7/20/11


FINANCIAL PROCEDURES AND RECORDS
1.  The Church Treasurer (Treasurer) and Assistant Treasurer(s) are elected annually by the Session (usually in January).  The work of the Treasurer(s) shall be supervised by the Session or Trustees.
2. All signatories for all bank accounts, bank loans, and the safe deposit box are approved by Session in January.
3. The Sunday counters, the Bookkeeper, the Treasurer and Assistant Treasurer(s) will are the only persons provided with the combination for the Church safe.
4.  Counting and recording of all gifts is performed by at least two (2) duly appointed persons together or by a fidelity bonded person.
5. Bank deposits are made on Sunday and mid-week (usually Thursday). Cash is counted and put in a sealed envelope and labeled with the name and telephone number of the person making the deposit and the name of the fund or purpose of cash. All cash and checks must be secured in the Church safe. It has a slot to receive envelopes. The Treasurer or Assistant Treasurer is notified if cash is deposited.
FINANCIAL REVIEW
1. A financial review will be conducted each year by a public accountant, public accounting firm or a committee of members versed in accounting procedures. Such reviewers shall have no family relationship to the Treasurer(s).  
FUNDRAISING EVENTS
1. All Church fundraising activities must have prior approval of the Session. The Stewardship & Finance Committee Elder is responsible for notifying the Treasurer Session of approved fund raising events.
2. Each approved fundraising event that generates cash or checks shall appoint an Event Treasurer to discuss with the Treasurer financial arrangements. including the following:
· ACS FUND to receive funds,

· ACS ACCOUNT to expend funds,

· Purpose for which funds are being generated (purpose determines the account),

· Account to which excess expenses are to be charged, and

· Arrangements to secure funds on event date(s)
3. The person responsible for the fundraising event (Staff, Session, Deacon, other) shall provide the Treasurer with the name of the Event Treasurer prior to the generation and expenditure of funds.
4. Receipts shall not be deposited to Operations accounts: rather they are placed in a Designated Fund, Designated Mission Fund, or Exchange Fund.
5. Deposit of funds - Arrangements shall be made to deposit cash and checks at the bank as soon as practical after the event. This means that:

a. Appropriate fund/account must be available for the deposit. The Treasurer will open an account, if necessary.

b. Funds placed in the Church safe shall be counted (rolled, if necessary) and identified as to source. Funds shall be placed in a sealed envelope or designated cash bag (currently the Frost bank zipper bag). Name of the Event Treasurer and the telephone number where that individual may be reached shall be affixed to the envelope or cash bag. Totals of cash and checks must be listed separately.

c. Event Treasurer notifies Treasurer or Assistant Treasurer of funds in the Church safe.

6. Disbursement of funds - To the extent practical, a Request for Payment, complete with account number and receipts or invoices shall be submitted to the Bookkeeper prior to Tuesday, the day on which checks are cut. We should avoid writing manual checks that are not entered directly into ACS.

7. The Event Treasurer is provided with a printed report of the account at month’s end by the Treasurer.

CONTRIBUTION CREDIT STATEMENTS 

1. Charitable contribution tax receipt statements will be provided to each pledging donor to the Church. These statements are issued in January. If requested, receipt statements will be provided to persons who are not pledging donors and who have contributed more than $250 in a calendar year. 

2. Items purchased for Church activities may be credited as a charitable contribution. If a person wishes to donate an item or items, a Non Cash Donation form, available in the Church office, must to be completed and submitted to the Bookkeeper, Treasurer or Assistant Treasurer(s). The donor is responsible for assigning the donation value and retaining a copy of receipts for tax purposes. Non-cash donations will appear on the donor’s year-end charitable tax receipt statement described above.
DISBURSEMENT OF FUNDS
1. The Church Treasurer and other designated individuals shall be responsible for the disbursement of Church funds in accordance with the annual operating budget adopted by the Session. No funds shall be disbursed without an adequate receipt or invoice being provided by the individual requesting the disbursement. To the extent practical, a Request for Payment, complete with account number and receipts or invoices, shall be submitted to the Bookkeeper prior to Tuesday, the day on which checks are cut.
2. The following invoices may be approved to be paid by the Bookkeeper without review or signature by the Elder of the responsible Session Committee: payroll, utilities and invoices that allow a discount or will incur charges if not paid in a timely manner (ex. Bosworth stationery). The Bookkeeper must inform the Elder of the responsible Session committee that payment has been made.
3. Green "Request for Payment" forms are to be completed prior to issuance of any a check. Forms are available in the Church Office.
4. If an individual purchases an item on behalf of the Church, and fails to take the steps necessary to exercise the sales tax exempt status of the Church, no reimbursement of the amount of the sale tax will be made. A completed Tax Exemption certificate should be used in order to take advantage of the Church’s sales tax exempt status. These forms are available on the side of the Church Office Mailboxes. Wal-Mart may require a letter, Tax Exemption form and the issuance of a card to exempt purchases from sales taxes. Sam's Club requires that you have a Church check and the Church's Sam's card to make a tax exempt purchase. See the bookkeeper for these items.
CHURCH DEBIT CARD POLICY
1. Church debit cards may be made available to Church staff members with prior approval of the Stewardship & Finance Committee. The purpose of debit cards is to provide funds where time is not available for normal processing of a check.
2. Debit cards are to be used only for budgeted purchases of items to be used by the church (i.e., they are not to be used for personal purchase). Advance notice of the purchase must be provided to the responsible Session Committee overseeing the anticipated budget line item. Debit card purchases must be recorded in the month the transaction takes place. To support this policy, a green “Request for Payment” form must be submitted to the Bookkeeper within 4 days of the purchase. For purchases in excess of $200, a green "Request for Payment" form must first be submitted to a member of the responsible Committee for approval prior to submittal to the Bookkeeper.  
3. Invoices and sales receipts shall be submitted to the Church bookkeeper and reviewed by the Treasurer. 
DESIGNATED AND EXCHANGE FUND MANAGEMENT        
1. Although, the Church encourages members to make all of their donations to the General Operating Fund, which is managed by the Session, for the purpose of accomplishing the various missions of the Church, it is recognized that the limited use of Designated Funds and Exchange Funds is required. It is also recognized that, from time to time, significant funds or items of value may be donated for a new purpose or without a designated purpose.  The following diagram illustrates the manner in which these will be managed.
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2. Designated Funds are established for the purpose of managing funds primarily provided as donations for a specific purpose.  
3. Exchange Funds are established for the purpose of managing fees or other funds collected from individuals or fundraising activities for a specific purpose.  

4. Any member of the Church or community may request the establishment of a Designated Fund.  Only Session Committees can request the establishment of an Exchange Fund.

5. The Session shall establish an annual list of special needs and opportunities beyond the reach of the Church’s annual budget. Donor(s) who desire to specifically designate donations shall be encouraged to refer to this list.
6. Before the Church accepts a contribution for deposit to a new Designated Fund or Exchange Fund, the Session should attempt to utilize an existing fund if possible.  If one does not exist, the Session may approve the establishment of the  new Fund and assign a Session Committee to manage the new Fund (with Special Funds Committee coordination on Designated Funds) to ensure that the funds are properly utilized in a timely manner.  If an appropriate Fund does not exist and the Session does not approve the establishment of a new Designated Fund, the donation shall be returned to the donor.
7. Donations will be documented using the Webster Presbyterian Church Donation form, (attached), with a copy provided to the donor.

8. Once the purpose of the designated fund has been accomplished or a reasonable period of time (no less than18 month following the donation) has passed, any remaining designated funds, at the direction of the Session, shall be:  1) transferred to the Endowment Fund; 2) credited to any specific purpose or purchase fund approved by the Session; or 3) transferred to the General Operating Fund.  The only exception to this provision is for long-term capital improvements, which the Session must approve as such and reaffirm every two (2) years.

9. The following governing requirements of the established Designated or Exchange Fund must be recorded in writing by the Stewardship & Finance Committee and Session: 

a.
The purpose of the Fund and how it furthers the mission of the Church in order to ensure Internal Revenue Service compliance.  

b.
Any unique processes associated with how the contributions will be received and utilized. These must include any explicit or implied use restrictions or notification requirements made by the donors.  However, all donors are reminded that funds given to the Church may be used at the discretion of the Session.

c.
A list of contributors and their contributions should be maintained for Internal Revenue Service required record keeping.

10. The donor will be informed that if the designated gift is a gift of property, not cash or cash equivalent, then the Church reserves the right to use the property to further the mission of the Church.  The Special Funds Committee makes recommendations to Session regarding the use of donated property. Gifts of Stock and Mutual Funds received by the Church are liquidated promptly in coordination with the Special Funds Committee and the proceeds credited to the appropriate account.  The Session makes every effort to honor the intention of the donor, but the Church reserves the right to use or dispose of the property in a manner that best fosters the Church's ministry. 

11. In general, Operating Funds will not be transferred to the Designated or Exchange funds. However, designated accounts shall not end any fiscal year with a deficit and operating funds from the managing Session committee may be used to reconcile these accounts to a zero balance at the end of the year.  
12. Excess balances in continuing Exchange funds (ex., Wedding Fund) are transferred to the Operating Fund annually unless the responsible Session Committee requests partial or full retention from Session.
13. Each Designated and Exchange Fund activity and balance shall be monitored by the Stewardship & Finance committee. If no activity is foreseen, the Stewardship & Finance Committee or Special Gift Committee will recommend to Session the Designated Fund or exchange fund be closed out. 

14. Designated Funds and Exchange Funds created prior to adoption of a new written Church financial management policy (as of July 2011) will have one year to become compliant with new policy.  This will include a best effort basis to contact donors and explain that funds which have yet to be expended are to be transferred to the General Operating Fund. 
ENDOWMENT FUND MANAGEMENT        
The Special Funds Committee is chartered by the Congregation to manage the Endowment Fund and to monitor the appropriate and timely utilization of designated funds (see the Webster Presbyterian Special Gift and Endowment Resolution).  The Committee shall:

- ensure that all funds of the Endowment Fund are maintained in separate accounts and not co-mingled with other Church funds.  Any bank account shall require the signature of two voting members of the Special Funds Committee.

- report all proposed investments and changes in portfolio to the Session, except deposits and transfers of cash (including the purchase or renewal of certificates of deposits) in Banks, Savings and Loans Institutions and transfer of Endowment Funds to and from recognized financial institutions approved by the Session.  Such recognized funds shall include the Presbyterian Church (USA) Foundation or other similar foundation sponsored by the Presbyterian Church (USA) or any successor denomination or a recognized public trust fund in a recognized financial institution approved by the Session.
GENERAL PRACTICES
1. Purchases of office supplies should be discussed with the bookkeeper who has access to reduced rates at some firms
BID POLICY
If possible, at least three bids from separate capable vendors shall be obtained prior to any purchase of equipment, services or initiation of capital improvement projects whose expenditure is expected to exceed $5000 on an annual basis. A capable vendor is defined as one that can demonstrate that it has both the technical and financial capabilities to provide the service/product or complete the project.  Emergency repairs that must be completed to prevent imminent hardship or damage to Church staff, members or facilities are exempt from this requirement.
WEBSTER PRESBYTERIAN CHURCH DONATION FORM
Date of Donation _________________________               Amount of Donation $____________

Description of Donation _________________________________________________________

Person Providing Gift ________________________________ Contact Phone ______________

 FORMCHECKBOX 
 In memory of _______________________________________ (MEMORIAL GIFTS only)

Designation of Donation:

 FORMCHECKBOX 
 Designated use for:
 FORMCHECKBOX 
 Endowment Fund  


 FORMCHECKBOX 
 Other (Describe project or purpose):

_____________________________________________





_____________________________________________

 FORMCHECKBOX 
 Undesignated use

The donor will receive acknowledgement of the designated use of the donation with a copy of this form signed by the Treasurer.   Additionally, the donor acknowledges that if the funds are not applied to the designated purpose or purchase within 18 months, the Session will: 1) transfer the funds to the Endowment Fund, 2) credit the fund to another approved special purpose fund, or 3) transfer the funds to the General Operating Fund of the church.  No goods or services are provided to the donor in return for this gift.
_________________________________________      
__________________

Donor







Date
To be completed by Treasurer:

Fund Number: _________ Fund Name: _____________________________________________

Responsible Session Committee: __________________________________________________

_________________________________________      
__________________

Treasurer






Date
Copies of this form should go to the (1) Donor, (2) Treasurer, (3) Special Funds Committee chair (4) Stewardship and Finance Committee Chair and (5) Chair of the Responsible Session Committee. 
1

