Procure

Vendor

Sent invoice to
Member or Finance

\

EYO Payment Process

Document

Commissioners approve sport bills,

»

Personal Money

EYO Money (Cash / CC)

Member

Spent personal
money

VP

v

Commissioner

Spent personal
money

.

J

Board Member

Spent personal
money

All

Spent EYO
money (Cash or
CQC)

v

)

approves corporate bills

Requestor

Complete the
EYO Payment

Request Form

Attach
Receipts /
Game
Schedule

»

Review /
Approval

Commissioner

A

Review request
(see below)

Board (VP)

v

Send to Approver

/\

/" Follow

approval
routes
defined

/V\
/
M
Requestor

abmy

\ 4

Review request
(see below)

Board (VP)

v

Review request
(see below)

Board (Pres)

v

Review request
(see below)
\_ J

Spending was appropriate and
necessary

Spending was within budget
Vendor receipts (not cc txn stmt)
were included for all expenses
Correct expense account and sport
are assigned

Tax was not charged

Game details support amts

Requestor’s address and phone are
included

v

Payment

-

Finance

Personal Txn
In QB, enter a
check to be
electronically
processed by
bank and mailed
to the requestor

EYO CC Txn
Load and
categorize txns
into QB

EYO Cash Txn
Offset cash
advance asset

All txn
Saveffile
electronic forms
and receipts

Print and file
hardcopy forms
and receipts

~

%

)

Rev Aug 2009



