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Calvary Episcopal Church

Finance Committee of the Vestry

CASH DISBURSEMENTS PROCEDURES

The following procedures will assist in assuring that all payments are properly approved, recorded, and supported by appropriate documentation.

1. All disbursements are made by check, except for small expenditures from petty cash.

2. All disbursements are submitted for approval as follows:

a. When a Ministry Council or Mission Team needs to be reimbursed for a budgeted expense, a check request form should be completed and submitted to the office administrator for payment. A properly completed Check Request Form requires attached receipts or invoices and at least two signatures. 
b. Mission Council Chairpersons have approval authority for $1000.00 of budgeted expenditures. Check requests exceeding $1000.00 or those for unbudgeted expenditures (see Special Funding below) require the approval of the respective Mission & Ministry Liaison of the Vestry (MML).
c. All other check requests would require two signatures - a signature from the requesting person and signature from a member of the Vestry. If a Vestry member were the originator of the request and the first signatory, then a second signature would be obtained from another member of the Vestry.
d. Due to Calvary's non-profit status, funds cannot be distributed before an expense is incurred.
e. Non-profit status exempts Calvary from paying sales tax and will not reimburse any sales tax paid. See TX Sales Tax and Use Exemption Certification form.
f. Checks will be issued every Thursday; check requests must be in the church office by 9:00 a.m. Thursday mornings. Needs should be anticipated far enough in advance to comply with this schedule. Requests lacking the proper documentation and required two signatures will not be processed.
g.  “Emergency” checks (e.g. facility repair requiring immediate response, supply clergy for unanticipated absence of Rector, etc.) require the approval of the Senior Warden.
3. All checks are pre-numbered and used in sequence.

4. All checks are recorded in a master check registry when written recording the date; check number; to whom paid; and the amount.

5. All voided checks are properly cancelled and retained.

6. All checks are made payable to specified payees and not to cash or bearer.

7. All disbursements are supported by original documentation.

8. The original vendor’s invoice or other documentation must be cancelled or marked paid at the time of signature to prevent duplicate payment.

9. The following check signing procedures will be followed:

a. Signing blank checks is prohibited.

b. Using a signature stamp or pre-printed signatures is prohibited

c. All supporting documentation must accompany checks presented for signature.

d. All account signers are to be authorized by the Vestry.

e. Checks for more than $500 require more than one signature.

f. If a signature imprint machines is used, its keys shall be kept under lock and key except when use.

10. All disbursements requiring special approval of funding sources or the Vestry must be properly documented in the Vestry or Finance Committee minutes.

11. Adequate controls and segregation of duties regarding electronic funds transfers shall be established.

Sources:  Manual of Business Methods in Church Affairs
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