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Parish Name

POLICIES AND PROCEDURES REVIEW
Purpose:       This internal review is designed to examine current procedures and their compliance to Archdiocesan policies.  It is recommended that finance committee or parish council members conduct this review annually to familiarize themselves on current practices and Archdiocesan policy.

Procedure:   The following checklist should be completed by at least two finance committee/parish council members with the assistance of the business manager/bookkeeper within 60 days after fiscal year-end (June 30th). Please mark the appropriate response or action taken to each question.   Results of this review should be reported at the parish corporate annual meeting and at the next parish council/finance committee meeting(s).
General Administration










         Yes        No
	1   Accounting records & unused checks are stored in a secure fireproof area.
	
	

	2.  Parish computers are backed up on a daily basis.
	
	

	3.  The computer accounting software used by the parish is password protected and the passwords are stored in a secured area.
	
	

	4.  Obtain from local bank(s) a list of all accounts using the parish federal identification number along with the authorized signors for each account.  (Note:  Cemetery, if applicable, is a separate corporation and must have separate federal identification number.) Exhibit A
	N/A
	N/A

	5.  The Pastor/Pastoral Administrator is an authorized signor on all accounts.
	
	

	6.  List names and titles of individuals who have keys to the parish facilities.  Exhibit B
	N/A
	N/A

	7.  List names and titles of individuals who have access to any safes or vaults at the parish, if applicable. 
	N/A
	N/A

	8.  The property listed on the annual property and liability insurance billing is reviewed for accuracy.
	
	

	9.  List the contents of the parish safe deposit box, if applicable.
	N/A
	N/A

	10.  The parish budget is reviewed and approved by the Parish Council.
	
	

	11. Minutes are taken at all Parish Council and Finance Committee meetings.
	
	


Receipts











          Yes        No
	1.  At least two people count collections.  (Note: husband & wife are considered one person.)
	
	

	2.  The parish bookkeeper and the person posting contributions to parishioner records do not count collections.
	
	

	3.  Money counters are rotated on a regular basis.
	
	

	4.  Money counters use a count sheet to allocate funds. The sheet is signed by the counters.  
	
	

	5.  Amounts posted to parishioners’ contribution records are reconciled to the deposit.
	
	

	6.  Checks are restrictively endorsed “For Deposit Only” to the parish checking account.
	
	

	7.  Deposits are made intact on a daily basis.
	
	

	8.  Annual gift acknowledgement letters are sent to all parishioners.
	
	

	9.  Gift acknowledgment letters are sent to all non-parishioners giving more than $250.00.
	
	

	10.  Gift acknowledgment letters are sent to all non-parishioners giving less than $250.00. (Assuming the parish office has contact information.)
	
	


Disbursements











           Yes        No

	1.  An invoice or check request form is retained for all disbursements.
	
	

	2.  Invoices are marked paid and are approved by the pastor/administrator or designated person.  
	
	

	3.  Voided checks are retained and reviewed.
	
	

	4.  Outstanding checks are voided after six months.  
	
	

	5.  Checks are not written for cash.
	
	

	6.  If the bookkeeper prepares the bank reconciliation, the reconciliations are reviewed periodically by the pastor/pastoral administrator or his/her designee.
	
	

	7.  Provisions are in place for signing checks when the pastor/administrator is away.
	
	

	8.  Checks are mailed by the check signor.
	
	

	9.  Proxies are obtained for all expenditures within the guidelines established by the Archdiocese of Dubuque Finance Council.
	
	

	10.  Expenses from the petty cash bag are recorded in general ledger, if applicable. 
	
	

	11.  Petty Cash bag is replenished periodically.
	
	


Payroll











            Yes       No

	1.  Time cards/sheets are used for hourly employees. 
	
	

	2.  Every employee file contains a federal withholding form, state withholding form and an employee verification form (I9).  
	
	

	3.  Salary levels are approved by the Parish Council or Finance Committee.
	
	

	4.  Written job descriptions exist for each employee.
	
	

	5.  The current Circular E (Federal Income Tax and Social Security Tables) and State Withholding report form is used to determine correct withholding of taxes
	
	


Record Retention










            Yes       No

	1.  Annual Financial Report is kept in perpetuity. 
	
	

	2.  Parish Council minutes are kept in perpetuity.
	
	

	3.  Proxies are kept in perpetuity.
	
	

	4.  Bank statements, reconcilements and canceled checks are kept for five years.  
	
	

	5.  Invoices are kept for five years.
	
	

	6.  Parishioner’s annual contribution statements are kept for five years.  (Contribution envelopes are to be kept for one year unless statements are not available.  Then envelopes are kept for five years.)
	
	

	7.  Payroll records are kept for three years.
	
	

	8.  Employment records (i.e. promotions, transfers, layoffs) three years.
	
	

	9.  Earning records (i.e. time cards, work schedules) for three years. 
	
	

	10.  I-9 and required verification, 3 years or one year after termination, whichever is later
	
	


Financial Reporting and Other Financial Resources











                     Yes        No

	1.  Parishioners are given a parish financial statement at least annually.  
	
	

	2.  Affiliated organizations such as rosary societies and booster clubs do not have separate bank accounts.
	
	

	3.  If separate checking accounts exist for affiliated organizations, these organizations report their financial activity periodically to the parish council/finance committee.
	
	

	4.  Board of Education oversees the religious education program.
	
	

	5.  Parish Council reviews restricted donations to ensure funds are used for the purpose intended.
	
	

	6.  Written rental agreements are in place between the parish and renters, if applicable.
	
	

	7.  Gambling license is obtained for ALL forms of gambling including small raffles, if applicable
	
	


COMMENTS

We completed the internal review on ________________ (date).  Results of this review were (will be) presented to the Finance Committee/Parish Council on ______________ (date).

_________________________



_________________________
Signature 





Signature 
Finance Committee/Parish Council Member 

Finance Committee/Parish Council Member 
ATTACHMENT TO THE PARISH FINANCES QUESTIONNAIRE

EXHIBIT A

Who are the authorized signers on the checking accounts, including the accounts of affiliated organizations?

ORGANIZATION


BANK


ACCT. NO.

SIGNERS

____________________
________________
_______________
 ________________

____________________
________________
_______________
 ________________

____________________
________________
_______________
 ________________

____________________
________________
_______________
 ________________

____________________
________________
_______________
 ________________

____________________
________________
_______________
 ________________

____________________
________________
_______________
 ________________

____________________
________________
_______________
 ________________

____________________
________________
_______________
 ________________

____________________
________________
_______________
 ________________

ATTACHMENT TO THE PARISH INTERNAL REVIEW CHECKLIST

EXHIBIT B

Who has authorized access to the parish in regards to keys?

NAME




TITLE


DATE KEY
DATE KEY









ISSUED
RETURNED

___________________________
________________
__________
____________

___________________________
________________
__________
____________

___________________________
________________
__________
____________

___________________________
________________
__________
____________

___________________________
________________
__________
____________

___________________________
________________
__________
____________

___________________________
________________
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____________

