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POLICY:

The purpose of this policy is to insure that all Oregon Academy bills are processed with the guidelines set forth below.
PROCEDURES:

Direct bills arrive:

These may include telephone, Internet, mail services and other direct sources.

1. All bills will be batch processed at least weekly.

2. The Executive Director reconciles the bill, enters the information in QuickBooks and prints the check.

3. The third portion of the check voucher is attached to the invoice or bill.

4. The invoice/bill is filled according to established procedures.

5. Checks are forwarded to the Oregon Academy Treasurer (with a stamped envelope for mailing and any appropriate payment stub) for signature and mailing.

6. The treasurer will review checks as they arrive, remove the 2nd voucher section (and file) and mail the signed check and documentation within two (2) days of receipt.

Expense reimbursement requests arrive:

Note:  

· All expense reimbursement requests should be submitted within the established timeframe of the activity or event for which reimbursement is requested.

· All expense reimbursement requests must be sent via mail or via email with original receipts attached.

· The same procedure for “direct bill payment” is followed.

Bills from the Oregon Academy Executive Office:
· The Executive Office will submit bills on or before the 3rd of each month for expenses and specified occurring the previous month.  
· Routine expenses (postage, office supplies, and the split telephone bill) are paid by the Executive Office & submitted for reimbursement.  

· The Executive Office may submit expense reimbursement more frequently, as needed.
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