
 
 

APPROVED MICROGRANT FINANCIAL PROCEDURES 
 
 
*Please remember that items must bear the BWNWGA (Bike Walk North West Georgia) logo or name 
(see above logo) 
 
A microgrant should be for products from ONE vendor.  Another microgrant request can be submitted 
for products from a different vendor. 
 
Send the quote to Charlie Jones. The Regional Commission accounting department will issue a Purchase 
Order to the vendor.  
 
The accounting person, Bonnie Hobbs will need the quote from the vendor, on the vendor letterhead.  It 
needs to include vendor name, mailing address, contact person and phone number.   An email address 
should also be furnished by the vendor.   
 
The vendor can contact Bonnie Hobbs at 706-295-6485. 
 
Accounting must have this information for audits the Regional Commission is subject to.  This will also 
speed the vendor getting the Purchase Order number from us and later the check from us.  
 
Upon completion of the vendor’s work, they will bill the Regional Commission with an INVOICE for the 
same amount as the Purchase Order and our accounting department will send a check to the vendor.  
Therefore, you will need to get a quote for the total amount from the vendor.  The Purchase Order and 
check will be for that amount.   
 
The Regional Commission does not have to pay sales tax.  If needed, the vendor can contact Bonnie 
Hobbs about the tax.       
 
 
Note:  If you and the vendor change the order to an amount different from the Purchase Order, the 
Regional Commission cannot pay a different amount.  (Such as: the vendor gave me a better deal, so I 
will just pay the Regional Commission the difference)  THIS DOES NOT FOLLOW REQUIRED ACCOUNTING 
PRACTICES. 
The Regional Commission CANNOT pay unless a NEW Purchase Order is sent to the vendor.  
  
Please contact Charlie Jones with any other questions. 
 
Thank you for your efforts to promote Walking and Bicycling in the Northwest Georgia region.  
 
Charlie Jones, Planner 
cjones@nwgrc.org 
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