Ashbrook Community Association
Expense Policy

In order to provide appropriate financial controls, adherence to the following policy is required for all non-recurring expenses.
I. General Guidelines
A. Goods and services must be comparative with market value.

B. Any relationship between a vendor and an authorizing individual (including board members, management company, and committee chair) must be disclosed.
II. Committee members may make a purchase of up to $1,000.00 with the approval of the Committee Chairperson and the Board Member assigned to that Committee.
A. The committee chair is responsible to ensure the committee is within budget prior to approval.  All purchases made in excess of the committee budget must be submitted for pre-approval by the board, otherwise reimbursement may be jeopardized.

B. Expenses will be reimbursed using an Expense Reimbursement form.  Expense Reimbursement Forms must be approved by the Committee Chairperson and an association board member on the committee.  The Association President may approve the expense if the committee board member is unavailable.

III. A purchase order must be submitted for board approval for purchases or expenditures exceeding $1,000.00.  
A. Purchase Order’s should be submitted to the Treasurer the Friday prior to the monthly board meeting.
B. Vendors should include a purchase order number when submitting an invoice for payment.  Payment may be delayed or refused if an invoice does not include a purchase order number or the invoice amount differs from the approved purchase order amount. 
C. The board may amendment a Purchase Order as necessary.
IV. Emergency funds are available to members of the board when immediate action is required to prevent further loss or where safety has been compromised.
