Your Church

7401 University Avenue

Yourtown, USA


Guidelines for Year-End Review Committee
1. Review cash handling procedures and be familiar with church accounting policies and procedures.

2. Obtain year-end financial report.

3. Compare beginning balances per current report to ending balances on prior year-end annual report.

4. Check clerical accuracy of the year-end financial report.

5. Compare ending cash balances for each fund to:

5. Bank statement reconciliation.

5. Ending balance per check register or savings account.

5. Identify outstanding checks and trace subsequent clearing of those checks and deposits in transit for previous year.

6. For Fund receipts:

6. Review Sunday morning money counters’ deposits and balance to bank statement on a test basis.  The receipts are bonded by our insurance company.

7. For Fund disbursements (General, Maintenance, Building, Endowment & Special Accounts):

7. Review the disbursements for the year per the disbursements register on a test basis for two months of this year.

7. Review numerical sequence of checks issued.

7. Review check disbursements by tracing the item as recorded in the disbursements register to the canceled checks agreeing dates, amounts, payee, signature and endorsement.

8. Review monthly expense reports with the Church Council.

8. Scan minutes of Church Council for approval of bills over $5,000.

9. Compare expense account totals to budgeted amounts looking for any large or unusual budget variances.

10. To review the budgeting process for adequacy:

10. Inquire how the budget is compiled.

10. To determine if computer records are adequately safeguarded.

10. To determine if important records on the church computer are backed up regularly.  The records are backed up daily by a tape.  A hard copy is also filed.  The payroll records are backed up on a file and a hard copy is filed.

10. To determine if church offices are locked when not in use and if the computer is locked or password protected.

11. Prepare a written report of the review committee to be included in the annual report to the congregation.

12. Consider information that may be helpful that is not currently included in the reports and should be.

Year-End Review Committee Report
The Review Committee of Your Church reviewed the financial records for all funds of Your Church handled by the Church Business Manager for the year ended December 31, 2000.  These funds are General, Maintenance, Building, Endowment and Special Accounts.  Disbursements and receipt records were tested by the committee on a random basis.  The committee noted no material discrepancies in the church records and found all funds and accounts in order at December 31, 2000.

Cash Handling Procedures
A climate of personal trust is usually assumed in the congregational setting, but prudent and consistent practices in handling money are needed to maintain a trustful climate.

Cash Handling Principles
•No individual should be required to handle the congregation’s cash alone at any point.

•No cash of substantive amounts should be stored in the church.

•It is preferable for several people to be involved on a rotating basis in handling cash.

•All cash transactions (receipts and disbursements) should be properly recorded and verifiable.

Suggested Steps in Handling Income
•Immediately following the 8:30 and 10:00 a.m. services, the ushers carry the contents of the offering to a room for counting.  The 11:15 a.m. offering is carried to the church safe by the ushers  and this offering as well as offerings that come in the mail are counted the following morning by money counters.

•The envelopes are opened by the money counters.  Envelopes are marked if there is cash in them.  They are not marked if they contain a check.

•Balances between envelope totals and cash totals are reconciled.

•A summary report is prepared and signed by the person in charge of the offering.

•A deposit slip is prepared and the deposit taken directly to the night depository at the bank.

•Copies of the deposit slip and the summary report are given to the Financial Secretary and to the Business Manager.

•People involved in the above steps should be rotated periodically.  It is best if the Financial Secretary and the Business Manager are not involved.

Steps in Handling Expenditures
•Bills and obligations should be approved for payment by staff personnel in accordance with the budget.  The account to be charged must be identified.

•The check is prepared.

•Checks for $1,000 or less are signed by one person and checks for over $1,000 by two authorized people.  The pastor is not an authorized signer.  Church Council approves checks over $5,000.

•At least three people should be involved in the above four steps.
