USING THE MVQ EXPENSE VOUCHER

1. Use this form for all expenses of MVQ.

 a. If you have personally purchased something on 

behalf of MVQ, fill it out with your name as the 

person to make the check out to.

b. Use the name of the Speaker or guest (or their 

company name) for any fees to be paid. The treasurer 

must have the signed contract that includes the 

speaker’s tax identification number or social security 

number before a check can be written. The speaker 

will receive a 1099 for their personal taxes on 

January 31st if the fee is over $300.

c. Use the name of the organization to which you 

would like a direct payment made. If there is a 

contract involved (like with Holy Angels Church) 

the treasurer must have a copy of it. If this is 

a donation, the treasurer needs a letter to the 

organization to accompany the check (reason for 

the donation). This letter is generally written 

by the president or secretary.

d. If you will have an invoice mailed directly to 

the treasurer, fill out the voucher in advance. If 

you have an invoice to submit for payment, attach 

it to the voucher.

e. In the case of c. or d., if the payment is 

recurring every month, you may fill out one voucher 

that will be good for the entire year.

f. To reimburse a member for a workshop fee paid 

in advance when the workshop is ultimately canceled, 

complete one voucher and attach a list of the members 

getting refunds, including their addresses.

2. Staple all ORIGINAL receipts to the back of the 

voucher and note the total amount to be paid in the 

space on the front of the voucher. If you need the 

receipt for your credit card records, keep a copy. 

The treasurer needs the original to ensure that an 

expense isn’t paid twice.

3. Check off the category that applies to the reason 

for the expense.

4. Your signature indicates that you “vouch” that 

you have spent the money for MVQ business. SIGN the 

voucher in the space provided. Do not type in your name.

5. Vouchers will be paid promptly. Checks will not 

be written on demand at the MVQ general meetings.

6. You may email a voucher and receipts: scan a 

completed and signed voucher and put it in a Word 

document, scan the receipts and put them on page 2 

of the same document at true size. Attach the doc 

to an email and send to the treasurer. If it doesn’t 

work or cannot be opened, you will be contacted. 

(This treasurer has a computer glitch that will 

not allow me to open attachments to emails from A

OL subscribers).

NOTE: MVQ is exempt from paying sales taxes in 

Massachusetts. If you are authorized to purchase 

a large item, contact the treasurer for instructions 

prior to making the purchase. This is not to be used 

for any individual item under $100.
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