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RESOLUTION NO. 034 — 2021

- ADOPTION OF AMENDED INVOICE PAYMENT
by members present.

PROCEDURE (REPLACING PROCEDURE ADOPTED
DECEMBER 10, 2019 BY THE AUDIT AND FINANCE
COMMITTEE

MOVED by Ms. Drake, seconded by Mr. Salton, and unanimously adopted by voice vote

WHEREAS, the Operations and Audit and Finance Committees were presented with
recommendations of Consortium staff for streamlining current invoice payment procedures, and
now therefore be it

WHEREAS, the Operations and Audit and Finance Committees have reviewed and

recommended an amended Invoice Payment Procedure be approved by Executive Committee,
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approved December 10, 2019 by the Audit and Finance Committee.

RESOLVED, on recommendation of the Operations and Audit and Finance Committees,
That the Executive Committee, on behalf of the Board of Directors, hereby approves the following
amended Invoice Payment Procedure effective January 1, 2022 to replace the procedure

STATE OF NEW YORK

) ss:
COUNTY OF TOMPKINS )

)

the Board of Directors on December 15, 2021.

| hereby certify that the foregoing is a true and correct transcript of a resolution adopted by the
Greater Tompkins County Municipal Health Insurance Consortium Executive Committee on behalf of
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Michelle Cocco, Clerk of the GTCMHIC Board




GTCMHIC Invoice Approval Procedure
(Adopted December 15, 2021; effective January 1, 2022)

All invoices will be in the Monthly Financial Abstract Report submitted by the Finance Department
for review at the Audit and Finance Committee Meeting. The Monthly Financial Abstract Report will
detail monthly and year-to-date expenditures. The primary purpose of this report is to enable the
Audit and Finance Committee to initiate appropriate action and to monitor and approve
expenditures against budget line items and contractual agreements.

The Audit and Finance Committee will approve The Monthly Financial Abstract Report for payment
and all invoices will be processed for payment according to the following procedures.

Previously Approved Expenditures Ready for Payment

Invoices listed below are considered ready for payment when received and will be entered for
Payment by the Finance Department without further approval as assigned by the budget
process or contract. The Monthly Financial Abstract Report will provide details for all pre-
payments made for the following:
¢ Claims invoices and administrative fees from our third-party benefit

administrators (medical and prescription drug) including flu clinic fees,
State and Federal taxes and fees,
Stop-loss,
Business Insurance,
Tompkins County invoices,
Town of Ithaca Payroll invoices,
Town of Ithaca Rent invoices.
Contract progress payment invoices (e.g., Actuary, Claims Auditor, Bonadio,)
Invoices for non-fixed price contract payment under $10,000 (e.g.,
Consortium Consultant, newsletter production, and printing,)
e Invoices for supplies, expense reimbursements and day to day

operations under $10,000.

Audit and Finance Committee Approval Needed

Invoices not listed as Previously Approved for Payment shall be included in the Monthly
Financial Abstract Report for approval at the next Audit and Finance Committee meeting.

e Invoices for non-fixed price contract payment over $ 10,000 (e.g., financial
auditor);

¢ Invoices for services not previously approved by contractual arrangement,

e Contract final invoices (e.g., Actuary, Auditor, Claims Auditor).

If the Audit and Finance Committee will not be meeting by the time the invoice becomes due, the
Executive Director will first petition the contractor for a time extension until the Audit and Finance
Committee meets. Should that petition be denied, the invoice must be approved by the Board
Chair and reported to the Committee at the next meeting.



Board Chair Approval Needed

Any reimbursements made to the Executive Director must be approved by the Board Chair and
will be included in the Monthly Financial Abstract Report at the next Audit and Finance
Committee meeting.

Payment of Approved Invoices

e Medical and Prescription Claims/Admin Fee invoices will be paid via ACH as required
by contract terms,

o Credit Card statement will be paid in advance to have payment received prior to due
date.

The Monthly Financial Abstract Report will be presented at each Audit and Finance Committee
meeting for review. All invoices approved by the Audit and Finance Committee will have checks
prepared by the Finance Department and signed by the Executive Director. If the Executive
Director is not available, then the Treasurer or Chief Financial Officer will sign the checks for
payment.

Reconciliation

After the bank statements have been received the Finance Department will reconcile all related
financial statements and send to the Treasurer for final approval.



