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WHAT?
Î Policies and procedures of the accounting system

WHY?
Î Assures that transactions are recorded properly
ÍReliable records
ÍProtection of church assets
ÍCompliance with civil laws, church canons, organizational policies

Î Reduce financial risk to a tolerable level
ÍPrevent or identify inadvertent errors
ÍPrevent or identify deliberate misuse of funds



In developing your internal controls system, consider:

ÍAccuracy

ÍEfficiency

ÍReliability



1. Adequately safeguard cash, property and other assets

2. Ensure appropriate documentation and approval of all financial 
transactions

3. Ensure funds are expended in accordance with donor requirements 
and limits

4. Ensure financial reporting is accurate, timely and conforms to policies





1. Request ɀrequest to purchase

2. Approval ɀauthorized person approves request

3. Authorization ɀissuance of purchase order

4. Execution ɀpurchasing, receiving and payment

5. Recording - accounting

No one person should handle all aspects of a single transaction.



Î Define and communicate who has authority and responsibility to initiate and 
approve expenditures

ÍWritten notification of authority levels and limits

ÍUnderstand required documentation for expenditures

Î Authority levels for cash disbursements need to be assigned

ÍApproving payment requires verification that goods or services have been 
received and supporting documentation is on hand

Î The person who authorizes a transaction cannot be the same person who records it 
for accounting purposes 



ÎCash is easy to lose track of, so controls are critical

ÍReceipt

ÍMaintenance

ÍDisbursement

ÎRisks with cash

ÍLoss or theft

ÍDisbursement without proper documentation or authorization

ÍIncorrect accounting (charging of receipts/disbursements)



Î Physical cash reconciliation:
ÍSafeguards to protect collections from theft or misplacement

ÍTimely counting and depositing of collection receipts to ensure deposit equals entire amount of 
receipts (at least weekly)

ÍAt least two unrelated persons responsible for counting and depositing the collection

ÍPeriodic rotation of persons responsible for counting cash collections

ÍAll cash counts documented on a standardized form

Î Independent verification of accounting for receipts, blank checks and disbursement 
vouchers

Î Regular reconciliation and independent verification are essential



ÎMajor risks associated with payroll:

ÍOverpayment to legitimate employees

ÍPayment of fictitious persons

ÍFailure to recover advances

ÍMisappropriation of payroll funds

ÍUnder or over withholding taxes

ÎA major independent payroll processing company such as ADP or 
Paychex  is recommended to simplify the process and limit liability 
to the church



ÎTool to identify weaknesses in current systems ɀÁ ȰÓÅÌÆ-ÁÕÄÉÔȱ

ÍAre accounting policies appropriately documented?

ÎProcedural gaps identified by the questionnaire must be 
strengthened

ÎDiocese staff are available to advise on means to strengthen 
procedures




