
IVY PREPARATORY ACADEMY 
Financial Policy 

 

Disbursements 

 
Purpose 

This policy defines Ivy Preparatory Finance Office Disbursement process. 
 

Policy 

Disbursement files must be maintained for auditing purposes. The school utilizes the 

electronic filing in the accounting system. Files should include documentation that permission 

to purchase was approved in advance by Head of Schools/Principal, receipt/invoices, a 

Check Request form approved by Head of Schools/Principal listing the amount that the 

check should be written for, and a copy of the check that was written to the vendor. 

Auditors examine paid invoices for adequacy of documentation, proper reviews and 

approvals, cancellation of used checks, and correctness in recording disbursement 

transactions. The recommended process includes: 

1. All disbursements must be made by school check and/or school credit card. 

2. A disbursement should not be made unless approved by the Head of 

Schools/Principal with adequate supporting documentation. Additionally, if federal 

funds are used, the Check Request must have the signature of the Federal Program 

Director. 

3. Every effort should be made to secure an original invoice as proof of purchase. 

Statements or quotes alone should never be used as the bases for a payment. 

4. No check should be written for any documentation marked “CASH” or 

“Miscellaneous”. In rare cases, only money orders or cashier’s checks will be 

accepted as payments to a vendor. In that case, a check is written payable to ‘Cash’ 

and a money order or cashier’s check is purchased for the amount of the 

expense. All receipts will be required as supporting documentation and attached to 

the vendor invoices. 

5. Taxes should not be paid or reimbursed unless the item(s) purchased were to be taxed. 

6. Signed checks should be given to a third party for immediate mailing. 

7. The check and all supporting documentation should be attached to the vendor file 

in QuickBooks Online for ease of access. 

8. The Chief Financial Officer should assign responsibility for check stock custody. 

There should be limited access to check stock. 

 

Checks are normally processed semi-monthly, or on an as needed basis that varies 

according to the vendor. Therefore, Check Requests should be forwarded to the Finance 

Department no later than the Tuesday before allowing enough time to process the payment. 
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