
Cost controls 
 

Every expenditure whether large or small must go through the treasurer.  There needs to be one person 

through whom everything goes.  This doesn’t mean that the treasurer has to approve every expenditure, 

it just means that estimates and invoices need to come through the treasurer as he/she is ultimately 

responsible for insuring that payables get paid in a timely fashion and that receivables are properly 

accounted for. 

Each committee must provide two (2) estimates for any expenditure from $200 to $999.  Once the two 
estimates have been emailed to the treasurer approval will be automatic.  Any expenditure up to $200 
does not require an estimate.  Re-orders do not require an estimate although it is a good practice to 
shop around from time to time to keep vendors “honest”.  There will be times when two estimates are 
not practical; in such cases notice will be given to the treasurer who will make the final determination as 
to whether two estimates are needed. 
 
At $1,000 an approval will be required from the treasurer and one other member of the finance team. 

At $5,000 board approval will be required.  The request will be put on the agenda for the next scheduled 

monthly board meeting or put to a vote on Basecamp if approval is time-sensitive. 

In order to get reimbursed any board member or volunteer needs to fill out the Chicago Market 

Reimbursement and Payment Form that can be obtained upon request to the treasure.  A copy of the 

form can be found at the bottom of this document. 

Make up of finance committee 
 

The finance committee consists of three people currently and I suggest that we keep it that way. 

The three positions of the finance committee are:  The treasurer, a volunteer, and a CPA.  All three must 

be owners. 

The roles of these three are: 

Treasurer 

Collect estimates for expenses 
Post invoices in payables Doc. in BC 
Reconcile our accounts each month 
Publish our balance sheet and Profit and Loss each month prior to our board meeting 
Consult with committees and the leadership team about expenditures 
Sign off on any money transactions at Pop-Ups or meetings with at least one other board member 
 
Of special note, the treasurer will not write checks for any expenditure.  This is a best practice as the 
person who reconciles should never write checks as a safe guard against embezzlement. 
 
Volunteer 
 



Help prepare for monthly reconciliation by identifying where debits and credits go in the ledger. 
Write checks and authorize credit card payments to various vendors 
This person needs to be well versed in general accounting and Quick Books software 
 
CPA 
 
The role of the CPA is to consult with the treasurer and volunteer in regards to accounting questions and 
procedures. 
The CPA also prepares our 1099s and sales tax forms each year  
 
In addition to the three finance committee positions, we have the accounting firm of Wegner CPAs that 
does our corporate tax return. 
 
Currently the following people have CM debit cards: 
 
Grant Kessler, president 
Emily Crespo, VP 
Meg Glick, Finance team volunteer 
 
Currently the only person who can write checks is Meg Glick 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Chicago Market Reimbursement & Payment Request Form 
      

Name:     

Department:     

Request Type:     

  
 

  

Date Expense/Business Purpose Amount 

      

      

      

      

      

      

 
Total 0.00  

Notes/ 
Instructions:     

      

Date 
Submitted:     

      

Office Use:     

Date Reviewed     

Date Paid     

Paid By     

Notes     

 


