Accounts Payable Dept. to prepare checks payable to the payee.  A Disbursement Voucher form is required for all vendor payments, prepayments, reimbursements, credit memorandums, or petty cash requests.

The Accounts Payable Procedures include instructions for establishing and maintaining petty cash funds and stop payments, guidelines for classifying an individual as an Independent Contractor or an employee consistent with IRS rules
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