1) CHB Financial Procedures

1. Reimbursements

2. Members must obtain prior approval for purchases from their committee chairperson in order to receive a reimbursement.

3. Acquire and save receipts. You must have a receipt to receive a reimbursement.
4. Your receipt should reflect only those purchases to be reimbursed (i.e. do not have personal items such as groceries).

1. Receipts are to be attached to the back of the expenditure form to keep for CHB financial records.

2) If you need to keep the original receipt, please make a copy.  If you have lost your receipt(s), please contact the CHB Treasurer.

5. Fill out the CHB Request for Expenditure form.  Blank forms are located on the CHB website at www.ch-eb.org under the “Documents” link.  Click on “CHB Request for Expenditure”.

6. Follow the instructions given on the expenditure form.

3) Print your name, date, address, phone number, and e-mail address.

4) Write your signature.

5) Detail expenditure/item(s) purchased (include merchant/business name), for which committee and/or event, and cost of each item or group of items.  

6) Total expenses.

7) Attach all receipts to back of form.  You must have a receipt to receive reimbursement.

8) Deliver form to the CHB Treasurer.

2. Once the expenditure form is completed and receipts are attached, deliver your request to the CHB Treasurer.

7. If you have any question, please contact the CHB Treasurer.

Example:

CHB Request for Expenditure

Name _________________Joe Smith__________________  Date _____1-1-04_________

Address ________________1234 Maple Lane__Lexington, KY__40504________

Phone Number & E-mail Address ______555-1234/jsmith@hotmail.com_________

Signature ____________Joe Smith___________________________________________

Expenditure/Item(s) Purchased


Committee/Event


Cost



Michael’s: 5 bottles of glue, 10 scissors, 2 pkgs. of construction paper
K-2 Art Class

Learning Zone
$10.50

Wal-Mart: 2 bags of flour, 1 bag of sugar, 3 pkg. chocolate chips
Home Ec

Learning Zone
$  8.08


Total Expenses
$18.58



3. Deposits

4. If you have received money for a CHB event, complete a CHB Deposit Form and deliver the deposit to your committee chairperson.

5. The CHB Deposit Form should include the title and date of the event, the family name, check # or CASH, and the amount received.  Total the amount at the bottom, sign your name, and date it.

6. Only committee chairpersons are allowed to make deposits.

7. The committee chairperson will notify the CHB Treasurer of a deposit to be made and obtain a triple deposit form from the CHB Treasurer.

8. The committee chairperson will fill out the bank deposit slip and make the deposit at the bank.  One deposit slip will go to the bank, one will be kept for your records, and the third one will immediately be mailed with the CHB Deposit Form to the CHB Treasurer.

9. DO NOT under any circumstances use any cash received for an event to purchase items for the event.  Make the purchases yourself and request a reimbursement.  If you are unable to make a purchase, contact the CHB Treasurer.

10. If you have any questions, please contact the CHB Treasurer.

Example:

CHB Deposit Form

___________________Spelling Bee, Tuesday,_November 11, 2003________________

Name/Date of Event

Family Name
Check # or CASH
Amount

Carter
1234
   16.00

McKinley
CASH
    8.00

Williams
6789
    8.00






TOTAL
$32.00

Signature ____________Joe Smith___________________  Date ______10-7-03_____

1. Checks for a CHB Event

2. If you are in charge of an event and need a check written to pay for the event, contact the CHB Treasurer PRIOR to the event.  DO NOT write a check yourself.

3. Upon payment of the event, acquire a receipt for the event and deliver to the CHB Treasurer.

4. If you have any questions, please contact the CHB Treasurer.

