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~ 616. PAYMENT OF CLAIMS

It is the purpose ofuthe Board to effect,the prompt
payment of bills, but at-the same time to ensure that due
care has been taken in the review of such bills, .

Each bill or ob11gat1on of this Board must be fu11y
itemized, "verified and passed upon by the Board before
a check can be-drawn for its payment, -except that the
Secretary is perm1tted to draw payment order's for

- items the prompt payment of which will accrue to
the advantage of the d1str1ct

- orders. to cover. approved payro1ls and agency
©account depos1ts, and

- utility bills in months dur1ng which the Board does
" not meet _

It shall be the respons1b11 ty of the Secretary/
Director .of Business Affairs upon receipt of an invoice
to verify that the purchase invoice 1is in order, the
goods were received in acceptable condition or services .

{were satisfactorily rendered, funds are available to

cover the payment, the item is one for which the Board
budgeted, and the 1nvoice is for the amount contracted.

Should the invoice vary from the acknow]edged pur-
chase order, the Secretary/D1rector of Business Affairs
sha11 document on the invoice the reason for such variance|

" Should funds not be available in the account to
which a proposed purchase will be charged, the Secretary/’
Director. of Business Affairs shall determine the overage
and request the Board make a:Tegal transfer to cover it.

AT1 claims for payment shall beesubmitted to the
Board in the form of a Tisting including check date,
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616. PAYMENT OF CLAIMS - Pg. 2

to whom paid, and amount of remittance.

The check 1ist shall be placed in the official
minutes of the Board.

Upon the approval of an order, the Secretary/DiF
rector of Business Affairs shall prepare a check for pay-

-ment, and cancel the commitment placed against the appro-
priate account. :

A1l checks approved by the Board shall be signed .
by the President, Treasurer, and Secretary. Signatures
of the President and Treasurer may be engraved on a
signature plate, which shall be secured by the Secretary/
Director of Business Affairs. The signature of the Secre-
tary must be a "live" signature. The Assistant Secretary
may sign for the Secretary and his s1gnature must also be

a "Tive" signature.

No check shall be made out to cash.
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