PATHWAYS ABILITIES SOCIETY 

PROCEDURE:  BANK ACCOUNTS AND SIGNING SPENDING AUTHORITY
Applies to: Executive Director, Administration and Board of Directors 

Effective/Revision Date:



  
        

July 29, 2010
September 12, 2011
November 20, 2012
March 8, 2013
February 20, 2017
1. The Board of Directors instructs the executive director or designate to set up bank accounts. 

2. The executive director coordinates updating the Pathways Abilities Society signing officer after the society’s Annual General Meeting or as required. 

3. The executive director contacts a Board signing officer when an unbudgeted expenditure exceeds two thousand five hundred dollars ($2500) for their approval and/or signature. 

4. The executive director contacts a Board signing officer when a capital purchase from a reserve account is required for their approval and/or signature.

5. The executive director has a Board member sign his/her Mileage/Expense Report.

6. The finance manager reconciles all bank accounts monthly. 

7. The finance manager issues the Travel Club debit card.

8. The finance manager, or in his/her absence, the executive director monitors the Travel Club account activities while trips occur. 

9. Automated withdrawals and payments are setup within the policy parameters. 
10. On-line payment source documents are initialed by a board member.   
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