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A. RELATIONSHIP TO BY-LAWS 
These financial policies and procedures shall be implemented at all times consistently with the 

organization’s by-laws. Article IV, part 3 of the by-laws of the Advisory Board creates and 

authorizes the Budget & Audit Committee, and details its membership, powers and duties, and 

charge. 

B. FISCAL YEAR 
The fiscal year of the organization is January 1 through December 31. 

C. BUDGET 
I. Budget Calendar: The budget year shall be the same as the fiscal year of the 

organization. 

II. Budget Format: The budget format shall be in the form as determined by the Budget & 

Audit Committee. 

III. Budget Process: 

a. Presentation of Budget: Two to three months prior to the start of the fiscal year, the 

Executive Director shall present a draft annual budget to the Budget & Audit 

Committee. The Budget & Audit Committee shall recommend a draft budget to the 

full Advisory Board for its consideration no later than the December 31 each year. 

b. Board Action: The full Advisory Board will receive the draft report and 

recommendation, and adopt a budget based thereon, subject to any amendments or 

edits approved by the full Advisory Board. 

IV. Administration of Budget: Expenses not anticipated and approved in the budget (either in 

type or amount) shall be submitted to Treasurer for review, approval and direction as to 

payment. In the event of a vacancy in this office, said unanticipated expense should be 

submitted to any Officer for review, approval and direction as to payment. 

V. Bookkeeper: The Advisory Board may retain the services of a bookkeeper for the 

purposes of bookkeeping, reporting, and assistance with implementing these financial 

policies and procedures. Written documentation of expenses shall be provided to the 
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organization’s Bookkeeper for recording. The Bookkeeper shall not conduct any audit 

review of the Advisory Board’s finances, nor shall they issue any payments directly. Any 

audit must be by an independent entity. 

D. BANK ACCOUNTS 
I. Creation: The organization shall maintain such bank accounts and investments as 

consistent with the organization’s policies and as authorized by the Budget & Audit 

Committee from time to time. 

II. Reconciliation: Monthly account statements shall be received by the Bookkeeper either 

by electronic means, or via the United States Postal Service. Promptly upon receipt of the 

monthly account statement, the Bookkeeper, who does not have signatory authority over 

the account, shall reconcile the bank account transactions and ending balance with the 

financial records of the organization. 

III. Signature Authority: The following individuals have signatory authority on Advisory 

Board bank accounts and checks:  

• The Chair of the Advisory Board or their designee 
• The Executive Director 
• The Treasurer or their designee 

 
IV. Signature Requirements: The Executive Director has authority to issue checks or 

payments up to a n d  i n c l u d i n g  $10,000.00. For any checks or  payments 

in amounts greater than $10,000.00, those with signature authority (see Section III above) 

must review the documentation and approve payment in writing before the payment is 

issued. The Budget & Audit Committee may also authorize payments in excess of $10,000 

by majority vote. 

V. Checking Account: Should the MBTA Advisory Board choose to retain a checking 

account for the payment of expenses, it may, upon the recommendation of the Budget & 

Audit Committee, transfer such funds as deemed appropriate for the payment of bills into 

said checking account. 

VI. Money Market Account: Should the MBTA Advisory Board choose to retain a money 
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market account, linked or unlinked to its checking account, it may, upon the 

recommendation of the Budget & Audit Committee, transfer such funds as deemed 

appropriate into said money market account. The Executive Director is authorized to make 

transfers between any money market and checking accounts as he/she deems necessary for 

the payment of authorized expenses, and to avoid overdrafts. 

VII. Statements: The Executive Director, or their designee, shall make any and all bank 

statements available to the organization’s Bookkeeper regularly, as well as to any and all 

members of the Budget & Audit Committee and/or Officers of the organization as request 

them. 

E. RESERVES/INVESTMENTS 
The Advisory Board may establish and periodically review a Reserves/Investments policy as it 

deems fit. 

F. RECEIPTS 
I. General: All organizational receipts for deposit shall be deposited in the organization’s 

bank account. All funds received for deposit shall be promptly recorded and deposited into 

the organization’s checking account within a week of receipt. Deposits shall be made intact 

and cash shall not be returned back upon deposit 

II. Recognition of Income: Revenue will be recognized over the period to which it relates. 

Such amounts earned, but not received, will be reported as receivables. Such amounts 

received, but not earned, will be reported as deferred revenue.  

III. Accounts Receivable: All receivables shall be treated as fully collectible. Accordingly, 

no allowance for doubtful accounts is required. If accounts become uncollectible, they will 

be charged to operations when that determination is made. 

IV. Checks: All checks shall be restrictively endorsed immediately upon receipt by those with 

signature authority (see DIII) with the notation, “For Deposit Only, [Bank Name], [Account 

Number].”  

V. Cash: To the fullest extent allowable by law, the Advisory Board does not accept cash 
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(i.e., currency). 

G. DISBURSEMENTS 
I. Disbursements: Disbursements shall preferably be made by pre-numbered checks, or via 

electronic payments from the bank account. Disbursements may be made using debit cards 

following the policies set out in part V of this section.  

II. No Cash Transactions: Checks shall not be made out to “cash” nor shall checks be signed 

in blank. The Advisory Board should not make any payments in cash. 

III. Checkbook: The Executive Director shall maintain the organizational checkbook. 

Signatories to the organizational checking account shall be those with signatory authority 

as described in DIII.  

IV. Voided Checks: Voided checks shall be defaced and kept on file. 

V. Debit Cards: The organization may maintain debit cards to allow debit transactions on 

the organization’s checking account. Use of organization debit cards shall be strictly 

limited to payment of legitimate expenses of the organization. The Executive Director is 

authorized to make payments, by setting up “recurring monthly debit card charges” for 

those payments which cannot easily be made by check, for recurring monthly invoices up 

to $500.00 in each instance. 

VI. Disbursement Authorization: The Executive Director is authorized to make check or 

electronic payments from the operating account for expenses within the approved budget 

up to and including $10,000.00. Expenses not anticipated and approved in the budget 

(either in type or amount) shall be referred to Treasurer for review, approval and direction 

as to payment. In the event of vacancies in this office, said unanticipated expense should 

be submitted to any Officer for review, approval and direction as to payment.  

VII. Disbursement Vouchers: Documentation shall be prepared for each invoice, debit card 

transaction, or request for reimbursement that details the date of the check, check number, 

payee, amount of check, and description of expense account(s) to be charged. Invoices or 

accompanying receipts will be attached as backup to the check stub or electronically to 

the transaction in the organizations book keeping system. 
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VIII. Expense Reimbursements: Requests for reimbursement of expenses incurred by 

organization Officers, employees, members or designees on behalf of the organization, 

shall be checked for mathematical accuracy and reasonableness before approval. All 

requests for reimbursement shall be supported by receipts or other appropriate 

documentation and shall include a statement of the purpose for which the expense was 

incurred. No individual may authorize any reimbursements for themselves. 

IX. Expense Verification: Before signing any check or authorizing any electronic or debit 

card payment, the signatory shall review disbursement vouchers, invoices and supporting 

documentation for accuracy, and to verify that it is a legitimate expense of the 

organization. Invoices from unfamiliar or unusual vendors shall be reviewed and approved 

before payment.  

X. Payment Preparation and Issuance: The Executive Director shall be responsible for 

preparing and processing all check and electronic payments to vendors. Checks shall be 

mailed promptly upon signature and after all authorizations are received, and any 

electronic payments will be made promptly. 

XI. Payment Record Keeping: Proper copies of all checks or electronic payments are to be 

kept according to the record retention policy see Section K below. Electronic copies of all 

payments will be provided monthly to the Bookkeeper, who shall ensure that such 

payments are properly recorded in the organization’s bookkeeping system. As soon as 

practicable, the debit card user shall send supporting documentation for each debit card 

transaction to the Bookkeeper. However, notice of regular, recurring debit transactions 

need only be notified once per fiscal year. 

XII. Prepaid Expenses: Expenses related to future periods will be classified as prepaid 

expenses and will be recognized as expenses in the period during which the related 

expense occurs. 

XIII. Unpaid Invoices: Unpaid invoices shall be maintained in an unpaid invoice file. 

XIV. Bi-Weekly Payment Recommendation Memo: Each month, or whenever payments are 

processed, the Executive Director shall submit a Payment Recommendation Memo to the 

Bookkeeper and the Treasurer or their designee. In the event of vacancies in these offices, 

said memo should be submitted to any officer of the organization. This memo shall 
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recommend which payments to make each month, their amounts, and all other pertinent 

information. The Executive Director, or other payment authorizer (see D III above) shall 

not issue any payments other than those included in this recommendation memo, except 

as authorized. 

H. BOOKS AND RECORDS; FINANCIAL REPORTING 
I. Chart of Accounts: The organization’s financial reporting shall be created and maintained 

in a form approved by the Budget & Audit Committee. 

II. General: The Treasurer, via the Executive Director shall maintain all financial books and 

records subject to conditions set forth by the Budget & Audit Committee, and/or the full 

Advisory Board. All such books and records shall be open to review by the Treasurer, 

officers, members of the Budget & Audit Committee, other members/designees that 

request them, and other authorized agents of the organization at all times. 

III. Monthly Financial Reports: On a monthly basis as soon as practicable the Bookkeeper 

shall provide appropriate financial reports to the Executive Director. The Executive 

Director, shall, after reviewing the same, cause the report package to be provided to the 

Budget & Audit Committee Chair, and any Officer or member/designee that requests it. 

Documentation shall be maintained of all checks or other documents resulting in the debit 

of funds from any organization financial account. Documentation shall be maintained of 

all deposits or transfers of funds into any organization financial account.  

IV. Annual Financial Reports: On an annual basis as soon as practicable after receipt of the 

monthly bank account statement for the twelfth month of the fiscal year, the Bookkeeper, 

via the Executive Director, shall provide to the Treasurer and Budget & Audit Committee 

Chair the following reports: 

• Annual Profit and Loss Statement showing income and expenses by budget 
category; 

• End of Year Balance Sheet showing all organizational assets and liabilities as of 
the last day of the fiscal year 

• B u d g e t  v e r s u s  A c t u a l  r e p o r t  w i t h  n a r r a t i v e .   
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The Treasurer, via the Executive Director shall cause copies of all such reports to be 

provided to the Officers, Budget & Audit Committee members, and any other member or 

designee of the Board that requests them, and other authorized agents of the organization. 

V. Publication of Annual Financial Reports. Annual financial reports of the organization 

shall be made available to any member or designee who requests the same.  

VI. Form 990 reporting. The MBTA Advisory Board, as a government entity, is a section 

115 organization for IRS purposes. As such, it does not file state and federal taxes or file 

returns.  

VII. Independent Audit. The Treasurer, via the Executive Director, shall ensure that an 

independent financial audit review is completed for each fiscal year. They shall oversee 

the completion of said audit, receive the audit and any management letters, and provide a 

report on all audits to the Budget & Audit Committee. Said audit review shall be 

conducted in a manner approved by the Budget & Audit Committee, and include all such 

areas of review as said committee sees fit. 

VIII. Access to Records. The Bookkeeper shall cooperate by providing the outside auditor 

access to such books and records of the organization as are necessary to carry out the audit 

function. 

I. CONTRACTS AND FINANCIAL COMMITMENTS 
I. Board Authority. No employee, member, designee, agent, independent contractor or 

other representative of the organization shall bind the organization to any contract 

or agreement involving a financial commitment of the organization except upon the 

authorization of the Executive Director. Any contracts greater than or equal to $10,000.00 

for a period of 12-months shall not be approved without the authorization of the Treasurer 

or their designee. In the event of vacancies in this office, said financial commitment should 

be submitted to any Officer of the organization for review, approval and direction as to 

payment. The Budget & Audit Committee may also approve said financial commitment 

via resolution.  

II. Signed Contracts. All written contracts between the organization and any vendor or other 
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provider of goods or services to the organization or its membership shall be signed on 

behalf of the organization by the Executive Director, or an Officer of the Advisory Board 

if there is no Executive Director. 

J. PAYMENT OF EMPLOYEE SALARIES, WAGES, BENEFITS, AND 
RELATED COSTS: 

This procedure should be used to authorize the hiring, supervision, compensation, payment of 

compensation (including fringe benefits) and associated payroll processing expenses for 

employees of the MBTA Advisory Board. The MBTA Advisory Board shall utilize the services 

of an independent, third party to process payroll. It may also enter into agreements with 3rd parties 

to offer appropriate employee benefits to its employees. The authorization of any contracts or 

agreements related to employee wages or benefits are subject to Section I, Part II above.  

I. Executive Director: The MBTA Advisory Board’s enabling legislation references the 

position of Executive Director of the organization. The Executive Director shall be the 

Chief Administrative Officer for the Board. The Executive Director shall perform the 

duties specified in the Enabling Legislation, the Board By-Laws and such other duties as 

the Board and its various committees shall from time to time assign to them.  

II. Executive Director Employment Agreement: The Board may enter into an employment 

agreement with the Executive Director at the discretion of the Board Chair. This 

agreement may determine the salary, fringe benefits, and related other expenses to 

compensate the Executive Director. For the purposes of the Fair Labor Standards Act, the 

Executive Director shall be an "exempt employee.” The Executive Director may also be 

hired as an “at will” employee.  

III. Other MBTA Advisory Board Employees: The Executive Director shall hire and 

supervise any other employees of the MBTA Advisory Board, subject to budgetary 

oversight. 

IV. Employee Benefits: The MBTA Advisory Board may offer, and expends funds on those 

employee benefits as approved in the annual budget, or any employment agreement, any 

employment policies adopted by the Board, or other relevant oversight. In FY23, the 
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MBTA Advisory Board offers its employees the following employee benefits: health 

insurance (family or individual), dental insurance (family and individual), retirement 

contributions via a Simple Employment Pension (SEP) Individual Retirement Account 

(IRA), and life insurance. The Executive Director is authorized to make such payments 

from the MBTA Advisory Board, subject to budgetary oversight and Section I, Part II above. 

V. Employer-Paid Payroll Taxes: The Executive Director is authorized to transfer all 

relevant state and federal employer-paid payroll taxes on behalf of the MBTA Advisory 

Board. Such taxes should be calculated by the 3rd party payroll entity.  

VI. Employee-Paid Payroll Taxes: The Executive Director is authorized to transfer all 

relevant state and federal employer-paid payroll taxes withheld from paychecks, on behalf 

of all MBTA Advisory Board employees. Such taxes should be calculated by the 3rd party 

payroll entity. 

VII. 3rd Party Payroll Fees: The Executive Director is authorized to pay all relevant payroll 

fees incurred for the use of an independent, 3rd party payroll processing company. Such 

payments are subject to budgetary oversight and Section I, Part II above 

K. DOCUMENT RETENTION AND DESTRUCTION POLICY 
This Document Retention and Destruction Policy of the MBTA Advisory Board identifies the 

record retention responsibilities of the organization, and administrative and service providers for 

maintaining and documenting the storage and destruction of documents and records. This policy 

is consistent with the Commonwealth’s records retention regulations and all applicable laws and 

statutes. The MBTA Advisory Board will abide by all applicable Massachusetts Statewide 

Records Retention Rules as published by the Massachusetts Secretary of State: 

https://www.sec.state.ma.us/arc/arcpdf/MA_Statewide_Records_Schedule_updated2022-10-31.pdf 

L. CONFLICTS OF INTEREST 
All Officers, members, designees and employees of the MBTA Advisory Board shall at all times 

comply with applicable state, federal laws, statutes, and regulations with respect to conflicts of 

interest. Special attention shall be paid at all times to M.G.L. chapter 268A, Conduct of Public 

Officials and Employees, as well as publications of the Massachusetts State Ethics Commission.   

https://www.sec.state.ma.us/arc/arcpdf/MA_Statewide_Records_Schedule_updated2022-10-31.pdf
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M. Appendices 
I. Accounts Payable Procedure 
II. Recurring Payments Procedure 
III. Payroll Payment Procedure 
IV. Payments Authorization Memo Sample 
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Appendix I: Accounts Payable Procedure (non-payroll, non-
recurring)  
This procedure should be used to make non-recurring, non-payroll payments of 

invoices. This procedure is at all times a product of the Financial Policies of the 

MBTA Advisory Board, and subject to it.  

1. All invoices or requests for payments by the Advisory Board should be sent to: 

invoices@mbtaadvisoryboard.gov that is accessible by multiple individuals. 

2. Staff shall review all invoices to check for accuracy (no sales tax, etc.). Any 

invoices requiring additional authorizations are forwarded as per the Financial 

Policy. Said approval (most likely an email), once received, will be included in 

the memo referenced in #6 below.  

3. Every two weeks, a Payment Recommendation Memo shall be drafted in a 

format approved by the Budget & Audit Committee. Section A of this memo 

should include all non-payroll, non-recurring accounts payable.  

4. The Executive Director reviews all such memos, invoices, and other relevant 

information for approval. Once approved, the complete a Payment 

Recommendation Memo is submitted to the Advisory Board’s bookkeeper, 

either via email, secure portal, or other means. 

5. The bookkeeper receives the Payment Recommendation Memo and all 

associated documents for review. If satisfied, the bookkeeper shall enter all 

relevant information into QuickBooks. The memo field in QB should include a 

brief explanation for easy future reference. 

6. The bookkeeper should match payments to invoices as relevant. 

7. The Payment Recommendation Memo should include copies of all invoices 

received since the previous set of payments. It should also include a description, 

or justification of all such payments as necessary. 



 
 
 

 
 
 

 
Financial Policy 1.13  14 

Appendix II: Recurring Payments Procedure (non-payroll)  
This procedure should be used to authorize the payment, via debit card or via 

recurring on-line bank payment of regular, recurring payments, excluding payroll. 

No authorization may exceed 12 months. Ideally, approval for recurring payments 

should be made early in the new fiscal year. This procedure is at all times a product 

of the Financial Policies of the MBTA Advisory Board, and subject to it. 

1. All invoices or requests for payments by the Advisory Board should be sent to: 

invoices@mbtaadvisoryboard.gov that is accessible by multiple individuals. 

2. Staff shall review all invoices to check for accuracy (no sales tax, etc.). Any 

invoices requiring additional authorizations are forwarded as per the Financial 

Policy. Said approval (most likely an email), once received, will be included in 

Payment Recommendation Memo. 

3. The approval of payments as recurring payments should be noted to the 

bookkeeper. 

4. Every two weeks a Payments Authorization Memo shall be drafted in a format 

approved by the Budget & Audit Committee. Section B of this memo should 

include all recurring payments.  

5. The Executive Director reviews all such memos, invoices, and other relevant 

information for approval. Once approved, the complete a Payment 

Recommendation Memo is submitted to the Advisory Board’s bookkeeper, 

either via email, secure portal, or other means. 

6. The bookkeeper receives the Payment Recommendation Memo and all 

associated documents for review. If satisfied, the bookkeeper shall enter all 

relevant information into QuickBooks. The memo field in QB should include a 

brief explanation for easy future reference. 

7. The bookkeeper should match payments to invoices as relevant. 
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8. The Payment Recommendation Memo should include copies of all invoices 

received since the previous set of payments. It should also include a description, 

or justification of all such payments as necessary. 
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Appendix III: Payroll Procedure  
This procedure should be used to make employee salary, wages, employer-paid 

health insurance premiums, employer-paid dental insurance premiums, SEP-IRA 

payments, employer-paid life insurance premium payments, other relevant 

employer-paid employee benefit payments, and payroll processing fees. This 

procedure is at all times a product of the Financial Policies of the MBTA Advisory 

Board, and subject to it.  

 

The MBA Advisory Board uses Paychex for payroll processing. Paychex makes 

direct deposits into employee’s personal bank accounts on behalf of the 

organization, and according to the protocols and information provided to it by 

MBTA Advisory Board staff. Paychex executes payroll every other Thursday, with 

the most recent payments transferred on (2/23/23, 2/9/23, 1/26/23, 1/22/23 etc.). 

Staff process these payments on the preceding Tuesday. The most recent payroll 

processing dates were (2/21/23, 2/7/23, 1/24/23, 1/20/23, etc.).  

 

1. Paychex alerts the MBTA Advisory Board via email that payroll is pending. 

These alerts usually come the Friday, and Tuesday before the Thursday that 

payroll is executed.  

2. On the Tuesday before payroll execution, Paychex produces a report, accessible 

online, of the cash requirements needed to cover all necessary salary and 

employer-paid payroll tax liabilities. Specifically, net employee earnings, 

employee withholdings, and employer paid payroll taxes should specifically be 

noted.  
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3. This cash requirements reports are reviewed by staff for accuracy. Any 

divergence or unexpected liabilities should be flagged and reported to the 

bookkeeper, and questioned to Paychex.  

4. On the Tuesday before payroll execution, Paychex also produces an invoice or 

notification of automatic payment noting the fee charged to the MBTA 

Advisory Board for payroll processing.  

5. This invoice should also be reviewed for staff for accuracy. Any divergence 

should be noted, reported, and questioned to Paychex.  

6. All payroll or employee-benefit related invoices or requests for payments by 

the Advisory Board should be sent to: invoices@mbtaadvisoryboard.gov that 

is accessible by multiple individuals. This includes any requests for payments 

related to employer-paid health insurance premiums, employer-paid dental 

insurance premiums, IRA-SEP payments, and any other relevant payroll 

expenses should be reviewed by staff for accuracy. Any divergence or 

unexpected liabilities should be flagged, reported, and questioned.  
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Appendix IV: Payment Recommendation Memo Sample  
TO:  Treasurer & Bookkeeper 
FROM: Brian Kane, Executive Director 
RE:  Payments Memo: Saturday, 02/11/2023 to Friday, 02/24/2023 
DATE: February 22, 2023 
 

Bank Balances Actual 
02/21/2022 

Santander Checking $28,035.78 
Santander Money Market $0 
MMDT Account $707,572.65 
Total Cash $735,608.43 

 
A. Accounts Payable: 
Non-recurring, non-payroll invoices/expenses for payments this week are included 

in this section. Copies of the related invoiced are also attached, in the same order 

as the table below. These invoices have been reviewed for accuracy, and copies 

have been uploaded to the bookkeeping online portal. The table below details the 

invoices/expenses in question this period. 

# PAYEE DESC/ 
MEMO 

INVOICE 
# 

INVOICE 
DATE 

AMOUNT NOTE 

A1 Brian Kane MMA 
conference 

N/A 2/2/2023 $83.05 Reimbursement 
(Payment pending) 

A2 Brian Kane MMA 
conference 

N/A 2/2/2023 333.39 Reimbursement 
(Payment pending) 

A3 Eversource Gas- Utilities N/A 2/1/2023 $537.92 Final balance  
A4 Comcast  Phone and 

Internet 
N/A 2/20/2023 $933.59 Final bill; early term. 

fee $420.00 + $513.59 
past due  

A5 Staples Office 
Supplies  

N/A 2/13/2023 $93.13 Office Supplies 

A6 QRGA, LLP Bookkeeping 54257 1/27/2023 $3,000.00 Monthly Bookkeeping 
   TOTAL  $1,987.08  
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B. Recurring Expenses: 
Previously approved recurring expenses are included in this section. These 

expenses are included in the CY2023 Operating Budget. Relevant invoices are also 

attached, in the same order as the table below. These invoices have been 

reviewed for accuracy, and copies have been uploaded to the bookkeeping online 

portal. Evidence of payment has also been uploaded to the portal. The table below 

details the recurring invoices/expenses in question this period. 

 
# COMPANY 

NAME 
DESCRIPTION/ 

MEMO 
INVOICE/RECEIPT 

NUMBER 
DATE AMOUNT NOTE 

B1 Dewey 
Square Group  

Monthly Fee 428103087 02/14/23 $10,000.00 Consulting 
Fee 

B2 NARCS Inc. Monthly Fee 119342 02/17/23 $3,250.00 IT Services 
B3 Colonial Life Monthly Fee 35968300220095 02/20/23 $18.00 Insurance 
   TOTAL  $13,268.00  

 
C. Payroll: 
Payroll cash requirements, Paychex fees, employer-paid health insurance 

payments, employer-paid retirement payments, and other miscellaneous 

employee costs are detailed in this section. These expenses are included in the 

CY2023 Operating Budget. Relevant reports, requirements, and other information 

is included in this report. These reports, including copies of direct deposit payment 

advices were also uploaded to the online bookkeeping portal. The table below 

details the recurring invoices/expenses in question this period. 
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Payroll Expense Type VENDOR DATE TOTAL NOTE 

C1. Net Employee Earnings Paychex 02/22/23 $8,083.63 Direct 
Deposit 

C2. Employee Withholdings Paychex 02/22/23 $2,365.60 Taxpay 
C3. Employer-paid tax liabilities Paychex 02/22/23 $841.51 Taxpay 
Subtotal- Payroll Cash 
Requirements 

  $11,290.74  

C4. Paycheck fees Paychex 2/7/2023 $56.39  
Total Paychex Expenses   $11,347.13  
C5. Employer-paid health insurance 
benefits 

n/a  $0  

C6. Employer-paid retirement 
benefits 

n/a  $0  

C7. Misc. payroll expenses n/a  $0  
TOTAL EMPLOYEE COSTS   $11,347.13  

 
The next date for disbursements is Friday, March 10, 2023. It will be processed 

on Tuesday, March 7. 2023.  

 

Memo Approved:   ________________ 

   Brian Kane, Executive Director 
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A1. Accounts Payable: Brian Kane Reimbursement #1 (Previously approved, payment pending 
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A2. Accounts Payable: Brian Kane Reimbursement #2 (Previously approved, payment pending 
 

 
 
Continued 
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A2. Accounts Payable: Brian Kane Reimbursement #2 (Previously approved, payment pending 
CONTINUED 
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Treasurer’s Approval for A1 and A2 
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A3. Accounts Payable:  Eversource  
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A4: AP Comcast 
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A4: AP Comcast Continued 
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A5. Accounts Payable: Staples 
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A6. Accounts Payable: QRGA 
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B1. Recurring Payments: DSG 
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B2. Recurring Payments: NARCS 
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B3. Colonial Life 
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C1. Net Employee Earnings [$8,083.63] &  
C2. Employee Withholdings [$2,365.60] &  
C3. Employer Paid Taxes [$841.51] 
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C3. Paychex fees: 
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