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I. FINANCIAL RECORDS
A.  The treasurer and assistant treasurer(s) will be elected annually by the session (usually in January). The work of the treasurer(s) shall be supervised by the session through the finance committee. No two members of the same household may serve in any capacity as treasurer or assistant treasurer.
B. The treasurer, assistant treasurers and the trustees are the only authorized signatories for all bank accounts. They must be approved by Session.
C. The Sunday counters, bookkeeper, treasurer, assistant treasurer(s) and the head of staff will be the only persons with the combination for the safe.
D.  Counting and recording of all offerings will be done by at least two duly appointed persons or a fidelity-bonded person. Cash should be counted and put in a sealed envelope 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 safe.
E. Gifts of stocks and mutual funds received by the church will be liquidated and credited to the appropriate account promptly by the treasurer.

II. FINANCIAL REVIEW
A.	A financial review will be authorized and conducted by the board of trustees with approval of the session. Such reviewers should not be related to the treasurer(s).
B.	A financial audit may be conducted by a public accountant or public accounting firm if the trustees believe it is necessary.

III. FUNDRAISING EVENTS
A. The session must approve all fundraising events. 
B. Receipts shall be deposited to the fund created for the fundraising event.
C. The funds will be disbursed after a request for payment with account number and receipts or invoices are submitted.
D. The bookkeeper will provide the responsible elder and staff member with a printed report of the account at month’s end.

IV. CHARITIBLE TAX RECEIPT STATEMENTS
A. Charitable tax receipt statements for the previous year will be provided to each pledged donor of the church in January. Non-cash donations will appear on the donor’s year-end charitable tax statement.

V. DISBURSEMENT OF FUNDS
A. The church treasurer and bookkeeper shall be responsible for the disbursement of church funds according to the session budget for the calendar year. Funds will not be disbursed until proper documentation of the expenditure is provided, and proper authorization is given.
B. All requests for payment will be reviewed and approved by either the elder with oversight of the expenditure or the head of staff before payment is made. Routine in-house expenditures and expense account reimbursements for staff members will be reviewed and authorized by the head of staff. Any reimbursements to the head of staff will be authorized by the chair of the personnel committee.
C. Certain routine expenditures, such as payroll and utilities may be paid by the bookkeeper without review or signature by the elder of the corresponding committee. Elders and the head of staff may authorize additional routines expenditures as needed. The bookkeeper should inform the elder of the appropriate committee that payment has been made.
D. No elder or staff member may approve payments to themselves.
E. Tax exemption certificates should be used by individuals purchasing supplies on behalf of the church because sales tax expenses will not be reimbursed.

VI. CHURCH DEBIT AND CREDIT CARD POLICY
A. Church debit and credit cards may be made available to church staff members with approval of the head of staff approval.
B. No personal use of these cards is permissible under any circumstances. 
C. Invoices and sales receipts must be submitted to the church bookkeeper prior to the disbursement of these funds.

VII. MEMORIAL FUNDS
A. All gifts received in memory of a loved one will be placed in a designated fund which will, whenever possible, be used in accordance with the desires of the family and the approval of the session. With family approval, several memorial funds may be combined for a single designated significant expenditure. Session may decline to fund a designation that is deemed contrary to the purpose and mission of the congregation. All memorial gifts will be properly documented. 

VIII. DESIGNATED FUNDS
A. Designated funds are set up for the purpose of tracking gifts made for specific purposes beyond the scope of the annual operating budget It is recognized that 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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B. All requests to establish a designated fund must be approved by the session.
C. The session shall establish an annual list of special needs and opportunities beyond the reach of the annual budget.
D. Before the session accepts a contribution for a newly designated purpose, they will determine if the designation supports the stated mission of Webster Presbyterian Church and is feasible. If the session does not approve the establishment of a new designated fund, the donor will be given the opportunity to redirect the gift for another purpose. If the donor declines, the donation shall be returned.
E. After a reasonable time frame for expenditure has passed, by the special gifts and endowment committee either combine the funds with another designated fund or transfer them to the endowment fund, with approval from the donors and the session. The only exception is for long-term capital improvements which the session must approve and reauthorize every two years.
F. All designated funds must comply with the regulations of the US Internal Revenue Service.
1. The purpose of the fund and how it furthers the mission of the church will be clearly stated.
2. All explicit or implied restrictions or notification requirements must be clearly stated and communicated to the donors.
3.	All donors and their contributions will be clearly and separately maintained for documentation with the IRS.
G. Any non-cash donations will be received with the stipulation that the church reserves the right to use them in a manner approved by the session.
H. Operating funds will not be transferred to the designated funds. However, designated accounts shall not end any fiscal year with a deficit. The finance committee is authorized to use operating funds from the annual budget to reconcile these accounts to a zero balance at the end of the year.
I. Each designated fund shall be monitored by the special gifts and endowment committee. If no activity is foreseen, they will recommend discontinuation of the fund to session.

IX. PASS-THROUGH ACCOUNTS
A. Pass-through accounts are established for the purpose of receiving and dispersing funds that are given to particular ministries beyond the operating budget of the session.
B. Any excess balance from continuing pass-through funds will be transferred to the operating fund annually unless the committee managing the exchange fund requests and receives partial or full retention of the funds from the session.

X. ENDOWMENT FUND
A. The special gifts and endowment committee will ensure that all monies in the endowment fund are maintained in separate accounts from the church operating fund. Any bank account for endowments will be authorized by the session and requires the signature of two voting members of the special funds and endowment committee or the trustees.
B. Reports of all proposed investments and changes in the portfolio will be made by the special funds and endowment committee to the session except deposits and transfers of cash and the purchase or renewal of certificates of deposits in banks, savings and loans institutions and fund transfers to and from recognized financial institutions approved by the session. 


XI.   ACCESS
A. The trustees, treasurer, assistant treasurers and two members of the worship committee are the only authorized persons to have access to the church safe deposit boxes.
B. The treasurer, book keeper and assistant treasurers will be the only personnel with access to the WPC accounting system, both electronically and hard copies. The treasurer will supply monthly and yearly financial reports to the session. A monthly financial summary will be available on the WPC website for the congregation.

XII. BID POLICY
A. At least three (if possible) bids from separate capable vendors shall be obtained prior to any purchase of equipment, services or capital improvement projects exceeding $5000 on an annual basis. A capable vendor is defined as one who can demonstrate that it has both the technical and financial capability to provide the service/product or complete the project. Emergency repairs that must be completed to prevent imminent hardship or damage to WPC personnel, members or facilities are exempt from this policy. Campus management committee will be responsible for the remedies and will report them to session at the next stated meeting.





