
 

Cheque Signing Procedure 
 

This procedure is to be used in conjunction with NRH Notice 04-06 or the equivalent board approved 
Purchasing/tendering Policy. The signing of cheques to pay for goods and services used by the non-
profit/co-operative is a key internal control.   
 
The signing board members must: 

Determine if the expense has been approved by the board: 
  Ongoing expenses such as phone, gas, plumbing repair etc. are approved as part of the 

operating budget and carefully monitored each month using the budget to actual reports  
 An item or contract specifically approved by the board based on the purchasing policy  

Determine if the supplier and amount is correct based on the board approval 
Each month choose at least two invoices to check in detail.  For example: 

  Check the carpet installed in a unit (was the tenant satisfied, is the installation and quality 
of carpet as ordered?)  

  Check the phone, internet, gas or hydro to ensure that bills are correct, the services 
included are services used by the corporation, the amounts are reasonable based on 
comparables (SHSC Performance Indicators) 

  Check the work of the plumber, electrician, mechanical contractor 
  Check any invoice that is unusual 

Determine if all backup is included.  With every cheque there must be: 
 An invoice that describes the goods or services including the unit number or area of the 

building  
 Invoices should also be numbered, clearly indicate the name, address and phone 

number of the business, the business number of the company should be included (GST 
must be charged by all businesses earning $30,000 or more per year). 

  The invoice should be stamped with: 
 Received (initials of a staff or other person that received the goods or checked 

that the job is complete would initial here) 
 Checked (initials of a staff or other person that checked the invoice to confirm that 

the amount is correct both mathematically and based on quotes/bids/contracts  
 Approved (initials of the board member signing the cheque that has confirmed that 

all checks have taken place and all supporting documentation is included) Indicate 
if extra checking of the work as described above has taken place 

 Approved (initial of the second board member signing the cheque) 
  A cheque detail attached indicating: 

 Amount 
 Date 
 Account(s) expense posted to 
(If not using computer generated cheques the above information should be included 
on the stamp) 

  Charge card statements, petty cash, must have the individual receipts                                       
attached   

 Possibly a purchase order if in use, packing slip or any other supporting documentation 
 

If all documentation is attached and all questions answered, the cheque can be signed! 
 

Note: 
Some bills are not paid by cheque but by direct withdrawal or internet banking.  The board member(s) 
must review these invoices and compare to a complete listing of all expenses for the month and the 
bank statement to ensure that all expenses have been reviewed and approved by the board.   


