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VOUCHER APPROVAL
This policy is meant to replace the previous cheque signing policy.  It will streamline the manual steps in the process and provide greater control while taking advantage of the expanded capabilities of the accounting software.  The main feature is that the policy will now see the approval of individual vouchers instead of cheques.  Its features are as follows:

1.
Vouchers under $500 will be approved by Accounts Payable clerical staff.  The Accounting Supervisor will provide a cheque listing to the Manager of Fund Accounting for review and authorization.   In the absence of the Manager of Fund Accounting the report will be approved by the Manager of Financial Services.

2.
Vouchers between the amounts of $500 and $1,000 will be approved electronically (via the accounting software) by either the Manager of Fund Accounting or the Manager of Financial Services.  In their absence, the cheques will be approved y either the Accounting Supervisor or the Vice-President (Finance).

3.
Vouchers of $3,000 and over will be approved electronically (via the accounting software) by the Vice-President (Finance).  In his/her absence, the cheques will be approved by either the Manager of Fund Accounting or the Manager of Financial Services.

4.
Cheque listings will be generated for vouchers $1,000 and over and will be approved by both the Vice-President (Finance) and the Manager of Fund Accounting.  This listing will not necessarily be approved before the associated cheques are released.

5.
Cheque listings will be generated for vouchers $5,000 and over and will be approved by the Vice-President (Finance) and the President, or in the President’s absence, the Vice-President (Academic).  This listing will not necessarily be approved before the associated cheques are released.

6.
Because of their nature, all travel claim forms will be approved by either the Vice-President (Finance), Manager of Financial Services, or the Manager of Fund Accounting.

7.
Cheques will only be generated on Monday, Wednesday and Friday.

