SMALL BUSINESS SPENDING LIMITATIONS POLICY

Effective Date: [EFFECTIVE DATE]

Policy Number: [POLICY NUMBER]

Company Name: [COMPANY LEGAL NAME]

Company Address: [COMPANY STREET ADDRESS]

[COMPANY CITY, STATE, ZIP CODE]

Policy Owner: [POLICY OWNER NAME AND TITLE]

Approved By: [APPROVING AUTHORITY NAME AND TITLE]

RE: Spending Limitations and Approval Authority for Small Business Expenditures

1. PURPOSE AND SCOPE

1.1 Purpose: This Small Business Spending Limitations Policy establishes the rules, limits, and approval requirements governing expenditures made on behalf of [COMPANY LEGAL NAME] (the "Company").

1.2 Scope: This Policy applies to all employees, officers, directors, contractors, and authorized agents of the Company who incur, approve, or reimburse expenses on the Company's behalf.

1.3 Applicability: This Policy applies to all purchases of goods and services, travel and entertainment expenses, petty cash disbursements, and any other commitment of Company funds.

1.4 Effective Date: This Policy is effective as of [EFFECTIVE DATE] and supersedes all prior spending policies and practices.

2. DEFINITIONS

2.1 Authorized Approver: An individual identified in Section 4 of this Policy who holds authority to approve expenditures within specified limits.

2.2 Capital Expenditure: Any expenditure for the acquisition, construction, or improvement of an asset with a useful life exceeding one year and a cost of [CAPITALIZATION THRESHOLD AMOUNT].

2.3 Operating Expenditure: Any routine expenditure for goods or services consumed in the ordinary course of business.

2.4 Petty Cash: A small fund maintained by [PETTY CASH CUSTODIAN NAME] for minor incidental expenses, not to exceed [PETTY CASH FUND AMOUNT].

2.5 Purchase Order: A written authorization issued by the Company prior to procurement of goods or services exceeding [PURCHASE ORDER THRESHOLD AMOUNT].

2.6 Related Party: Any officer, director, shareholder, employee, or immediate family member of any of the foregoing, or any entity in which such person holds a financial interest.

3. GENERAL SPENDING LIMITATIONS

3.1 Budget Compliance: No expenditure may be incurred unless it is provided for in the approved annual budget or separately approved in writing by [BUDGET APPROVAL AUTHORITY NAME AND TITLE].

3.2 Prohibited Expenditures: Company funds shall not be used for personal expenses, political contributions, gifts exceeding [GIFT LIMIT AMOUNT] per recipient per year, or any purpose prohibited by applicable law.

3.3 Segregation of Duties: No individual may both initiate and approve the same expenditure, except as expressly permitted in Section 4.4.

3.4 Documentation: All expenditures must be supported by original receipts or invoices and a completed expense report submitted within [EXPENSE REPORT SUBMISSION PERIOD] days of the expenditure.

3.5 Cash Payments: Cash payments exceeding [CASH PAYMENT LIMIT AMOUNT] are prohibited except for petty cash disbursements made in accordance with Section 6.

4. APPROVAL AUTHORITY AND SPENDING LIMITS

4.1 Tier One — Up to [TIER ONE LIMIT AMOUNT]: Expenditures up to [TIER ONE LIMIT AMOUNT] may be approved by [TIER ONE APPROVER TITLE].

4.2 Tier Two — [TIER TWO LOWER LIMIT AMOUNT] to [TIER TWO UPPER LIMIT AMOUNT]: Expenditures within this range require written approval of [TIER TWO APPROVER NAME AND TITLE].

4.3 Tier Three — Above [TIER THREE THRESHOLD AMOUNT]: Expenditures exceeding [TIER THREE THRESHOLD AMOUNT] require written approval of [TIER THREE APPROVER NAME AND TITLE] and, where the expenditure is a capital expenditure, approval of [BOARD OR OWNER APPROVAL AUTHORITY].

4.4 Emergency Expenditures: In an emergency, [EMERGENCY APPROVER NAME AND TITLE] may approve expenditures up to [EMERGENCY LIMIT AMOUNT], subject to ratification at the next scheduled review by [RATIFYING AUTHORITY NAME AND TITLE].

4.5 Related Party Transactions: Any expenditure involving a Related Party requires prior written approval of [RELATED PARTY APPROVER NAME AND TITLE] and disclosure in accordance with Section 9.

5. PURCHASING AND PROCUREMENT PROCEDURES

5.1 Purchase Requisitions: All purchases exceeding [REQUISITION THRESHOLD AMOUNT] must be initiated by a written purchase requisition submitted to [PROCUREMENT CONTACT NAME AND TITLE].

5.2 Competitive Bids: Purchases exceeding [BID THRESHOLD AMOUNT] require at least [NUMBER OF REQUIRED BIDS] written quotations from qualified vendors, unless a sole-source justification is approved by [SOLE SOURCE APPROVER NAME AND TITLE].

5.3 Purchase Orders: A purchase order must be issued for all purchases exceeding [PURCHASE ORDER THRESHOLD AMOUNT] prior to delivery of goods or performance of services.

5.4 Contract Review: Any contract with a value exceeding [CONTRACT REVIEW THRESHOLD AMOUNT] must be reviewed by [CONTRACT REVIEWER NAME AND TITLE] before execution.

5.5 Vendor Verification: New vendors must be verified against the Company's approved vendor list maintained by [VENDOR LIST CUSTODIAN NAME AND TITLE] prior to any payment.

6. PETTY CASH AND REIMBURSEMENTS

6.1 Petty Cash Custodian: Petty cash shall be maintained and reconciled by [PETTY CASH CUSTODIAN NAME AND TITLE].

6.2 Petty Cash Limit: Individual petty cash disbursements may not exceed [PETTY CASH DISBURSEMENT LIMIT AMOUNT].

6.3 Replenishment: Petty cash shall be replenished when the fund balance falls below [PETTY CASH REPLENISHMENT THRESHOLD AMOUNT], upon submission of receipts to [PETTY CASH REPLENISHMENT APPROVER NAME AND TITLE].

6.4 Reimbursements: Employee reimbursement requests must be submitted on the Company expense form with receipts attached and approved by [REIMBURSEMENT APPROVER NAME AND TITLE] within [REIMBURSEMENT APPROVAL PERIOD] days.

6.5 Mileage: Business mileage shall be reimbursed at the rate of [MILEAGE REIMBURSEMENT RATE] per mile, supported by a mileage log.

7. TRAVEL AND ENTERTAINMENT

7.1 Pre-Approval: Business travel exceeding [TRAVEL PREAPPROVAL THRESHOLD AMOUNT] requires written pre-approval from [TRAVEL APPROVER NAME AND TITLE].

7.2 Lodging and Meals: Lodging shall not exceed [LODGING LIMIT AMOUNT] per night and meals shall not exceed [MEAL LIMIT AMOUNT] per day, unless an exception is approved by [TRAVEL EXCEPTION APPROVER NAME AND TITLE].

7.3 Entertainment: Client entertainment expenses may not exceed [ENTERTAINMENT LIMIT AMOUNT] per event and require the names of attendees and business purpose to be documented.

7.4 Air Travel: Air travel shall be booked in [AIR TRAVEL CLASS] class unless an upgrade is approved by [AIR TRAVEL APPROVER NAME AND TITLE].

8. CAPITAL EXPENDITURES

8.1 Approval: Capital expenditures require approval in accordance with Section 4.3 and inclusion in the capital budget approved by [CAPITAL BUDGET APPROVER NAME AND TITLE].

8.2 Threshold: The capitalization threshold for this Policy is [CAPITALIZATION THRESHOLD AMOUNT].

8.3 Asset Records: All capital assets must be recorded in the fixed asset register maintained by [ASSET REGISTER CUSTODIAN NAME AND TITLE] within [ASSET RECORDING PERIOD] days of acquisition.

9. CONFLICTS OF INTEREST AND RELATED PARTY TRANSACTIONS

9.1 Disclosure: Any employee with a personal interest in a proposed expenditure must disclose that interest in writing to [CONFLICT DISCLOSURE RECIPIENT NAME AND TITLE] before the expenditure is approved.

9.2 Recusal: An employee with a conflict of interest shall not participate in the approval of the related expenditure.

9.3 Recordkeeping: All conflict disclosures and related approvals shall be maintained in the conflict of interest register by [REGISTER CUSTODIAN NAME AND TITLE].

10. MONITORING, REPORTING, AND AUDIT

10.1 Monthly Reporting: [REPORTING OFFICER NAME AND TITLE] shall prepare a monthly spending report comparing actual expenditures to budget for review by [REPORT RECIPIENT NAME AND TITLE].

10.2 Variance Review: Variances exceeding [VARIANCE THRESHOLD PERCENTAGE] percent of any budget line shall be investigated and explained in writing.

10.3 Internal Audit: The Company may conduct periodic audits of expenditures, and all personnel shall cooperate with reasonable audit requests.

10.4 Record Retention: Expenditure records shall be retained for [RECORD RETENTION PERIOD] years in accordance with applicable law.

11. POLICY VIOLATIONS

11.1 Consequences: Violations of this Policy may result in denial of reimbursement, disciplinary action up to and including termination, and, where applicable, referral to law enforcement.

11.2 Reporting Violations: Suspected violations should be reported to [COMPLIANCE CONTACT NAME AND TITLE] or through the Company's confidential reporting channel.

11.3 Non-Retaliation: The Company prohibits retaliation against any individual who reports a suspected violation in good faith.

12. EXCEPTIONS AND AMENDMENTS

12.1 Exception Requests: Requests for exceptions to this Policy must be submitted in writing to [EXCEPTION APPROVER NAME AND TITLE] and documented with the business justification.

12.2 Amendments: This Policy may be amended only by written instrument approved by [AMENDMENT APPROVER NAME AND TITLE].

12.3 Review: This Policy shall be reviewed at least annually by [POLICY REVIEWER NAME AND TITLE].

13. ACKNOWLEDGMENT AND SIGNATURES

13.1 Acknowledgment: By signing below, the undersigned acknowledges receipt of, and agrees to comply with, this Small Business Spending Limitations Policy.

Employee Name: [EMPLOYEE NAME]

Employee Title: [EMPLOYEE TITLE]

Employee Signature: [EMPLOYEE SIGNATURE]

Date: [EMPLOYEE SIGNATURE DATE]

Policy Owner Name: [POLICY OWNER NAME AND TITLE]

Policy Owner Signature: [POLICY OWNER SIGNATURE]

Date: [POLICY OWNER SIGNATURE DATE]

Approved By: [APPROVING AUTHORITY NAME AND TITLE]

Approval Signature: [APPROVING AUTHORITY SIGNATURE]

Date: [APPROVAL DATE]
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