
 
 

Disbursement Approval Policy 
 

Purpose 

In order to ensure that ASDF disbursements are properly authorized, accurate 

and in line with ASDF’s mission, the Finance Committee recommends there be 

an Approval Policy. 
 

Policy 

A Treasurer’s Action Report (TAR) check request form (see attached) must be 

completed for all disbursement requests with approvals (on the form or via 

e-mail) according to the Approval Matrix below: 
 

Approval Matrix: 

 

 Budgeted Not Budgeted items need 

approval below prior to 

committing ASDF: 

Programs Executive Director and 

Program Manager 

≤ $1,000 – Executive Director, 

Program Manager & Treasurer 

Over $1,000 - Full Board  

Scholarships Executive Director  

 

≤ $1,000 – Executive Director, 

Scholarship Chair & Treasurer 

Over $1,000 - Full Board  

Theater 

Allocations 

Executive Director Full Board  

Operating 

Expenses 

Executive Director  ≤ $1,000 – Executive Director & 

Treasurer 

Over $1,000 - Full Board  

Fundraising  Executive Director and 

Fund Development Chair 

≤ $1,000 – Executive Director, 

Fund Dev. Chair & Treasurer 

Over $1,000 - Full Board  

 

Approvers indicate their acknowledgement of satisfactory receipt of the goods 

or services, agreement with all terms appearing on the vendor invoice, 

agreement with the amount of the invoice, and agreement to pay vendor in 

full.  Additionally, the approval indicates that this item/service is in alignment 

with the budget or indicates how it will be funded if not budgeted. 

 

Approved 2/4/16



 

 


