The Palmetto School
Accounts Payable Policy and Procedures

POLICY:

Only valid accounts payable transactions based on documented vendor invoices, receiving reports, or
other approved documentation are recorded as accounts payable.

Vendors and suppliers are paid as their payment terms require, taking advantage of any discounts offered.
If cash flow problems exist, payments are made on a greatest dependency/greatest need basis.

PROCEDURES:

Vendor Services

IRS Form W-9 should be completed by individuals or organizations performing services or suppling
goods. Transactions for these services must be flagged in the accounting system as a 1099 invoice. This
process will ensure that a 1099 is produced for these vendors.

Expense Reimbursements

The majority of expenditures should be handled with a purchase order through the Finance
Office, approved by the Executive Director. In the event the normal process of obtaining goods or
services is not feasible, The Palmetto School staff can seek reimbursement for the goods or services
they purchased with personal payment method. All purchases must be approved in writing by the
Executive Director, or his or her designee, prior to the purchase and cannot exceed $1,000.00 in cost
and be within the school budget. When goods or services are being purchased by an individual, an
Expense Reimbursement Form is required to seek reimbursement. A proof of purchase must be
attached with the Expense Reimbursement Form. Any expense reimbursements for the Executive
Director will be approved by a member of the board in writing.

Employees are asked to submit expenses as soon as they occur or within twenty (20) business days
from the day of purchase.

The processing time for a reimbursement is twenty (20) business days.
Travel Reimbursement

All Palmetto School staff must follow the guidelines outlined in The Palmetto School's Travel
and Meal Policy when conducting travel related expenses. To be eligible for reimbursement, all
travel for Palmetto School staff must be properly authorized. To claim expenditures, Palmetto School
staff must submit an Expense Reimbursement Form within twenty (20) business days after returning
from a travel. The Expense Reimbursement Form must contain expenses that actually occurred.

Invoices

All invoices must be submitted to the Finance Office for processing. Invoices must contain the date
of purchase, name and address of vendor, quantity and description of goods or services rendered, and
the amount. All invoices must be reviewed and signed by the Executive Director and the Finance
Office. The Executive Director and the Finance Office must review the invoice to confirm that the

goods or services outlined on the invoice have been received by The Palmetto School. The Finance
Office will process the invoice 1



once confirmation is received. Any travel reimbursements for the Executive Director will be approved
by a member of the board in writing.

Recurring Monthly Invoices

Any recurring monthly invoices can be processed without signatures. Only the vendors that have active
contracts or agreements on file with the Finance Office can be considered recurring. The Finance Office
must review all recurring monthly invoices to ensure that the invoice matches the cost outlined in the
contract.

Manual Checks

Payments can be made to individuals or organizations via a manual check. This method is used when the
due date on the invoice cannot be met using the normal process. The invoice requiring a manual check
MUST be signed by the signature designees.

After the payment, a copy of the invoice and manual check must be submitted to the bookkeeper

Credit Card

Credit card statements will be processed monthly. All Palmetto School staff must follow the guidelines
outlined in The Palmetto School’s Credit/Debit Card Usage Policy. Each cardholder is responsible for
submitting all receipts associated with the charges on the credit card. The Finance Office will review all
credit card statements to ensure that all receipts associated with the statement are on file.

A Missing Receipt Affidavit is required for any lost or missing receipts.
Responsibility of the Finance Office and The Palmetto School’s Financial Services Provider

The Finance Office, along with The Palmetto School’s financial services provider, are responsible for
the following to ensure that best practices and procedures are met:

e Maintaining files on all purchase orders for The Palmetto School

Entering all accounts payable information in The Palmetto School's accounting software
Writing all checks for The Palmetto School, including special services, and maintaining all
information in The Palmetto School's accounting software

Providing expenditure records monthly

Maintaining accurate account ledgers

Preparing monthly financial statements

Maintaining files on accounting data

Reconciling accounts payable bank statements monthly
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