
 
 

Cheque payment schedule                                            Version prepared Feb 2024 

 

  
Payment requests are to be submitted to committee leads for approval and those 
approved should be submitted for payment by 15th of the month. 
  
The approved requests with supporting backup should be placed in the hanging folder 
over the desk in the studio. 
  
Payment requests will be processed and cheques drawn up between 15th and 20th of 
the month. 
  
Cheques will be ready for signature by 20th  
  
Cheques will be signed between 20th and 25th. Bear in mind that each cheque requires 
two signatories and that signatories will need be scheduled. 
  
Cheques will be ready for pick up on the 26th. Each cheque will be placed in an 
addressed envelope and left on the desk for the recipient to pick up. 
  
Please note that Public Holidays, vacation breaks etc. may impact the schedule. If in 
doubt of the whereabouts of any payment, please email Treasurer@KHWS.ca. 
 
In the event that an urgent / time sensitive cheque is required, please contact the 
treasurer / book keeper by email stating the date required, reason, and providing 
supporting documentation to expedite the process. 
  
Contact:    

Mary Mayo - marypmayo@gmail.com 
 Christine Patton -  Chrstn.patton@gmail.com 
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