UW Greater Mercer County Reimbursement Procedure

2. Advocates will submit vouchers for approval, Advocates must note the following on voucher:  on the top left corner “UW – Mercer” and “COPY OF CHECK NEEDED” on the top right corner, so that Betty Ann Flis will know to make copies of these checks as proof of payment…NOTE:  These copies must include all back-ups/invoices.

3. Once vouchers are approved, client letters will be printed for Advocates signature.
4. All vouchers must be logged into the Master Annual Voucher Logs located in C:\911_Response\Maria Nikolatos\Reports\Master Annual Voucher Logs.xls specifying that they are UW Mercer, by the person who is responsible for reporting, most likely the Secretary.
a. 4 copies of the approved vouchers must be made:
b. 1 copy will go back to the advocate with a printed client letter and envelope,
c. 3 copy will be retained in the office binders here in Allentown (i.e. 1 copy for the Catholic Charities Vouchers & 1 copy for the Other Vouchers Binders) 
d. 1 copy to Betty Ann Flis, CAS with original voucher when it is submitted for payment
· Finally, 1 copy for forwarding to Craig Lafferty at United Way of Greater Mercer County as back-up to the reimbursement invoice, which can be located in C:\911_Response\Maria Nikolatos\United Way Mercer\Invoice.doc (see example).
· To insure that reimbursements are received in a timely fashion, all requests for reimbursements from United Way must be made by the 8th and 22nd of each month.  This will allow the processing of checks on the 15th and 30th of each month.














































