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CPC FINANCIAL PROCEDURES POLICY
Companion policy to the Bylaws
Purpose
This policy explains the operating procedures for budget requests, purchases, reimbursements, deposits, financial records, and internal controls. It is intended to support the Bylaws and may be updated by the Executive Board as procedures change.
1. Budget Process
Annual budget requests should be submitted to the Treasurer by May 1 when practical.
Requests may be submitted by Executive Board members, committee leads, eligible Voting Members, or other individuals approved by the Executive Board.
The Treasurer compiles requests into a proposed budget for Executive Board review and Voting Member approval.
Approval of the annual budget authorizes spending within approved budget categories, subject to spending limits and receipt requirements.
2. Purchase Requests
Submit purchase requests before committing funds whenever practical.
Requests should identify the requester, purpose, amount, vendor, program or event, budget category, and whether District approval is required.
Purchases not included in the approved budget require approval under the Bylaws before funds are disbursed.
Purchases or reimbursements over $250 require advance approval at a meeting where quorum is present unless the emergency purchase procedure applies.
3. Reimbursements
Reimbursements should be used only when direct vendor payment is not practical.
Itemized receipts must be submitted via Google Drive to the Treasurer within ten business days after purchase.
No reimbursement may exceed the approved amount unless additional approval is granted.
Reimbursement requests should include proof of approval, itemized receipt, payment recipient, payment method, and budget category.
4. Direct Vendor Payments
Direct payment to vendors is preferred when practical.
Invoices should be reviewed by the applicable officer, committee lead, or School-Level President before payment.
The Treasurer should retain invoices, proof of payment, and approval documentation.
5. Deposits and Receipts of Funds
Funds received should be documented with the date, source, amount, purpose, and person receiving the funds.
Cash should be counted by two people when practical.
Deposits should be made promptly and reconciled to supporting documentation.
Fundraising proceeds should be documented by event or campaign.
6. Internal Controls
No single person should authorize purchases, sign checks, and reconcile accounts for the same transaction cycle.
Bank reconciliations should be reviewed by someone other than the person who approved the related expenditures when practical.
Bank signers and account access should be reviewed after each officer transition and at least annually.
Financial reports should be provided to the Executive Board at regular intervals.
7. Emergency Purchases
Emergency purchases over $250 may be approved jointly by the Secretary, Treasurer, and one School-Level President when waiting for a regular or special meeting would materially interfere with CPC needs, students, staff, or scheduled events. Emergency purchases must be reported at the next Executive Board meeting and recorded in the minutes.
8. Unauthorized Purchases
A purchase made without required approval may be denied or may be required to be repaid by the responsible party within thirty days. The Executive Board may consider additional action consistent with the Bylaws and applicable law.
9. Financial Procedure Checklist
	Task
	Responsible Party
	Timing

	Prepare proposed budget
	Treasurer
	Before fiscal year begins when practical

	Submit receipts
	Requester
	Within ten business days

	Reconcile accounts
	Treasurer or assigned reviewer
	Monthly or as determined by Executive Board

	Review bank signers
	Treasurer and Secretary
	Annually and after officer transitions

	Confirm tax filing
	Treasurer
	Annually
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