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Policy for Payment of Invoices

Approved by the 

Hart County Board of Commissioners

June 24, 3003

Attached is the final policy on the payment of invoices.  Please note that some things have changed from past practices.  
It is very important that you be aware of the fact that when you sign for payment of an invoice you are personally verifying that the purchase is correct, legal and all required documentation is in place.  This is especially true where you are the final signature before a check is issued for payment.  

Please review the attached policy and in particular note the following:

1. Each invoice must have the proper stamp with your signature, date and the four budget line item.  

2. If your budget is paid for by the Hart County Board of Commissioners with a lump sum check, we will begin issuing quarterly payments upon receipt of an invoice from you.  This will continue for those of you that are already following this procedure.  For those that are not, this will begin with the start of next fiscal year (04) beginning in October 2003.  You simply take your annual payment, divide it by four and bill us in advance of the quarter.  Any requested supporting documentation must also be submitted when you invoice the County.

3. Invoices for payments over $5,000 must also be signed by the County Administrator so please plan accordingly.

4. Travel expenses will no longer be signed by the County administrator unless a department head or constitution officer does not exist in your department.  All travel expense reimbursements must be signed by a department head or constitutional officer or they will not be paid.  You must be sure that the requested reimbursement is correct within the guidelines set by the Hart County Board of Commissioners and that all receipts are attached.  Failure to comply with guidelines or have the proper receipts attached will result in the reimbursement not being paid.  In addition by signing these reimbursement requests you are personally verifying that the purchase is correct, legal and all required documentation is in place.  The Administration will not be responsible for any misuse of funds for reimbursements not signed by the County Administrator.
