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Any mandatory clauses--e.g., those stipulated in legislation or your operating agreement	
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Procedural points to 
consider:		

	
		PURCHASING
 
To set out appropriate purchasing methods for goods and services of different amounts, ensure adequate controls over the Society's spending and provide for the security of its funds while allowing administrators to conduct society business efficiently.



The Society's signing officers shall be the Chair, Vice-chair, Secretary, Treasurer and [Executive Director] [General Manager][Administrator] 
[Note: ensure the signing officers align with the society’s bylaw requirements, if any.]


1. Anyone authorized to spend money on the society's behalf may spend up to $50 and receive reimbursement from petty cash. Any expenditure over $50 shall be paid for by cheque.

2. Extraordinary unbudgeted expenditures over $500, or any expenditures from the Reserve Fund, require board approval.


3. Other purchases shall be made in the following ways:
· Up to $500 by purchase order or letter to the supplier
· From $500 to $5,000, by purchase order or letter to a selected supplier after having received at least three verbal or written quotes on the item(s) or job
· Over $5,000, by issuing an invitation to tender to at least three suppliers and entering into a written contract with the selected supplier.
· Over $5,000 by inviting tenders through publicly advertising the requirements of the contract, asking interested suppliers to submit sealed bids, and entering into a written contract with the selected supplier.

4. All cheques shall require two signers, one of whom shall be a board member.




5. Cheques in amounts up to and including $______ require one signature. Cheques over that amount require two signers, one of whom shall be a board member.


Each expenditure must provide a clear audit trail, with all cheques, electronic transfers, and credit card payments cross-referenced to the appropriate invoice or purchase order. 


[See also "Contracts & Tendering" policies]


1.	Documentation required for reimbursement (See also "Petty Cash" policy and procedures).
2.	Tendering process, including where invitations will be sent and/or advertised.
3.	Developing a selection process and criteria for tendered projects.
4.   Preparation of cheque requisitions.
5.	What documentation signers should be shown when signing.




