
POTOMAC APPALACHIAN TRAIL CLUB (PATC) 

FIELD EXPENSE AUTHORIZATION AND REPORTING 

PROCEDURES 

 
The following procedures address the Expense Authorizations and Expense Reporting for an approved 

fiscal year budget. These procedures are intended to help ensure that supervisors stay within their 

approved budget line item and that a timely reimbursement process is established. The person 

designated in the fiscal year budget document, (herein called “Supervisor”) is responsible for managing 

budget line items assigned to them, and ensuring those reporting to them follow the procedures in this 

policy.  

When unforeseen circumstances arise that lead the supervisor to conclude they may need to exceed the 

approved budget, the supervisor must promptly notify the Treasurer and Staff Director, and provide 

details on the proposed budget adjustments and justification.  No one is authorized to commit funds 

(i.e. orders placed or services requested) exceeding the approved budget without the prior written 

authorization from the Treasurer or his or her designee.  

1.0 EXPENSE AUTHORIZATION 

1.1 Expenses Under $100 

Expenses under $100 will be considered nominal expenses. Such expenses may include postage 

copies or other miscellaneous costs and do not generally require prior approval from the 

supervisor.  

1.2 Expenses Between $100 and $500 

For expenses between $100 and $500, the supervisor may not require prior approval; however, 

the person making the purchase should make every effort to notify their supervisor of their 

intent to incur the expense either in writing, email or verbally.    

1.3 Expenses Over $500 

For expenses over $500, the person requesting the expense must obtain prior approval from 

their supervisor.  Exceptions would be expenses incurred to deal with a bona fide emergency 

situation, such as an emergency repair that cannot wait for supervisory approval. Those 

incurring the expense must notify their supervisor of the situation and the expense as soon as 

practical.  

 

 



1.4 Vendor Purchases 

When purchasing any supplies and/or services from a vendor that is set up with a “Net 30” 

payment account with PATC, the buyer will provide the vendor with specific information, 

including the name of the buyer, purpose (e.g. repairs for cabin X), and the PATC budget account 

code, that will facilitate linking the invoice with the budget account.  

2.0 EXPENSE REPORTING 

 The instructions below are for specific types of expense reports. The supervisor is responsible for 

ensuring timely submission of all required information and documentation as outlined below:  

• Date expense was made. 

• Budget account to be charged (from the approved budget line items). If goods or services fall 

into different accounts, then each item or group of items or services listed must identify the 

appropriate budget account number.   

• Name and address of vendor, if appropriate  This is not necessary for miscellaneous items such 

as postage or other such items; but would be important for purchases made at Home Depot or 

other established entities or from service providers, such as roofers, plumbers, electricians, 

etc.). If in doubt, please consult with Financial Liaison. 

• List of Items purchased or service rendered (if a detailed invoice was provided by the vendor, 

that may be attached and used in lieu of relisting the items in the voucher itself). 

• Original receipt, Net-30 day detailed invoice, copy of check issued, or copy of online receipt, if 

ordered over the Internet, must be attached to the voucher. 

• A copy of each voucher duly approved by the supervisor with supporting documentation will be 

mailed to PATC, 118 Park Street, SE, Vienna, VA 22180 to the attention of the Staff Director; or if 

hand delivered  to either the Financial Liaison or the Staff Director. The document will then be 

initialed and logged as received and submitted for payment. 

 

2.1 Out-of-Pocket Reimbursements 

 

The person seeking reimbursement for out-of-pocket expenses must submit their completed 

voucher with receipts to their supervisor for approval. It is strongly encouraged that vouchers be 

submitted to the supervisor no later than the 15th of the month following the month of 

purchase. For example, multiple out of pocket expenses incurred in January may be bundled and 

submitted (with receipts) to the supervisor no later than February 15th.  

 

The supervisor will then review and sign the voucher and submit it to the PATC headquarters no 

later than the 25th of the month. PATC will send out the reimbursement as directed on the 

voucher as soon as it is processed. Checks are processed every Wednesday.  

 

 



2.2 PATC Credit Card Purchases 

 

Some Budget Managers are issued a PATC credit card for their convenience. As timely 

submission of credit card receipts is critical for reconciling the credit card statement for 

payment, a voucher for these purchases, together with the receipts, should be submitted within 

10 days of purchase.  

 

2.3 Purchase from PATC Inventory 

If a supervisor wants to purchase Trail Guides, Maps, and other merchandise used for PATC 

sponsored activities or assignments, these items will be charged to the appropriate supervisor’s 

budget. The supervisor is encouraged to submit a request for these items ahead of time by 

completing a voucher, identifying the materials and quantities needed and submitting these 

requests to the Sales Manager one business day in advance, if possible. If unsure of what 

merchandise is needed beforehand, let the Sales Manager know when you will be at HQ to 

ensure she will be available to assist you.  If circumstances do not allow for this procedure to be 

followed, then the person requesting items must leave a completed voucher with the Sales 

Manager or Staff Director with details on items needed, quantities, and associated budget 

account number to be charged. Under no circumstances may a Club Member enter the store or 

warehouse to remove inventoried or other merchandise without providing an account number 

and detailed list of items removed or paying for the items with personal funds. The Sales 

Manager will submit the voucher to the finance department to debit the appropriate budget 

account. Please note that items purchased in this manner for promotional use by the budget 

area will be priced at cost. Should a Club Member wish to purchase items for personal use, they 

may do so by directly purchasing the item in the store or online at the member rate.  

2.4 End of Year Purchases and Reimbursements 

PATC’s fiscal (budget) year is the calendar year. In accordance with Generally Accepted 

Accounting Practices (GAAP), the authority to purchase goods or services from the approved 

budget expires at the end of the budget year. An expense will count against the current budget 

year if any one of the following occurs by no later than December 31st: (1) a cash or credit card 

purchase is made; (2) a check is issued; or (3) an invoice for payment is received, even if 

payment is made at a later date. It is not sufficient that an order was placed before the 

December 31st. Therefore, it is incumbent on supervisors to ensure that enough lead time is 

provided for one of the above conditions to be met. Failure to do so will mean that the 

expenditure will be charged against the budget for the following fiscal year. The only exception 

to this rule is that if PATC issues a grant, in accordance with GAAP, the grant will be considered 

expensed in the year the funds are committed. 

We recognize that unforeseen circumstances may preclude one from meeting these 

requirements. If a purchase would end up being charged to the following fiscal year please 

notify the Treasurer.  The Treasurer will work with the supervisor and staff on a case-by-case 

basis to resolve the issue.  



To facilitate timely closing of the books for the fiscal year and to account for purchases of goods 

and/or services in the budget for the same fiscal year it was authorized, it is important that all 

vouchers and receipts for the closed fiscal year are received by PATC not later than January 15 

of each year.    

 

 

 


