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HIGHWAY 14 REGIONAL
WATER SERVICES COMMISSION

POLICY AND PROCEDURE
HANDBOOK

ADMINISTRATION

POLICY: Accounting Services- Payment of Accounts
Policy ADM 1.08

The primary goal of this policy is to ensure Payment of Accounts are
initiated, approved and executed in a secure manner.

Further, the purpose of this policy is to ensure the accuracy of the
transaction details. This policy establishes requirements with respect to
approving and paying invoices, cheques and payroll.

GUIDELINES

EFT payments and interac e-transfers will be coordinated and submitted
through the banking system. The office manager will prepare the EFT
and interac e-transfers in the computer — based banking system and
requires any two of the executives including, the Chairman, Vice-
Chairman or CAO are authorized as signatories ensuring that the payment
via EFT and interac e-transfers is necessary.
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In the absence of the CAO the Office Manager may sign. On no occasion
may the CAO and the Office Manager jointly sign.

The Office Manager will provide all required documentation and ensure
that each document has been properly coded, appropriately approved
and that the departmental budget has not been exceeded. Once the file
is completed and sent the Office Manager will notify the appropriate
signatories that the file is waiting for approval.

POLICY: Accounting Services- Payment of Accounts

Bank balances will be monitered daily by the Office Manager or
designee for unusual or unexpected transactions.
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