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POLICY/

PROCEDURE
I.
PURPOSE:

To establish authority of the Board, management, and employees for transacting

business of the Bureau involving expenditure of funds for goods and services, capital

equipment, and contracts.

II.
POLICY & PROCEDURE:
The Bureau shall have procedure in place that establishes specific guidelines/limits for

purchasing and signature authority for designated representatives of the GLCVB.  The Finance Committee shall review the policy and procedure annually and recommend adjustment in policy depending on circumstances of the business environment.  It shall then be the responsibility of the Board Finance Committee to recommend adoption of policy to the full Board.
Definitions:

     Capital expenditure—purchase of an asset or service that has a life cycle or financial commitment of 12 months or more.

     Contract—a binding agreement that commits the Bureau to a financial obligation or services that result in expenditure of Bureau resources.

     Annual operating budget—the annual budget submitted by management and approved by the Board to conduct business within a given fiscal year.

Request For Proposals

A.
Purchases over $2,500

Purchases less than $2,500 may be approved by a member of the Senior Team (CEO, VP/Director) without requiring a competitive bidding process for that product and/or service.  Any purchase of $2,500 or more must be subjected to competitive bidding through the Request For Proposal (RFP) process.

Exceptions: 
1.
If the product and/or service are being acquired from a sole source, then an RFP process is not required.  Documentation must be made that explains why the supplier is a sole source.

2.
If the need for the product and/or service is an emergency and time does not permit an RFP process, then the RFP process is not required.  Documentation must be made that explains the situation.

B.
Proposal Format

A written RFP should be prepared that clearly details the exact specifications of the requested product and/or service.  Exact duplicates of the RFP should be distributed to at least three (3) separate and mutually exclusive vendors.

Examples of specifications that should be included on the RFP include:

· A detailed description of the product and/or service being requested

· The exact process that will be followed and the time-line associated with it
· The intended purpose of the product and/or service if that would allow the vendor to make a more accurate proposal

· The payment terms

· A due date for the RFP submission

· A due date for notification of the selected vendor

Every attempt should be made to include current members in the RFP.
After the vendor proposals are collected they should be carefully reviewed to select the best vendor.  If the vendor with the lowest cost is not selected, then detailed documentation should be made explaining why an alternate vendor was selected.

All participating bidders should be notified of the final decision.  Allowing participating bidders to know the identity of other bidders and the identity of the selected vendor is at the discretion of the Director/VP managing the RFP process.

A copy of the RFP should be attached to the vendor invoice before submitting it to the Finance Department for payment.  Directors/VPs are responsible for insuring that vendor invoicing is in accordance with the contractual provisions for the product and/or service.
Company Credit Cards

Use of company credit cards by approved card holders is for local T & E and items that would be considered non vendor bills such as a purchase at Target for a client gift, Meijers for meeting refreshments, etc.  All items that we have received an invoice for, such as membership dues, printing, etc., that could normally be paid for by company check, or are being purchased online, may also be paid for by staff credit card provided that the credit limit is sufficient to allow the charge.  If the charge is substantial, it may be placed on the card belonging to the Vice President, Finance & Administration.  Rationale behind this is to gain frequent flier miles to be used for company business, while limiting exposure of the Bureau.  Receipts must be retained for all purchases, and will be reconciled to the credit card statement on a monthly basis.
Purchasing Authority
A. Board authority
Unless specifically stated in this policy, no Board committee or member has authority to exercise purchasing authorization without review by the full Board.  If there are any conflicts of this policy with the By-Laws, the By-Laws shall prevail.  Any transactions executed by delegated authority to a Board committee or member shall be reported to the full Board at its next scheduled Board meeting.

Exceptions:

  1.
The Board Executive Committee may act in the absence of the full Board to authorize non-budgeted variances not to exceed $50,000 and may determine if the variance will be covered by funds borrowed from the line of credit or used from the budget stabilization reserve.

  2.
The Executive Committee shall be empowered to authorize capital leases or contracts on behalf of the Bureau.

B. CEO Authority
The CEO may conduct business of the Bureau with authority to approve expenditure of funds within the ceiling of the annual operating budget.  The CEO shall not access reserve funds, access the line of credit, or commit the Bureau to financial obligations beyond the scope of the annual operating budget without review by the Board Finance Committee and approval of the Board.

Exceptions:

  1.
Capital expenditures over $5,000 shall be reviewed by the Board Finance Committee and sent to the Executive Committee or Board for action.
  2.
Any capital lease or contract shall be reviewed by the Board Finance Committee and sent to the Executive Committee or Board for action.

  3.
The CEO may authorize budgeted non-capital leases or contracts.

C. Senior Team Authority
1.
CFO—up to $10,000 budgeted operating expense; over goes to CEO for approval

2.
VP/Director—up to $5,000; over goes to CFO/or CEO for approval

All expenditure invoices must be approved by a department head with proper cost coding before submission to the Finance Department.

Exceptions:

  1.
Capital expenditures over $1,000 go to CFO/or CEO for approval.

  2.
Any leases or contracts less than 12 months in duration go to CEO for approval.

Signature Authority

All checks must have two signatures of designated representatives of the Bureau.  All credit card authorizations shall be consistent with limits established in purchasing policy and procedure.

A. Board authority
Any officer of the Board (Chair, Vice-Chair or Treasurer) may sign/co-sign checks or authorize credit card wire transfer payments for any purchases but not to exceed $100,000 for any single transaction without review by the full Board. Inter-account transfers over $250,000 at the same financial institution, and checks over $250,000 written to transfer funds from one GLCVB account to another GLCVB account at a different financial institution may be made with the signature of at least one Board officer.

B. Management authority
The CEO and the Senior Vice President are to be the primary check signers, and may together co-sign checks or authorize wire transfer payments for purchases up to a limit of $25,000 per single transaction.  For checks/wire transfers greater than $25,000, one co-signer must be an officer of the Board, and the other must be the CEO (or Acting CEO).

The CFO is to be considered a secondary signer, and may only sign co-checks when either the CEO or Senior Vice President are unavailable, or cannot sign as the check is made payable to themselves.  (See Item C below)  The CFO may initiate inter-account transfers among funds deposited at the same financial institution up to a limit of $250,000.  Transfers above $100,000 must receive CEO approval.
The CFO and CEO may together co-sign checks or authorize wire transfer payments for purchases up to a limit of $25,000 per single transaction.  


The CFO and Senior Vice President may co-sign checks or authorize wire transfer payments for purchases up to a limit of $25,000.  
In the unusual circumstance that a check may be required in the absence of the CEO and CFO, the Senior Vice President may co-sign a check with a Board officer up to the limit of $25,000.

C. Other

No designee may co-sign a check made out to themselves.

