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INTRODUCTION

The purpose of this handbook is to provide both paid staff and volunteers with guidelines regarding the handling of church funds. 

The following are the concerns factored into this handbook.

•
It is the desire of church administration to protect individuals from false accusation by providing sufficient safeguards and financial transaction tracks.  The procedures and records will allow us to answer any questions regarding any suspicion of impropriety.

•
It is the desire of the church leaders to protect the church from misappropriation of church funds.

•
It is impossible to safeguard against all possible risks.  Therefore the size of the risk to the individual and the church were considered.

•
There was an attempt to prevent or minimize the risk of damaging or unnecessarily diminishing the “spirit” of the church.

•
There was an attempt to maintain or build an efficient, reasonable cost administrative operation.

GENERAL POLICY

A.
The following are the general policies of the church.  It is recognized that there will be times when this policy is unachievable or unnecessary.
1.
At no time will cash from general giving, be in the custody of only one person, until such time that it is counted; the deposit slip is filled in; and it is placed in a locked deposit bag.  

2.
Cash will be placed in the safe at the earliest possible opportunity, with a record of the source and purpose and signed by the individuals handling the funds.

3.
There will be an appropriate separation of the authorization to purchase and pay.

B.
Exceptions to this policy need approval of the elder board.
FUNDS GATHERING

A.
Worship service

1.
Following the gathering of the offering, there will be at least dual custody of the funds at all times until the offering is placed into the safe.  Each offering will be placed in a separate bag with a written record of the date and initialed by the individuals involved and put into the safe immediately following the collection.  

B.
Sunday School offering

1.
The Sunday school offering is perceived as insufficient monetary risk to require monitoring.  6/96

C.
Events

1.
There are three factors to consider with event:

a)
Will there be giving from individuals in excess of the value of what they receive from the event?

(1)
Prior to the event, an appropriate receipt must be prepared and approved by the Church Administrator.    That receipt must have the required disclosures including the value of the good or service received and the amount of the deductible gift.  A copy of the receipt must be submitted to the church office for the Financial Secretary to record for the giving record.

b)
Funds from the event to be handled as “flow through.”

(1)
For events in which the funds will be put through the church books (flow through), the event will require a reconciliation of funds received and expensed, including expenses paid directly from funds on hand prior to delivery to the church office.  That reconciliation will include the number of individuals participating in the event, the charge per person and the total.  A preferred form is available for use.  The budget head is responsible for the completion of the reconciliation within 60 days of the completion of the event.

2)
Events funded in part or in whole with flow through funds must have a proposed budget developed and approved by the church administrator  at least two weeks prior to the event date. The budget head is responsible for the completion of the proposed budget.

c)
Total funds from the event under $500 and not handled as flow through:

Events under $500 and not put through “flow through”

 (a)
A Reconciliation Report will be submitted to Church Administrator at the conclusion of the event for future reference.  This report is to be signed by the leader/chairperson of the event and budget head.
d)
Total funds from the event exceed $500 and not handled as flow through:

 (a)
There is to be dual responsibility of the funds.

 (b)
A Reconciliation Report is to submitted to the Church Administrator at the conclusion of the event for future reference.  This report is to be signed by both the leader/chairperson and the second person assigned the task of joint financial responsibility.

D.
Mail

1.
Funds received through the mail will be immediately placed in the safe.

E.
Reimbursement from ministry expenses (books, etc.)

1.
Donations for the materials are to handled through the information desk.

F.
Funds delivered to the church office or staff

1.
Funds delivered to the church office or staff are to be placed directly into the safe, in the provided envelope, which is to be filled out before being placed into the safe.

III.
Depositing

A.
Cash

1.
The safe is to have dual control, one individual with a key and the other with the combination.  AT NO TIME is the key and combination to be entrusted to one individual.

2.
Following the opening of the safe, the cash is to be in dual custody through the counting, creation of the deposit slip and the initialing of the deposit slip.  This DOES NOT MEAN just in the same room.  It means actually in direct custody of the cash.  

B.
Checks

1. The checks and cash are to be recorded in such a way as they can be traced.

2.
Two authorized signers must sign checks written for more than $300 dollars.

C.
Giving record

1.
The checks and the giving envelopes information is to be entered weekly into the giving record on the computer.

D.
Bank bag

1.
The deposit slip is to be initialed by those individuals involved in preparing it.  The deposit, including deposit slip, cash and checks are to be placed in a lockable bag, locked and taken to the bank for processing.  The deposit copy is to be filed for the church accountant.

IV.
Giving record

A.
Policy

1.
It is the goal of the church Elders to adhere to the rulings on eligibility for charitable gifts tax deductions.

B.
Procedures

1.
A record of giving will be maintained by the Church Administrator.

2.
Care will be given to assure that the giving record does not include items in which benefits have been received by the payer, except for “intangible religious benefits”.  This includes book sales for Bible Fellowship Hour, dinners and banquets, trips, etc.  When money is paid that is in part for benefit and for deductible giving, a receipt is to be provided the payer that discloses the value of the benefit and the amount of the deductible gift, including other proper disclosures.

V.
FUNDS DISBURSING

A.
Purchasing

1.
Purchase orders are to be used with purchase of budgeted equipment items in excess of $1000 with a signature of the requesting individual and a second signature of a budget head or an elder.  A copy is to be filed with the Church Administrator.

2.
Shipments received at the church are to be checked in, with the invoice or packing slip stamped with the “Received” stamp, dated and initialed by the individual receiving the shipment.  The verified document is to be given to the Church Administrator.

3.
All other purchase receipts or charge receipts are to be given to the business manager, Church Administrator, initialed by the individual.  There is to be notation regarding to which  ministry the purchase is to assigned to.

B.
Issuing checks

1.
The goal is to separate the function of creating the checks and the signing.

2.
Individuals involved in the accounting activities are limited to the writing of checks and not allowed to make church purchases and/or sign checks.

3.
Individuals who make church purchases are limited to the signing of checks and not allowed to write checks.

4.
At no time is anyone allowed to make and sign checks.  A list of those individuals and responsibilities shall be kept by the Church Administrator with a copy to the Bookkeeper and Treasurer.

C.
Payroll

1.
All individuals must be either exempt from time card or ACCURATELY filling out time cards.

2.
Vacation and sick leave records must be kept on all eligible employees.

3.
The determination of whether or not an employee is on time card or eligible for exemption from time card will be made at the request of the Church Administrator and approved by the Administration  Committee.

4.
The cut off for time cards is five days before payroll.

D.
Reimbursement vouchers

1.
No individual, regardless of position, can sign their own reimbursement voucher (vouchers for payment back to themselves).  

2.
Check request over $1,000 require a second signature of the supervisor or an elder.

E.
Petty cash

2. Petty cash will be under the supervision of the Church Administrator and will not exceed $100.00.  Receipts must reconcile to expenditures.  Petty cash will be reviewed by the Internal Audit committee quarterly.  (For detail, see appendix A.)

Gifted Property policy

It shall be the Westwood Baptist Church policy to require the immediate disposal of the gifted property as soon as possible unless it will be immediately used in the ministry of the church.

Memorial policy

Memorial funds may be set up at the discretion of the Administrative committee or their designee.

The purpose for which the memorial funds are to be used must be specified when the fund is set up.

The duration of the specific memorial fund shall be for one year from the date it is set up.  Funds from the memorial fund must be encumbered on or before the one year anniversary of the fund.  Any moneys remaining in the memorial fund after the one year anniversary date will be rolled over into another account at the discretion of the administrative committee.  Exception to the one year duration of the specific memorial fund may be made by request to the administrative committee.

Ear Marked Contributions

The IRS requires the church to maintain the control and administrative responsibility for all contributions.  Contributions to internally designated programs within the church, i.e., building fund, missions, benevolent, or outreach offerings must be approved by the Church Elder Council and considered a corporate effort of the congregation.

After an outreach is approved by the Church Elder Council, an appeal for funds can be made for this ministry.  If the outreach is to include individuals, the names of individual involved in the outreach shall be provided to the Church Administrator.  Checks are to be made out directly to Westwood Baptist Church.  The money is controlled by the Church Administration and Elder Council and will be distributed as designated.  If money is left over from an outreach, it goes into the general fund of the church.

Any check written to the Westwood Baptist Church and “earmarked" for an individual or ministry not approved by the Church Elder Council as a corporate effort of our congregation, will 1) be returned to the donor if they wish, or 2) with the givers consent, put into the Church General Fund, Missions or another area of the church's programs.

Westwood Baptist Church may not receive "earmarked" contribution for an individual for tax deductible purpose.  Westwood Baptist Church may be used as a pass through to individuals for non tax deduction should the giver want to remain anonymous.  

Reserve funds account:

Westwood Baptist Church shall maintain a general fund reserve account in the amount equal to 15% of its operation budget for the year.

Westwood Baptist Church shall maintain a WW2020 fund reserve account in the amount equal to three (3) monthly payments.  This reserve account shall remain in affect until the building loan with Cornerstone is paid in full minus the sum of the three monthly payments.

Flow Through Accounts

Anyone wanting to set up a new flow through account must fill out a “Flow Through Account Request Form” and have it approved by the Church Administrator.

Loans

Westwood Baptist Church is not in the banking business and therefore will not loan money to any individual or group of individuals. Any exception to this policy must be approved by the Elder council.

Year End Process

To help determine when funds were received at the end of the year and prior to January 1st of the next year, the safe should be opened and the money counted and recorded as soon as possible on January 2nd of the new year.  This process could take place on January 1st if the church is open.  Every effort should be made to ensure that money is not placed in the safe after midnight of December 31st if it is to be counted toward tax deductible giving for the previous year unless post marked by midnight December 31 of the previous year.

Flow Through Account Request Form


Name

Date

Reason(s) a new flow through account will be needed? 


How many transactions will be passed through this account? 


When do you project this flow through account will be closed? 


Approximately how much money will be passed through this flow through 

account? $


New Flow Through Account Name 


What ministry is the fund related to? 


Who has the authority to spend these funds? 


*********************************************************************************************

Account approved?    Yes       No




Church Administrator Signature

Revision Date  03/13/2003

Cash Advances 1. Cash advances given to employees or volunteers in anticipation of the occurrence of an expense for an authorized activity will be preliminarily treated as an accounts receivable due from the employee or volunteer, pending receipt of a properly executed travel expense report, or submission of a properly documented expense request authorization form. 2. Failure to supply proper documentation for outstanding cash advances, will convert the cash advance into taxable income to the employee or volunteer, and in addition, will remove that employee or volunteer from consideration for future cash advances, placing that employee or volunteer on a ‘reimbursement’ basis only.









