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]

Prepared By: [PREPARER NAME AND TITLE]

Approved By: [APPROVING AUTHORITY NAME AND TITLE]

RE: SMALL BUSINESS SPENDING LIMITATIONS AND AUTHORIZATION POLICY

1. PURPOSE AND SCOPE

1.1 Purpose: This Small Business Spending Limitations Policy establishes the rules, approval thresholds, and internal controls governing all expenditures made by or on behalf of [COMPANY LEGAL NAME] (the "Company").

1.2 Scope: This Policy applies to all employees, officers, directors, owners, contractors, and agents of the Company who incur, authorize, approve, or reimburse expenses using Company funds.

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

1.4 Policy Owner: The owner and administrator of this Policy is [POLICY OWNER NAME AND TITLE], who is responsible for periodic review and updates.

2. DEFINITIONS

2.1 "Expense" means any commitment, purchase, payment, or reimbursement of Company funds for goods or services.

2.2 "Authorized Approver" means the individual(s) designated in Section 4 of this Policy with authority to approve expenditures at specified dollar levels.

2.3 "Budget" means the annual or periodic spending plan approved by [APPROVING AUTHORITY NAME AND TITLE] on [BUDGET APPROVAL DATE].

2.4 "Capital Expenditure" means any purchase of a fixed asset with a useful life exceeding one year and a cost at or above [CAPITALIZATION THRESHOLD AMOUNT].

2.5 "Petty Cash" means the small discretionary fund maintained by [PETTY CASH CUSTODIAN NAME AND TITLE] in the amount of [PETTY CASH FUND AMOUNT].

2.6 "Purchase Order" means a written authorization issued by the Company prior to the purchase of goods or services.

3. GENERAL SPENDING PRINCIPLES

3.1 All expenditures must be reasonable, necessary, and directly related to the Company's business operations.

3.2 No employee may incur an expense that exceeds the applicable limit in this Policy without prior written approval.

3.3 All expenses must be supported by original receipts or other documentation acceptable to the Company.

3.4 Expenses must be charged to the appropriate budget category and cost center: [COST CENTER OR DEPARTMENT DESIGNATION].

3.5 Personal expenses may not be charged to the Company under any circumstances.

3.6 Splitting a single transaction into multiple smaller transactions to avoid approval thresholds is prohibited.

4. APPROVAL AUTHORITY AND SPENDING LIMITS

4.1 Tier 1 — Up to [TIER 1 LIMIT AMOUNT]: May be approved by [TIER 1 APPROVER TITLE].

4.2 Tier 2 — [TIER 2 MINIMUM AMOUNT] to [TIER 2 MAXIMUM AMOUNT]: Requires approval of [TIER 2 APPROVER TITLE].

4.3 Tier 3 — [TIER 3 MINIMUM AMOUNT] to [TIER 3 MAXIMUM AMOUNT]: Requires approval of [TIER 3 APPROVER TITLE].

4.4 Tier 4 — Above [TIER 4 THRESHOLD AMOUNT]: Requires approval of [TIER 4 APPROVER NAME AND TITLE] and written consent of [OWNER OR BOARD DESIGNATION].

4.5 Named Authorized Approvers: The following individuals are designated as Authorized Approvers under this Policy:

Approver 1: [APPROVER 1 NAME], [APPROVER 1 TITLE], Limit: [APPROVER 1 LIMIT AMOUNT]

Approver 2: [APPROVER 2 NAME], [APPROVER 2 TITLE], Limit: [APPROVER 2 LIMIT AMOUNT]

Approver 3: [APPROVER 3 NAME], [APPROVER 3 TITLE], Limit: [APPROVER 3 LIMIT AMOUNT]

4.6 No individual may approve his or her own expense or the expense of a family member or household member.

5. SPECIFIC EXPENSE CATEGORY LIMITS

5.1 Travel — Airfare: Maximum [AIRFARE LIMIT AMOUNT] per round trip; class of service: [CLASS OF SERVICE].

5.2 Travel — Lodging: Maximum [LODGING LIMIT AMOUNT] per night.

5.3 Travel — Meals: Maximum [MEALS LIMIT AMOUNT] per day.

5.4 Travel — Ground Transportation: Maximum [GROUND TRANSPORTATION LIMIT AMOUNT] per trip.

5.5 Client Entertainment: Maximum [ENTERTAINMENT LIMIT AMOUNT] per event, subject to prior approval by [ENTERTAINMENT APPROVER TITLE].

5.6 Office Supplies: Maximum [OFFICE SUPPLIES LIMIT AMOUNT] per purchase without a purchase order.

5.7 Equipment and Technology: Maximum [EQUIPMENT LIMIT AMOUNT] per item without Tier 3 approval.

5.8 Professional Services: Maximum [PROFESSIONAL SERVICES LIMIT AMOUNT] per engagement without Tier 3 approval.

5.9 Marketing and Advertising: Maximum [MARKETING LIMIT AMOUNT] per campaign without Tier 3 approval.

5.10 Training and Development: Maximum [TRAINING LIMIT AMOUNT] per employee per year.

5.11 Gifts and Gratuities: Maximum [GIFT LIMIT AMOUNT] per recipient per year.

5.12 Subscriptions and Memberships: Maximum [SUBSCRIPTION LIMIT AMOUNT] per year per subscription.

5.13 Vehicle and Mileage: Reimbursed at [MILEAGE RATE] per mile, up to [MILEAGE ANNUAL CAP AMOUNT] per year.

5.14 Petty Cash: Individual petty cash disbursements may not exceed [PETTY CASH SINGLE TRANSACTION LIMIT AMOUNT].

6. PURCHASE ORDERS AND PROCUREMENT

6.1 A Purchase Order is required for any expenditure at or above [PURCHASE ORDER THRESHOLD AMOUNT].

6.2 Purchase Orders must be issued by [PURCHASING AUTHORITY NAME AND TITLE] prior to the commitment of funds.

6.3 Vendors must be selected in accordance with the Company's vendor selection procedures and, where required, competitive quotes must be obtained.

6.4 Competitive quotes are required for purchases at or above [QUOTE THRESHOLD AMOUNT]; the number of required quotes is [NUMBER OF REQUIRED QUOTES].

7. REIMBURSEMENT PROCEDURES

7.1 Expense reports must be submitted within [REIMBURSEMENT SUBMISSION DAYS] days of the expense date.

7.2 Expense reports must be submitted to [EXPENSE REPORT RECIPIENT NAME AND TITLE].

7.3 Original receipts are required for all expenses at or above [RECEIPT REQUIRED THRESHOLD AMOUNT].

7.4 Reimbursements will be processed within [REIMBURSEMENT PROCESSING DAYS] days of approval.

7.5 Late submissions may be denied at the discretion of [LATE SUBMISSION APPROVER TITLE].

8. PROHIBITED EXPENDITURES

8.1 The following expenditures are prohibited without the express written approval of [PROHIBITED EXPENSE APPROVER NAME AND TITLE]:

(a) Political contributions or lobbying expenses.

(b) Fines, penalties, or personal legal fees.

(c) Alcohol except as part of an approved client entertainment event.

(d) Personal travel, entertainment, or gifts.

(e) Any expenditure that violates applicable law or regulation.

8.2 Any prohibited expenditure discovered by the Company may be recovered from the responsible individual.

9. BUDGET COMPLIANCE AND MONITORING

9.1 All spending must remain within the approved Budget for the applicable period.

9.2 [POLICY OWNER NAME AND TITLE] shall review spending against the Budget [REVIEW FREQUENCY].

9.3 Overspending of any budget category by more than [OVERSPEND VARIANCE PERCENTAGE] requires written explanation to [OVERSPEND REPORT RECIPIENT NAME AND TITLE].

10. RECORDKEEPING AND DOCUMENTATION

10.1 All expense records shall be retained for [RECORD RETENTION PERIOD] in accordance with applicable law.

10.2 Records shall be maintained by [RECORDS CUSTODIAN NAME AND TITLE] at [RECORDS LOCATION].

10.3 Financial records must be made available for audit upon request.

11. INTERNAL CONTROLS AND SEGREGATION OF DUTIES

11.1 The individual who approves an expense may not also process payment for that expense.

11.2 Bank account reconciliations shall be performed by [RECONCILIATION PERFORMER NAME AND TITLE] on a [RECONCILIATION FREQUENCY] basis.

11.3 Signing authority for Company bank accounts is limited to [AUTHORIZED SIGNATORY NAMES AND TITLES].

11.4 Dual signatures are required for payments at or above [DUAL SIGNATURE THRESHOLD AMOUNT].

12. EXCEPTIONS AND WAIVERS

12.1 Requests for exceptions to this Policy must be submitted in writing to [EXCEPTION REQUEST RECIPIENT NAME AND TITLE].

12.2 Exceptions must be approved in writing by [EXCEPTION APPROVER NAME AND TITLE] before the expense is incurred.

12.3 Approved exceptions shall be documented and retained with the related expense records.

13. VIOLATIONS AND DISCIPLINARY ACTION

13.1 Violation of this Policy may result in disciplinary action up to and including termination of employment or engagement.

13.2 The Company reserves the right to recover unauthorized expenditures from the responsible individual.

13.3 Suspected fraud or misappropriation shall be reported to [FRAUD REPORT RECIPIENT NAME AND TITLE].

14. ACKNOWLEDGMENT AND CERTIFICATION

14.1 By signing below, the undersigned acknowledges that he or she has read, understands, and agrees to comply with this Small Business Spending Limitations Policy.

14.2 The undersigned agrees to report any known violations of this Policy.

Employee or Agent Name: [EMPLOYEE OR AGENT NAME]

Title: [EMPLOYEE OR AGENT TITLE]

Signature: [EMPLOYEE OR AGENT SIGNATURE]

Date: [ACKNOWLEDGMENT DATE]

15. POLICY REVIEW AND AMENDMENT

15.1 This Policy shall be reviewed at least [POLICY REVIEW FREQUENCY] by [POLICY REVIEWER NAME AND TITLE].

15.2 Amendments to this Policy require written approval of [AMENDMENT APPROVER NAME AND TITLE].

15.3 The current version of this Policy shall be maintained at [POLICY LOCATION OR SYSTEM].

16. SIGNATURES

Company Representative Name: [COMPANY REPRESENTATIVE NAME]

Title: [COMPANY REPRESENTATIVE TITLE]

Signature: [COMPANY REPRESENTATIVE SIGNATURE]

Date: [COMPANY SIGNATURE DATE]

Approving Authority Name: [APPROVING AUTHORITY NAME]

Title: [APPROVING AUTHORITY TITLE]

Signature: [APPROVING AUTHORITY SIGNATURE]

Date: [APPROVAL DATE]


Downloaded from www.printablelegaldoc.com
https://www.printablelegaldoc.com/
