AMVETS Post TX115
Policy & Procedure 0900
April 1, 2015
Administrative Expenses 
Administrator:  Adjutant
	General:
	The Post Adjutant facilitates administrative actions required to for the Post to function.



	Postal Service Box:
	The Post maintains a Postal Service Box at the Kyle Post Office.  The Adjutant, Finance Officer, and Commander are authorized to pay the postal box rental fee, up to $75 for any single billing year, utilizing Cost Center (CC) 0902.

	Liability Insurance:
	The Post is required to maintain sufficient liability insurance.  The Adjutant obtains rate quotes annually to ensure the Post is obtaining the best value.  In coordination with the Commander, the Adjutant evaluates the quotes and presents a recommendation to the Executive Committee (ExComm) which votes to remain with the current carrier or to change.  The Finance Officer and Commander are authorized to pay the liability insurance premium, up to $600 annually, utilizing CC0940.

	Miscellaneous Administrative Expenses:
	Any Post member may make a request to the Adjutant or Post Commander for the Post to authorize/reimburse administrative expenses.  The Adjutant, in coordination with the Post Commander, determines if the expense is valid, and if so, the Commander may approve up to $100 utilizing CC0901.  

	Event Fees:
	Our Post participates in various events and activities, some of which involve entry fees.  The ExComm is authorized to utilize CC0950 up to $100 per event.  However, some events more appropriately fall under CC0630, Community Outreach, or CC0810 if the primary reason for the event participation is fund raising.

	Mess Fund:
	The Mess Fund, CC0951, is for food purchases for Post functions.  The Commander may approve up to $100.

	Miscellaneous Expenses:
	Any Post member may make a request to the Adjutant or Post Commander for the Post to authorize/reimburse miscellaneous expenses not addressed in another Policy & Procedure.  The Adjutant, in coordination with the Commander, determines if the expense is valid, and if so, the Commander may approve up to $100 utilizing CC0960.

	Mementos:
	When individuals or entities support an important veteran issue or the efforts of Post 115, the membership or the ExComm can vote to honor that support with a certificate, plaque, or other memento, utilizing Cost Center CC0970.  Any member can motion to honor an individual or entity for their support.  

	Authorization Above Caps:
	Amounts greater than authorized above must be approved by the ExComm or Post membership.  The total expenditures in any individual CC must not to exceed the fiscal year budgeted amount.  Any expenditure above the budgeted amount must be approved as a budget amendment, per P&P0031.  

	Appeal:
	A member may appeal to any Post officer for ExComm reconsideration of a denied request or raise the issue in a motion at a Post general meeting.

	Records:
	The Adjutant completes individual vouchers for each approved payment.  

	Notification:
	The Adjutant should detail administrative expenses at the next Post general meeting.

	Certification:
	Approved by the Post membership on  04/01/2015
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