CHIEF EXECUTIVE OFFICERS OPERATIONAL & POLICY MANUAL


POLICY

CHEQUE SIGNING

Date Effective
February 2002
Date Renewed
May 2005
All cheques are to be signed by 2 people.

All the relevant information must be attached, invoices, receipts etc, ensuring that before signing all checked as correct and each invoice/receipt/statement is also initialed.

For all staff this usually means by the Program Co-ordinator, and the Chief Executive Officer.

If the Chief Executive Officer is not available, then, and only then can the  Financial Controller or Administration Manager sign.

In the case of the Contingency Account, the cheques can only be signed by the Chief Executive Officer and one Executive Board Member or two Executive Board Members.
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