
Is the expense included in the 

association-approved budget?

Has the expense been previously 

authorized by the association?

The association has released the 

funds for this expense

Has the expense been previously 

authorized by the board?

In a board-approved event plan

Has the expense been authorized 

by the board?

By vote in a board meeting

Has a completed Payment 

Authorization Form (with receipts 

attached) been submitted?

Has the Payment Authorization 

Form been signed by the President 

and Recording Secretary?

YES

NONO

EXPENSE OR EVENT 

PLAN MUST BE 

APPROVED BY BOARD

PAYMENT AUTHORIZATION 

FORM MUST BE COMPLETED 

WITH RECEIPTS ATTACHED

WRITE THE CHECK

PAYMENT AUTHORIZATION 

FORM MUST BE SIGNED BY 

PRESIDENT & REC SEC

YES

YESYES*

YES

YES

NO NO

NO

NO

START

*Expenses authorized by the board but not approved by the association must be ratified by the association at the 

next meeting. Refer to bylaws for the maximum amount the board may approve between association meetings.

CAN WE WRITE THIS CHECK?
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Adapted from CAPTA Toolkit “Can We Write This Check?”
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