 SEQ CHAPTER \h \r 101/26/2020
ST. WENDY’S INTERNAL CONTROL SYSTEM (DISBURSEMENTS)

St. Wendy’s Internal Control System (In Part)

1.
The senior warden, junior warden, and the parish administrator shall be the authorized check signers for the parish’s checking and money market accounts.


2.
Two signers shall be required for any check over $1,500.


3.
The treasurer shall be responsible for overseeing the work of the parish administrator with respect to parish finances but shall not be involved in the handling or processing of receipts nor in the preparation or issuing of checks.


4.
The treasurer shall be responsible for the general oversight of the financial affairs of the parish and for the preparation of accurate periodic financial statements for the rector, the other officers, and the vestry. 


5.
With reasonable promptness after the end of each month the treasurer shall review the account statements for the parish checking account and money market, and, after the end of each quarter, the DIT account statement.  For each review the treasurer shall complete a Monthly Review Worksheet and deliver it to the parish administrator for filing and for presentation to the auditor at the time of the audit.


6.
No check shall be signed unless it has been properly authorized.  Authorization requires - 




(1) that the amount of the check when added to the amounts previously

 paid during the year and assigned to the account to which the check will be assigned does not exceed the amount budgeted for the year for the account, and 




(2) that the check be backed up by appropriate documentation. 

 Appropriate documentation includes an invoice, a statement from the vendor who does not send invoices, a completed request for reimbursement form, or a completed check request form signed by the rector or an officer.  Regular salary or other compensation payments in amounts consistent with the annual budget do not require specific authorization.


7.
The treasurer shall be responsible for keeping records of the exact restriction or designation applying to each and every parish fund, and shall maintain in the parish office a Funds History File, which shall contain all documents relevant to the creation of each fund and the exact wording of any legal restriction, designation, or expressed intention that applies to any of the parish’s fund.

