
Norfolk Volunteer Fire Department 
Board of Trustees; Audit of Finances 

August 26, 2013 
 
 
Having a split budget with “town” and “department” funds poses a bookkeeping challenge to 
the Treasurer.  Funds are routinely spent without the Treasurer’s knowledge of when and what 
line item it has been charged to.  We need to try and obtain a monthly disbursement journal of 
the fire department expenses from the town to ease this problem. 
 
Reading who signed store receipts is often impossible; all who sign receipts need to print their 
name, car number, and what it is for on the receipt.  
 
The Treasurer needs to obtain (copy of) any written quotes so he can match approval of funds. 
 
The Trustees need to report to the Treasurer what expenditures they have approved. 
 
Fuel: 

Obtain total fuel usage and expenses from George’s Garage. 
Gallons for diesel fuel delivered to our tank, break-out of ambulance use from use log. 
Who actually tracks fuel usage?  

 
Purchase Orders Prior Approval: 
  

Who can approve purchase orders? ie: Chief, President, Board of Trustees, Officers 
 
All purchase orders must have an approved signature by a second party.  The Treasurer 
needs to be able to read the signature.   
 
The person requesting a purchase cannot approve their own request (second party). 
 
Any purchases approved at a monthly meeting must have a purchase order filled out and 
approved before the purchase can be made. This can easily be accomplished at the end of 
the meeting. 
 
Proper filling out the purchase order will indicate where funds will come from, town or 
department, and which line item it will be charged to. 
 
Personal protective equipment must have a pre-approved purchase order signed by the 
First Assistant Chief or the officer directing such purchase. 
 
Any purchase over three hundred dollars must have a pre-approved purchase order. 

 
 



Discussion:  
 
It has become apparent during the audit that at times approved expenditures from quotes or 
estimates have been over spent.  Better tracking of purchase orders should eliminate this 
problem.   
 
There are times during incidents that a logistic expenditure needs to be made.  This expenditure 
is limited to three hundred dollars without pre-approval.  Any expenditure under the limit can 
have the purchase order filled out and approved after the fact. 
 
The mechanic often needs to purchase items for maintaining the equipment.  It has been his 
practice to contact officers for costly expenditure approval.  The expenditure limit gives him a 
clear cost limit for that approval.  Purchase order and approval should follow any purchase. 
 
Who is authorized to purchase items at our local vendors?  ie: Lindell’s, Canaan Auto, Levine, 
etc.  All our venders should be given a list of names as to who can make a purchase.  Without 
pre-approval these purchases are limited to under three hundred dollars.  Approved purchase 
orders need to follow any purchase. 
 
Members are often sent to Fire Equipment Headquarters for needed PPE.  This negates the 
requirement of an approved list of names to make these purchases. These purchases must have a 
pre-approved purchase order. 
 
The Board of Trustees understands that the use of purchase orders presents a paradigm shift for 
our members.  Every purchase made requires a purchase order whether pre-approved or after 
the actual purchase.  This allows for proper tracking of all funds and expenses by the Treasurer.  
The application of the above guidelines will accomplish this task.  
 
Other: 
 
Fuel use accountability, our tank and at George’s.  
 
AT&T costs, can we get rid of the fax machine and use emails?  
 
Have the Treasurer email a purchase order form to all members. 
 
Do we have a complete picture of how department purchases are made? 
 
The town’s portion of our annual Budget is audited through the town on an annual basis. 
 
The Board of Trustees have found that the record keeping of the Departments accounts, bills, 
and expenditures are properly regulated. 
 
Board of Trustees, Richard Byrne, Robin Denny, Ron Zanobi 



Norfolk Volunteer Fire Department 
Board of Trustees 

Minutes of Audit Meeting 
August 26, 2013 

 
Present at meeting; Richard Byrne, Robin Denny, Ron Zanobi, Treasurer; Jeff Rydell 
 
Conduct Audit of departmental funds: 
 
 Reviewed check statements 
 Discussed and put in place guidelines for purchases and use of the Purchase Order 
 Reviewed statements from all departmental bank accounts 
 
Motion to approve audit of the department’s funds and authorize a report to be filed with the 
President and Secretary.  Richard Byrne, seconded Robin Denny, approved by all. 
  
  

 


