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Purpose:

To define a procedure to obtain approval on travel and other authorized expenses that are reimbursable to WESTAR’s Executive Director - the authorized signer of WESTAR checks.

Definitions:

Other Authorized Expenses – refers to expenses incurred by the Executive Director for which he/she has received specific authorization and that are consistent with OMB Circular A-122 when federal grant funds are used.

General Notes:  

This procedure ensures appropriate internal controls are established on payments made to the Executive Director who, in general, is the signatory authority on WESTAR accounts payable documents.  This procedure requires prior approval of all expenses paid to the Executive Director by a WESTAR Board member, typically the Secretary-Treasurer.

Process Steps/Descriptions: 


Travel Expenses:

A reimbursement check may be signed by the Executive Director for his/her own expenses reimbursable under WESTAR’s Travel Policy for any travel-related expenses not charged to WESTAR’s Corporate Credit Card.  Fax approval is allowed in lieu of originals.

1. Executive Director prepares an Expense Claim, indicating all expenses, including those paid by use of the WESTAR credit card.  The claim should clearly indicate whether expenses are reimbursable and which were paid through the WESTAR credit card.

2. Claim with appropriate receipts is forwarded to the Secretary/Treasurer for approval. The Secretary/Treasurer reviews the claim to ensure that travel was in accordance with WESTAR’s travel policy, and that the purpose of the trip, as stated on the claim, was authorized based on WESTAR’s approved grant workplan and budget, which describes the purposes and estimated costs of anticipated travel over the grant period. 
3. Upon receipt of the signed claim, reimbursement is authorized and a check is issued.

Other Authorized Expenses:

Submit Expense Approval Request to WESTAR Secretary-Treasurer with receipts (or copy of receipts) attached to form.  After form is signed and returned to WESTAR, check can be issued to reimburse the Executive Director for his/her costs consistent with the specific authorization indicated in the approval request.  Fax approval is acceptable in lieu of originals at the Secretary-Treasurer’s discretion.

Approval: 
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