West Valley Christian Alliance Church

Interim procedures for submission of check requests:

Issued by Finance Department

Date:  July 23, 2002

1. Identify the departments to which the expense will be charged.  See Exhibit A.

2. Complete the check request form (See Exhibit B).  Copies of check request form is available at the church office.  Please use the account numbers and department numbers as attached.  See Exhibit C.

3. Attach all documentation and original receipts to the check request as back up.  Check request with insufficient documentation will be returned to the requestor.

4. Information necessary as back up documentation, in addition to original receipts:  

a. Name of person incurring the expense, 
b. date the expense is incurred, 
c. event, 
d. reason for incurring the expense, and 
e. amount.

5. All expenses will have to be submitted within 60 days from date when expenses are incurred

6. Sign as requestor

7. Forward the check request to department chairperson (see Exhibit A) for review and approval

8. Department chairperson will review the requests to ensure that the expenditures are church related, appropriate to be paid by the church, and supported by receipts and/or other documentation.

9. Chairperson will sign and approve the check request form, if appropriate.  Otherwise, return to requestor for follow up and/or additional back up.

10. Forward the check request to Helen Koo to process check payment.

11. For department chairperson requesting reimbursements, please forward the check request form to Daniel Tam who will perform step 7 to 9 above.

12. Checks will be signed by authorized signatories and mailed.

