
Expenditure/Expense Policy 

 
Expenditure/expenses are a rough measure of a local government’s service output. 
While many expenditures/expenses can be easily controlled, emergencies, unfunded 
mandates, and unanticipated service demands may strain our ability to maintain a 
balanced budget. To ensure proper control of expenditures/expenses and provide for a 
quick and effective response to adverse financial situations, the Town Council has 
adopted the following expenditure/expense policy statements: 
 

1. Expenditures/expenses and purchase commitments will be made in a form and 
process that is legal, appropriate, funded, authorized and sufficiently 
documented. 

 
2. Expenditures/expenses and purchase commitments will be recorded in an 

accurate and timely fashion. 
 

3. Departments must issue purchase orders as required under our procurement 
policy. Departments are encouraged to issue purchase orders whenever 
practical, even if they are not required. 

 
4. Purchase orders must be prepared at the time of purchase/order.  POs will be 

entered into the financial program, printed, and submitted to the Finance Clerk 
within three business days.  Packing slips must be initialed and given to the 
finance clerk within five business days.  If any goods or services are not 
received, the PO must be liquidated by the finance clerk. 

 
5. Invoices shall be received by the finance clerk.  Invoices will be matched to Pos 

and added to the abstract to be audited by the Town Council. 
 

6. The finance clerk will issue checks promptly for all claims properly completed and 
approved by the Town Council. 

 
7. The balances in appropriation accounts will be monitored regularly to ensure that 

the total of expenditures/expenses and purchase commitments in any account do 
not exceed the authorized budget for that account. 

 
8. Requests for competitive bids, proposals, formal and informal quotes, and other 

methods of seeking and encouraging vendor competition will be obtained as 
required by law or otherwise stated in the procurement policy. 

 
9. Arrangements will be encouraged with other governments, private individuals, 

and firms, to contract out or cooperatively deliver services, in a manner that 



reduces cost and/or improves efficiency and effectiveness while maintaining 
service quality. 

 
10. The full direct and indirect costs will be calculated for any service provided for a 

fee or charge, or where there is a potential for the reimbursement of such costs.  
 

11. We will maintain an effective risk management program that provides adequate 
coverage, minimizes losses, and reduces costs. 


