
 

                                         Item #13-11-3 
Government Relations & Public Affairs Committee   Action 
 
October 24, 2013 
 

SACOG Accounting Policies 
 

Issue:  Should SACOG adopt new Credit Card, Purchase Order, and Petty Cash Policies? 
     
Recommendation: That the Government Relations & Public Affairs Committee recommend that the 
SACOG Board of Directors adopt the revised Credit Card, Purchase Order, and Petty Cash Policies.  
 
Discussion:  The SACOG Board adopted new Purchasing Policy and Procedures in June 2013.  Since 
that time, Staff has been working to update other related procurement and accounting policies that have 
not been updated for a number of years.  Attached for Committee review and approval are revised Credit 
Card, Purchase Order, and Petty Cash Policies.  A summary of the updates to each policy is provided 
below.     
 
Purchase Order Policy: 

1. Added procedure for ensuring compliance with the required procurement process. 
2. Included terms and conditions for purchase orders between $500-$10,000 for non-professional 

goods. 
3. Increased the minimum threshold for purchase orders from $100 to $500. 

 
Credit Card Policy: 

1. Changed the card holder from the Finance Manager to the Chief Operating Officer. 
2. Added parking for meetings as an approved expense. 
3. In lieu of a meal expenditure limit, incorporates the limitations from SACOG’s Travel Policy, 

which conforms to state and federal guidelines. 
4. Updated the process for reconciling statements and expenses.   
5. Added penalty for unauthorized use. 

 
Petty Cash Policy: 

1. Made typographical edits.  
 
 
Approved by: 
 
 
Mike McKeever 
Chief Executive Officer 
 
Attachments 
 
Key Staff: Erik Johnson, Government & Media Affairs Coordinator, (916) 340-6247 

Kirk Trost, Chief Operating Officer/General Counsel, (916) 340-6210 
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SACRAMENTO AREA COUNCIL OF GOVERNMENTS 
 

CREDIT CARD USE POLICY 
 

It is the policy of the Sacramento Area Council of Governments (“SACOG”) to allow the 
use of credit cards for certain business expenses, as outlined below.   
 
There are two credit cards issued to SACOG, one issued to the Chief Executive Officer 
(“CEO”) for his/her use in conducting business on behalf of SACOG, and one issued to 
the Chief Operating Officer (COO) for purchases related to SACOG operations.  The 
card issued to the Chief Operating Officer shall be held with the COO; however, his/her 
designee(s) shall have privileges to use this card for authorized purchases made on behalf 
of other employees. 
 
In order to request use of the credit card, an employee must complete a Visa 
Authorization and Expense Form and submit it to the COO or his/her designee who will 
make the purchase.  Under no circumstances shall any employee have access to the credit 
card unless approved by the COO. 
 
 
Approved uses for SACOG credit cards: 

• Purchase supplies or publications over the internet or telephone when purchase 
by credit card is more time and cost efficient than payment by check. 

• To reserve rooms for conferences and/or meetings. 
• To pay for lodging and meal expenses incurred during authorized travel. 
• To rent vehicles or purchase tickets on domestic carriers for authorized travel. 
• To purchase gasoline for rental vehicles used for authorized travel. 
• To purchase meals for SACOG business, such as staff and Board meetings. 
• To pay for parking for SACOG business, such as meetings or conferences. 
 

Expenditure Limits: 
• Authorized travel expenses cannot exceed the amounts set forth in SACOG’s 

Travel Policy. 
• Expenditures for meals must conform to SACOG’s Travel Policy.  

 
The credit card may not be used for: 

• Personal purchases.  Absolutely no personal use of the card is allowed. 
• Cash advances or money orders. 
• Gasoline for any personal vehicle. 
• Alcoholic beverages. 
• Any purchase that violates SACOG’s Contract and Purchasing Procedures, as 

adopted by the Board of Directors. 
 
The Finance Department shall maintain a current list of the SACOG credit cards issued, 
including photocopies of the cards, the credit limit established for each, the dates issued, 
and the dates returned. Upon receipt of a credit card, the CEO and COO receiving the 
card shall initial this list to acknowledge receipt of the credit card and to indicate 
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agreement that the credit card will be used only for authorized expenditures, as outlined 
herein, and will be safeguarded and kept in a secure location. 
 
When the COO’s credit card statement arrives, the Receptionist shall be responsible for 
matching the Visa Authorization and Expense Forms  to the charges on the statement.  
(The CEO’s assistant shall be responsible for matching expenses to charges on the CEO’s 
statement.)  The statement shall then be returned to the COO  for review.  The COO, or 
his or her designee, shall review each credit card statement as soon as possible to ensure 
that transactions comply with this policy.  Any undocumented transactions appearing on 
a statement shall be immediately investigated by the Finance Department.  The CEO, 
COO or employee responsible for the transaction is also responsible to resolve any issue 
relating to erroneous charges, returns, or adjustments to ensure proper credit is given on 
subsequent statements.   
 
The balance, including interest due on an extension of credit under the credit card 
arrangement, shall be paid for within 60 days of the initial statement date. 
 
Personal use or any other unauthorized use of SACOG issued credit cards is prohibited. 
Employees who use a SACOG issued credit card in a manner contrary to this policy shall 
promptly reimburse SACOG for the unauthorized purchases and shall also be subject to 
disciplinary action, up to and including termination of employment, and criminal action if 
warranted. 
 
 
Personal Credit Card Use:   
 
Employees are discouraged from using personal credit cards to purchase goods, services, 
refreshments for SACOG meetings and functions, or other agency business, and 
subsequently requesting reimbursement.  This option should be the course of last resort 
and should occur only after a Director, the Chief Executive Officer, or COO has granted 
permission. 
 
Employees who wish to use a personal credit card for travel costs must first have a 
completed travel authorization.  Employees must use prudence and due care to purchase 
the best rates available and document such costs.  Under no circumstances will an 
employee be reimbursed for first class fares.  Should the employee choose to travel via 
first class, or choose to select other unauthorized flight upgrade options, he/she will be 
reimbursed only for the amount of the lowest cost fare for the travel destination. 
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SACRAMENTO AREA COUNCIL OF GOVERNMENTS 
 

PURCHASE ORDER POLICY 
 

 
Purchase orders are a form of legal contract between a vendor who promises to deliver certain 
goods and/or services, and SACOG who agrees to pay for those goods and/or services.  Because 
they are binding on SACOG, care must be given in their issuance.  For this reason, purchase 
orders are not valid unless authorized and executed according to the Purchase Order Process 
outlined below. 
 
 
PURCHASE ORDER PROCESS 
 
A Request for Purchase Order must be created, and a purchase order issued, prior to goods or 
services being ordered.  The process by which a purchase order is requested, approved, and 
authorized is defined below. 
 

1. Staff shall request a Purchase Order using the Request for Purchase Order form in 
S/Admin/Forms/Accounting Forms/Purchase Order Request.  Sales tax and shipping 
should be included if applicable. 

a. A Request for Purchase Order must be created prior to ordering services or 
purchasing goods, or whenever a contract is approved by a Director, the Chief Executive 
Officer, Chief Operating Officer, or the Board of Directors.  The Request for Purchase 
Order shall be prepared by the staff member making the purchase.  

2. Approval shall be obtained by the authorized signer, as outlined in Section II of 
SACOG’s Purchasing Policies.  Directors, at their discretion, may request that their 
authorization be obtained for any Purchase Order requested by a staff member, regardless 
of the purchasing authorization limits. 

3. The Request for Purchase Order shall be forwarded to the Contracts Coordinator to verify 
that the appropriate procurement procedures have been followed.  Following verification 
by the Contracts Coordinator, the Request will be forwarded to the Finance Department 
where it will be determined whether sufficient funds are available in the approved budget.  
This determination will be documented by the Finance Manager’s signature on the 
Purchase Order.  

4. If sufficient funds are available and the necessary approvals have been obtained, a 
Purchase Order will be created.  Purchase Order numbers shall be sequential, with 
missing numbers accounted for. 

5. The Finance Manager will authorize the Purchase Order.  No purchase order is an 
executed document until authorized by the Finance Manager.  If the Finance Manager is 
unavailable for more than one day, the Chief Executive Officer or Chief Operating 
Officer may authorize the Purchase Order.  The executed Purchase Order will be 
provided to the staff person who initiated the request.  The original will be sent to the 
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contractor, two copies shall remain in the contract file, and one copy shall remain in the 
Finance Department. 

6. For supply contracts between Five Hundred Dollars ($500) and Ten Thousand Dollars 
($10,000), regardless of the funding source, the Purchase Order, together with the 
standard Purchase Order Terms and Conditions (S:/Admin/Contracts & RFP/Forms & 
Templates/Purchase Order Terms), shall serve as the written agreement. For other 
contracts, a written agreement, in addition to the Purchase Order, shall be executed 
pursuant to SACOG’s Purchasing Policies.   

 
PURCHASE ORDER AMENDMENTS 
An amendment to the Purchase Order shall be prepared for any contract extension or change in 
scope.  A Purchase Order Amendment must follow the Purchase Order Process, as set forth 
above, except that the Request for Purchase Order should clearly indicate that it is an amendment 
to an existing Purchase Order and identify the original Purchase Order number. 

 

PAYMENTS PURSUANT TO PURCHASE ORDERS  
1. All invoices submitted for payment must reference the executed Purchase Order number.  

Prior to submitting an invoice for payment, the Project Manager or staff member that 
initiated the request for Purchase Order shall verify that the invoice is consistent with the 
Purchase Order and contract scope of work (if any).  If the invoice is not consistent with 
the Purchase Order and contract scope of work (if any), the invoice shall not be submitted 
for payment.  

2. At the time of the final payment on a purchase order, one of the two copies in the 
requestor’s file should be attached to the final invoice with documentation noting that the 
Purchase Order/contract is complete. 

3. If the final payment for the service or commodity is 5% greater than the purchase order 
amount, a written explanation must be included. 

 

STANDING PURCHASE ORDERS 
 
Standing Purchase Orders are issued for vendors whom SACOG uses regularly, but the dollar 
amounts are relatively low for each purchase.  The Purchase Order shall identify the length of 
time for which it is valid, and the maximum dollar value.  All standing Purchase Orders shall 
expire on June 30 of each fiscal year. 
  
Should circumstances change during the fiscal year and additional funds be required under a 
standing Purchase Order, a Purchase Order amendment shall be processed. 
 
 
EXCEPTIONS TO REQUIREMENTS FOR PURCHASE ORDER 
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 Utilities including telephone, electricity, rent, water service, cable service, Internet 
service 

 Insurance claims and premiums  
 Payroll liability and benefit payments and service provider fees  
 Membership dues  
 Contributions to co-sponsor or participate in conferences, workshops or similar activities 
 Petty cash replenishment (subject to SACOG’s Petty Cash Policy) 
 Subscriptions 
 Travel expenses, reimbursements and advances (subject to SACOG’s Travel Policy and a 

completed travel authorization) 
 Postage, courier, delivery and messenger service 
 Purchases under $500  
 Credit card payment (subject to SACOG’s Credit Card Policy) 
 Copying charges 
 Attorney services (subject to approved Contract) 
 Trade circulars or books 
 Fuel  
 Payment to other governmental entities 
 Education and/or seminar registrations (subject to SACOG’s Travel Policy and a 

completed travel authorization) 
 Employee equipment loans (a Computer Loan request must be completed) 

 
Purchases exempt from the Purchase Order Process must be consistent with other applicable 
SACOG policies. 



SACRAMENTO AREA COUNCIL OF GOVERNMENTS 
 

PETTY CASH POLICY 
 
It is the policy of the Sacramento Area Council of Governments (“SACOG”) to allow the 
use of petty cash for certain SACOG business expenses, as outlined below.  Petty cash 
shall be used for incidental purchases not exceeding $30 (exclusive of sales tax) per 
purchase or sale, and the petty cash fund shall not exceed $300.  SACOG’s Finance 
Manager or his/her designee shall serve as the custodian of the petty cash fund.  Petty 
cash may be utilized for business lunches, parking fees, office supplies, and other 
incidental business expenses. 
 
Petty cash purchases may not be broken up into smaller purchases to circumvent this 
policy.  Reimbursement from petty cash for an amount in excess of the $30 per purchase 
limit must be approved by the Finance Manager.    
 
Creation of Petty Cash Fund 
To create the petty cash fund, a check shall be issued to “[Fund Custodian’s Name], Petty 
Cash Fund.”  The fund shall be replenished monthly, or as necessary.   
 

To replenish the fund, a check shall be issued for the amount expended during the 
preceding period (the total of the petty cash vouchers) and the appropriate expense 
accounts shall be debited.   
 
Transaction Documentation  
Proper documentation must be maintained for all petty cash transactions.  Both the 
custodian of the fund and the person receiving the money must sign a petty cash 
“voucher.”  A sample petty cash voucher is attached.   
 

Original receipts, when available, shall be retained in the file until the fund is 
replenished.  After the fund is replenished, the receipts shall be transferred to the 
appropriate invoice file. 
 
Reimbursement must be for current receipts, submitted to SACOG within fifteen (15) 
days of expenditure.   
 
Reimbursement will not be made from petty cash for purchases made for meetings, 
conferences, travel, or when there is another policy or procedure in place that addresses 
that expenditure.  
 
 
 
 



 
 
 

Sample Petty Cash Voucher: Form and Entry 
 

 
 
 
 
 
 
 
 
 
 

 

PETTY CASH VOUCHER 
 
   Voucher No.            2009-01                             Date:        9/1/09    
   Amount:                    $5.35                           Account:         50700 
 
     Purpose of expenditure:          Five folders needed for the      
            Board at the request of the Board Chair.  
             
 
 
 
            
 Approved By            Received By 
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