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POLICY

Ensure that purchases are monitored by area managers and finally the director. All purchases are age appropriate or work appropriate. Ensure proper documentation is provided by staff for purchases, and staff is reimbursed in a timely manner.

PROCEDURE
Any staff needing a check request for purchases and/or reimbursement will submit documentation to the appropriate supervisor. Check request to be processed by administrative support staff will be done in the order in which they are received.  Every effort will be made to have them processed within one week of the time received.
· Check request must accompany documentation of purchase including itemized ordering list or receipt.

· Check request must have supervisor’s signature and/or approving manager signature.
· Amount of request is G/L coded and broken down to the amounts to be charged to state and federal grants. 

· They are monitored by each department manager and/or supervisor.
· Purchases over $500 must be approved by the Head Start Director.
· The payables sheet is copied and kept in front office file cabinet for Head Start records.

· The originals are sent to UCAN Fiscal Assistant for payment.

· The originals are filed at UCAN with the backup.

· Mileage reimbursements must include mileage reimbursement form signed by staff requesting reimbursement. 
This Policy complies with Head Start Performance Standards 1304.50(g)(2) § 1304.50 Program governance.

