
St. James Episcopal Church 

Birmingham, Michigan 

Accounting Procedures 

 

            September 10, 2012 

 

SECTION 1  CASH MANAGEMENT 

 

A.  POLICIES 

 

 1.   The Vestry or Parish Fund authorize all bank and brokerage accounts at their 

 annual meetings. 

  

 2.   The Vestry designates persons permitted to be check signers and make other 

 disbursements, such as wire transfers. The Parish Fund authorizes persons to act 

 on its behalf for the purchase or sale of securities and transfer of funds in the 

 brokerage accounts. 

 

 3.   The bank and brokerage accounts as well as persons designated as signers 

 are listed on Attachment A. 

 

B. CASH RECEIPTS 

 

 1.   Incoming mail is opened by the Parish Administrator and checks are 

 forwarded to the Financial Secretary.  The checks received by mail, those 

 received in the collection and all cash are counted, verified and listed on tapes by 

 the Treasurer and a Volunteer member.  All checks are stamped with a restrictive 

 endorsement “For Deposit Only”. 

 

 2.   Deposit slips are completed by the Financial Secretary for each deposit with 

 detail support for the checks and cash received during the week.  Proof of the 

 deposit from the Bank and detailed support are filed in the Financial Secretary’s 

 office.  

 

 3.   All checks and cash deposits are listed electronically by the Bank and appear 

 in the accounts on-line the next day.  The Financial Secretary checks this on-line 

 listing against the deposit receipt and records the amount in the general ledger 

 (Shelby).   

 

 4.   Deposits and checks written are reconciled with Bank statements monthly 

 with a copy provided to the Treasurer.   

 

  

 

1 

  



 5.   Receipts of currency are counted by two Ushers after every service, recorded 

 on a tally sheet with the number of checks and pledge envelopes received, placed 

 in a locked bag and deposited in the vault room. Payment of Expenses out of cash 

 receipts is also prohibited.  

 

C.  CASH DISBURSEMENTS 

 

 1.  All disbursements are made by check except for direct deposits for payroll and 

 withholding tax as well as small petty cash purchases. Blank checks are kept in 

 the safe until needed. 

 

 2.   The original checks are returned by the Bank and retained for three years. 

 

 3.   Checks are prepared by the Financial Secretary independent of those given 

 purchasing authority and/or invoice approval.  The Financial Secretary verifies 

 data to Project Appropriations and/or approved invoices.  

 

 4.   Check requests are approved for payment by the Rector or Treasurer before 

 checks are written.  Checks are only made payable to a specific payee and are not 

 written to “Cash” or “Bearer”. 

 

 5.   Supporting documentation is marked as “Paid” to avoid duplicate payments. 

 

 6.   Check signers are authorized by the Vestry at its organizational meeting.  

 Signing of blank checks is prohibited.  All checks written require two authorized 

 signatures. 

 

 7.   Voided checks are marked with a “Void” across the face and retained.  

 

 8.   All non-check disbursements, such as wire transfers, are approved by two 

 authorized signers before they are requested from the Bank.  Currently, the only 

 reoccurring wire transfers are associated with payroll and taxes. They include 

 time sheets and necessary authorizations prior to the calculation and submittal of 

 the time to be paid.  

 

D.  BANK RECONCILATIONS  

 

 1.   Bank statements from all bank accounts are received unopened by the 

 Financial Secretary with a copy to the Treasurer from the banks.  Bank accounts 

 are reconciled at the end of each month by the Financial Secretary. 

 

 2.   The Financial Secretary compares dates and amounts of daily deposits on 

 bank statements to the cash receipts listing as well as any items rejected by the 

 bank due to insufficient funds, etc.   
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 3.   The bank provides notice of non-check disbursements and items rejected by 

 the bank due to insufficient funds to the Treasurer. 

 

 4.   Reconciliation procedures include the following: 

 

  a.   Comparison of bank statements with the disbursement journal for  

  number, date, payee and amount. 

 

  b.   Review of sequence of check numbers. 

 

 5.   Checks outstanding for six months are investigated by the Treasurer. 

 

 6.   Upon completion of the reconciliation process, the Treasurer reviews the 

 statements and any adjustments to cash accounts. 

              

SECTION 2 EXPENDITURES - PURCHASING  

 

A. PURCHASING POLICIES 

 

 1. Purchases are made in accordance with applicable Vestry policies. 

 

 2. Competitive bids are required for all acquisitions (purchase, lease or 

 construction contracts) costing more than ____$5,000.00____ . 

 

 3.  Competitive bid procedures: 

 

  a.  A Request for Proposal (RFP) is to be prepared by the Requester   

  describing the product, service or combination requested. 

 

  b.  Request for Proposal is distributed to a number of qualified bidders. 

 

  c.  Bids received are summarized and submitted to the Finance Committee 

  for evaluation and making a selection. 

 

  d.  A Project Appropriation (Attachment B) is prepared by the Requester  

  detailing the transaction and source of funds.  

 

  e.   After securing the recommendation of the Finance Committee and  

  Parish Fund, if required, the Project Appropriation is submitted to the  

  Vestry  for final approval. 

 

  f.   The Vestry reviews the Project, confirms funds are available and  

  approves the Appropriation. 
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 4.  Contract award. 

 

  a.   The contract or engagement letter is to be signed only by an Officer  

  (Senior Warden, Junior Warden, Treasurer or Secretary).   

 

  b.   Copies of the signed contract or engagement letter are to be forwarded  

  to the Financial Secretary. 

 

  c.   Product, service or combination, are to be inspected and, if   

  satisfactory, accompanying invoices approved and forwarded for   

       payment to the Financial Secretary.   

 

B.    PURCHASE CARD POLICIES 

 

 1.   The Purchase Card Policy applies to all staff and members to ensure       

       appropriate purchase card use in the event a purchase is made on a credit card. 

 

 2.   Staff and members are required to obtain their supervisor’s approval prior to 

 purchasing merchandise or services with credit card. 

 

 3.   The cardholder is required to submit all receipts for purchases monthly to the    

 Financial Secretary for reconciling with the statement.    

 

SECTION 3 EXPENDITURES – ACCOUNTS PAYABLE 

 

A ACCOUNTS PAYABLE POLICIES 

 

 1.   All vendor invoices are routed from incoming mail to the Accounts Payable 

 file. 

 

 2.   All Payables are reviewed by the Financial Secretary and approved by the 

 Treasurer as indicated by initials before any invoice is paid. 

 

 3.   Original invoices are maintained for a minimum of three (3) years and copies 

 are only distributed when requested. 

 

 4.   Payments are typically generated from invoices only, with exceptions for 

 reoccurring purchasing card statements and payroll. 

 

B. ACCOUNTS PAYABLE PROCEDURES 

 

 1.   Upon proper approval, all Payables are entered into the general ledger 

 (Shelby) and checks are printed once a week. 
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 2.   Discounts, freight terms, sales tax (when required), etc. are checked for 

 accuracy when Payables are entered for payment. 

 

 3.   Checks are numbered consecutively. 

 

 4.   Invoices are marked (stamped) as “Paid” to prevent reuse. 

 

 5.   Employee processing Payables are independent of those performing 

 purchasing, receiving, inventory functions 

 

 6.   Access to Accounts Payable functions is limited to those employees who have 

 a logical need for access (Financial Secretary or Parish Administrator).   

 

C. OTHER ACCRUED LIABILITIES 

 

 1.   Detailed subsidiary ledgers for accruals and other liabilities are maintained 

 and reconciled to the general ledger accounts (Shelby) on an annual basis by the 

 Financial Secretary. 

 

 2.   Accruals and other liabilities are periodically reviewed for reasonableness.   

 

SECTION 4 PAYROLL 

 

A. PERSONNEL, EMPLOYMENT AND RATE AUTHORIZATIONS 

 

 1.   Requests for new personnel are initiated only by the Rector. 

 

 2.   The Personnel Committee (Rector, Senior Warden, Junior Warden, Former 

 Senior Warden) requires an employment application to be completed by all 

 applicants and conducts an investigation of prospective new hires that includes 

 background and reference checks, fingerprinting and contact with former 

 employers. 

 

 3.   Personnel files are maintained for each employee.  Files in the Rector’s   

 Office contain applications and reference investigations, information on hire date, 

 original and subsequent pay rates and positions, earnings records and termination 

 data, where appropriate.  

 

 4.   A separate Payroll file of for all employees is maintained by the Financial 

 Secretary containing I-9 Forms, W-4 Forms, authorizations for payroll 

 deductions, information on pay rates and positions and benefit applications. 

 

 5.   Written termination forms are required. 
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 6.   Personnel and Payroll files are only accessible to employees who have a 

 logical need for access.    

 

B. PAYROLL PREPARATION AND TIMEKEEPING 

 

 1.   Salaried and hourly stall members submit a semimonthly timesheet to the 

 Financial Secretary. 

 

 2.   Paychecks are completed and administered by an outside payroll company. 

 

 3.   Detailed payroll information is submitted by the Financial Secretary.  The 

 outside payroll company submits detailed reports to the Rector and Financial 

 Secretary for proper recordkeeping and recording of expenditures. 

 

 4.   Access to payroll records and materials is limited to those with a need for such 

 access. 

    

SECTION 5 REVENUE AND RECEIVABLES 

 

A. REVENUES – RECEIVABLES 

 

 1.   Pledge Statements to funders are prepared by the Financial Secretary using the 

 general ledger (Shelby) system.  

 

 2.   The Statements include amount pledged and payments received to date are 

 completed and mailed to funders every four (4) months. 

 

 3.   Prior to mailing, the Statements are checked for accuracy by the Financial 

 Secretary. 

 

 4.   Credit memos to reduce funder/member balances can only be generated by the 

 Financial Secretary and approved by the Treasurer. Authorized credit memos are 

 filed in the accounting records. 

 

SECTION 6 FIXED / CAPITAL ASSETS 

 

A. PURCHASED ASSET POLICIES       

 

 1.   Detailed records are maintained for all assets. At present, the records of 

 Fixed/Capital Assets are not integrated into the accounting system.  

 

 2.   Custodians of assets are required to report any changes in their status, such as, 

 transfers, sales, scrapping, obsolescence or excess. 
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 3.   Sales of assets are to be formally approved by appropriate officials. 

 

 4.   Assets are identified and inventoried annually.  Such inventory may be on 

 video tape and audio recording. As practical, data developed shall be entered in a    

 computer software program.   

 

B.         DEPRECIABLE ASSET POLICIES 

 

 1.   Assets are not capitalized and depreciated but expensed as acquired. 

 

C. FIXED/CAPITAL ASSET POLICIES 

 

 1.   Titles of sites and buildings are held in the name of St. James Protestant 

 Episcopal Church of Birmingham, Michigan, a Michigan Corporation.  Titles to 

 vehicles or other assets are held in the name of St. James Episcopal Church. 

 

 2.   Items are adequately safeguarded from loss due to fire, theft or misplacement. 

 

 3.   Duties of initiating asset transactions, asset custody and recordkeeping are 

 adequately separated. 

 

 4.   Detailed fixed asset records are periodically reviewed by the Chair of the 

 Property Committee. 

 

 5.   Disposition or transfer of assets requires appropriate supporting 

 documentation.   

 

 6.   Periodic review and appraisal is completed to meet insurance considerations. 

 

 7.   Access to computerized asset records is limited to those employees and 

 members with a logical need for access.    

 

 

 

 

 

 

 

 

 

 

 

 

AccountProced2012d 
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ATTACHMENT A 

 

St. James Episcopal Church 

Birmingham, Michigan 

Cash Management 

 

 

Financial Accounts have been authorized at: 

 

Chase Bank with local offices at 2480 West Maple Road, Bloomfield Hills, MI 48301: 

 

 Checking Account    Account Numbers  

 

 Savings Account    to be provided  

 

 Brokerage – Securities Transfer  to Auditors and  

 

 Brokerage – Parish Fund   others as required 

 

The following members have been authorized to sign checks, approve other 

disbursements, such as wire transfers, and act on the Church’s or Parish Fund’s behalf to 

purchase, sell or transfer securities in the accounts indicated: 

 

 Kenneth L. Erickson, Rector   Checking, Savings 

 

 Rebecca R. Smith, Senior Warden  Checking, Savings 

 

 Lawrence N. Parrott, Junior Warden  Checking, Savings 

 

 Charles E. Tholen, Treasurer   Checking, Savings, Brokerage  

 

 Thomas Holmes, Parish Fund Chair  Brokerage-Parish Fund 

 

 Elaine Parson, Parish Fund Vice Chair Brokerage-Parish Fund  
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ATTACHMENT B 

 

St. James Episcopal Church, Birmingham, MI 48009  Date:_____________ 

 

Appropriation Request  Source of Funds:____________________________ 

 

AMOUNT:  Estimate:_________Contingency__________TOTAL:__________ 

 

SUBJECT: 

 

BACKGROUND: 

 

 

 

 

 

 

 

SCOPE OF WORK: 

 

 

 

 

 

 

 

 

COST ESTIMATE: 

 

 

 

 

 

 

 

Requested By:_______________ 

 

RECOMMEND:                     APPROVE: 

 

Finance Committee      Parish Fund      Vestry 

 

_______________                                 ______________     _______________ 

 

Date:___________      Date:__________     Date:___________ 
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