amounts agree between documents.

The check stub will be attached to the form when the check is sent to the vendor. All paid
disbursement approval forms are filed by vendor, separated by the fiscal year in which
the payment was made, and retained for 7 years after the completion of the audit, per
District Document Retention Policy.

V1. Disbursements

The OCSD checking accounts will require two signatures by any of the following officials:
e General Manager
e Business and Accounting Manager
e Any member of the Board of Directors

The two signing officials of the check are to examine the full invoice/receipt and
disbursement approval form before signing any check.

Board of Director’s checks for compensation will be issued only after the Regular & Special

1) has been signed indicating approval by the General Manger. Any disbursement
approval form approved by one of the above signing officials will be signed by two,
different official, and not the official that approved the disbursement for payment.

The General Manager is authorized to update the “Authorized Signatures” form provided by

the County of San Luis Obispo for the payment of water supply to the County.

Lost checks will be re-issued less the amount of the bank’s Stop Payment fee, to cover the
cost of the stop payment order for the lost check.

Checks will be issued as needed to meet deadlines and take advantage of discounts. Check
writing will routinely be batched and done on every 1st and 3 Thursday of the month.
Invoices need to be received by Accounts Payable no later than 12:00 pm on every 1st and
3rd Thursday to be included in the batcha batch must be received by Accounts Payable no
later than 12:00 pm. Checks issued outside of a regular batch may only be authorized by the
General Manager to meet deadlines and are within budget. Payroll will be issued bi-weekly
on alternate Fridays.

The Business and Accounting Manger will reconcile the checking account within five (5)
working days of receipt of monthly bank statements and verify that all checks were
written in accordance with these guidelines.
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