The People’s Church at Oak Mountain

Financial Policies and Procedures

EXPENDITURES

     Treasurer submits budget annually for approval of Navigation Team.
     Treasurer collects and disburses all monies collected by PCOM by direction of the Navigation Team.

     Treasurer is responsible for the presentation of monthly financial statements and an annual financial report to the Navigation Team.

     The investment of PCOM reserves shall be at the discretion of the Navigation Team.

FINANCIAL INTERNAL CONTROL

     The Navigation Team will select an independent accounting firm, who will review the church accounts annually and upon approval of accounts, will submit a referral letter of good standing.

CASH RECEIPTS

     Mail will be opened by the administrative assistant.  All incoming checks will be endorsed upon receipt.  The endorsement stamp shall spell out the full name of the organization, marked “for deposit only”, and shall note the account number.

     The administrative assistant prepares and makes all deposits.

     Counting Procedures
     Following Sunday worship services, two (2) member of the Finance or Counting team will gather the contributions for that week.  The contributions will be listed on the Contributions Form, totaled, and both people will sign the Contributions Form.  The total amount of contributions should be given to the treasurer, and the Contributions Form and money given to the administrative assistant.  

     Allocation of Funds  

     A dollar amount should be specified on the offering envelope when choosing a special allocation of a contribution.  If there is no allocation marked, money will be allocated to the general fund to be used where it is needed.  

DISBURSEMENTS

     All expenditures will be handled by check or credit card.

     All unused checks shall be prenumbered and used in sequence.     

     The organization will keep unused supplies safeguarded.

     Voided checks shall be kept and filed.

     All checks are signed by the treasurer of the Navigation Team or a member of the finance team of PCOM.  Any requests for funds in excess of $250.00 will require advance written approval of the chairman or a member of the Navigation Team.
     Bank statements shall be reconciled by the administrative assistant upon receipt.  After reconciliation, treasurer shall review, sign and forward a copy to the church’s accounting firm.

REIMBURSEMENTS

     Any expense reimbursement, whether by cash or credit card, shall require all necessary receipts and  required documentation (as per IRS standards) in order to be processed.  All receipts should be attached to a completed “Debit Card Transaction Form” or “Expense Reimbursement Form.”  Checks for approved expense requests will be written on a weekly basis to the individual requesting the reimbursement.  
     For cash expenses relating to reimbursements whereby a receipt is not customarily given (tips, valet, etc.) expenses should be outlined on the PCOM expense reimbursement form and should follow the same approval process as any other PCOM check request.
     The administrative assistant will provide a list of expense without documentation to the Navigation Team on a monthly basis.  
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