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Flowchart for Vendor payments
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Vendor/Randi sends invoice to 
treasurer@houstonstriders.org and 
bookkeeper@houstonstriders.org

Bookkeeper records the Bill in QBO
- Vendor, date, amount, details, due date 

and attaches the invoice
- Categorizes the expense properly 

The bill is submitted for approval in QBO-
-If < 2,000, treasurer approves

-If > 2,000, treasurer and president 
approve

Is the bill 
approved and 
W-9 received?

Treasurer and President appove the bill

Stop until bill is approved and 
W-9 is received

Bookkeeper schedules the payment via-
- QBO BillPay if ACH info is available, else

- issue check via QBO

Is it a new 
vendor?

Checks W-9 on file?
ACH info on file?

Asks for W-9 and sends 
request for ACH info 


