ADVANCES AND REIMBURSEMENTS  PROCESS

ADVANCES

1. Local Financial Secretary (LFS) requests funds from the State Financial Secretary (SFS)  using the Cash Advance Request.

2. State Financial Secretary (SFS) forwards request to the State Treasurer (ST).

3. State Treasurer transfers the funds to the appropriate debit card.

4. The debit card is used to make purchases, etc.  The Local Financial Secretary (LFS) is considered to be responsible for the card.  Generally the card is used by the Observing Leader or the Treasurer.

5. Receipts for purchases are listed on the NC Kairos Expense Tracking Form and all are sent to the Local Financial Secretary (LFS).

6. Local Financial Secretary (LFS) approves the expenses and forwards the Expense Form and the receipts to the State Financial Secretary.
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REIMBURSEMENTS

1. Receipts for purchases or invoices from vendors, e.g., retreat center, are listed on the NC Kairos Expense Tracking Form or the Expense Reimbursement Form, Short and sent, with all receipts, to the Local Financial Secretary (LFS).

2. Local Financial Secretary (LFS) approves expenses and forwards the NC Kairos Expense Tracking Form or the Expense Reimbursement Form, Short  and receipts to the State Financial Secretary (SFS).

3. State Financial Secretary (SFS) attaches Disbursement Form to the Expense Form and the receipts and invoices and sends them to the State Treasurer (ST) for payment.

4. State Treasurer (ST) writes checks and sends them to the vendor, volunteer, etc.
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