Grace Presbytery Policy on Financial Policies and Procedures

Adopted April 15, 2010 by Grace Presbytery Council
GENERAL POLICIES

A. The Financial Services of the Presbytery shall receive and disburse Presbytery funds as well as prepare and maintain financial records and reports with accountability to Grace Presbytery Council through its Budget and Finance Committee.
B. The accounting system will be based on the principles of fund accounting and will be managed by the finance department of the Presbytery.
C. Revenue basis for operating budget of the Presbytery will be through benevolence and special offerings from the churches, fees collected from Presbytery sponsored events, interest and other income from investments and endowments, income from rental property, designated gifts, grants from Synod and GA, youth programs, and miscellaneous fees.
D. The Budget & Finance Committee or its agent will regularly review the receipts from general benevolences for the purpose of timely cash flow. The committee will monitor all revenues and expenditures on at least a quarterly basis. (* see Funds B5 and C5)
E. The Budget & Finance Committee will be sure that the Presbytery determined minimum operating reserve is maintained and, in consultation with the Board of Trustees, will determine the investment of those funds and the use of the income produced by those funds.

FUNDS

A. Presbytery-Unrestricted Funds

1. The purpose of the Presbytery-Unrestricted General Funds is to receive and disburse funds related to the Operating Budget of the Presbytery.
2. The purpose of the Presbytery -Unrestricted Church Development Funds Account is to receive and disburse funds related to the Church Development Budget of the Presbytery.
3. The use of all unrestricted funds will be pursuant to policies recommended by the Council and approved by the Presbytery. The Presbytery may choose to direct some unrestricted funds into Presbytery-Restricted Funds.

B. Presbytery-Restricted Funds

1. Presbytery-Temporary Restricted Funds: The Presbytery-Temporary Restricted Fund consists of funds unrestricted as to use or preservation by the donor or other provider, which have been subsequently designated as restricted fund by the Presbytery, but not preserving the principal from expenditure.
2. The Presbytery-Permanent Restricted Funds: The Presbytery-Permanent Restricted Fund consists of funds unrestricted as to use or preservation by the donor or other provider, which have been subsequently designated as restricted fund by the Presbytery, preserving the principal and expending only the income.

3. The Presbytery-Restricted Funds (either temporary or permanent) will be held, administered, and distributed in accordance with the instructions placed on such funds by the Presbytery, subject to modification by the Presbytery from time to time.

4. The Board of Trustees shall determine the investment vehicles and investment allocation employed for the Presbytery-Restricted Funds (either temporary or permanent).

5. The Board of Trustees, in consultation with the Budget & Finance Committee, shall annually review the use and terms of a spending policy to calculate the amount of income distributed to the budget, and, if appropriate, make recommendation to the Council for any changes to be proposed for action by the Presbytery. The Texas Uniform Management of Institutional Funds Act permits the use of a spending policy.
C. Donor Restricted Funds
1. Donor-Temporary Restricted Funds: The Donor-Temporary Restricted Funds consist of funds restricted as to use by the donor, but with no requirement that the principal not be expended.
2. Donor-Permanent Restricted Funds (Endowment): The Donor-Permanent Restricted Funds (Endowment) consist of funds restricted by the donor so as to preserve the principal from expenditure and allowing only the income to be expended.

3. The Donor-Restricted Funds (either temporary or permanent) will be held, administered, and distributed in accordance with the instructions placed on such funds by the donor.
4. Unless Donor-Specified, the Board of Trustees shall determine the investment vehicles and investment allocation employed for the Donor-restricted Funds (either temporary or permanent).

5. The Board of Trustees, in consultation with the Budget & Finance Committee, shall annually review the use and terms of a spending policy to calculate the amount of income distributed to the budget, and, if appropriate, make recommendation to the Council for any changes to be proposed for action by the Presbytery. The Texas Uniform Management of Institutional Funds Act permits the use of a spending policy.
D. Designated Funds

1. Church Development Fund Accounts can be either Donor-Permanent Restricted Funds (Endowments); or Donor-Temporary Restricted Funds; Presbytery-Unrestricted Funds; or unrestricted by Donor yet subsequently Presbytery Restricted Funds.
a. The purpose of the Grace Presbytery Funds designated for Church Development is to provide funds; for the purchase of property for new church developments, to churches through grants and/or low-interest loans, capital improvements, and programmatic expenses in excess of the budgeted general funds up to an amount approved by the Presbytery.
b. The Church Development Committee recommends to the Council for approval, all policies regarding grants and loans to congregations. Any financial commitment to a congregation beyond the current budgetary year requires Council approval.
c. All loans to congregations or New Church Developments from Grace Presbytery funds must be previously approved by the Church Development Committee.
d. All Jubilee loans made to congregations must be previously approved by the Church Development Committee.
e. Grace Presbytery Funds designated for Church Development Fund Accounts will be invested under the directions of the Board of Trustees.
f. The Board of Trustees must approve the selling or purchasing of real property.

2. Pre-Ministerial Scholarship Fund: The Committee on Preparation for Ministry will act on all scholarship requests.
a. Donor-Restricted Scholarship Fund distributions for Racial Ethnic and Women Ministerial Candidates require Council approval after recommendation of the Committee on Preparation for Ministry.
INTERNAL PROCEDURES
A. Accounting

1. The finance department of the Presbytery will maintain a chart of accounts of all general ledger accounts.
2. The Treasurer of the Presbytery will have the authority to establish bank accounts on the behalf of the Presbytery as directed by the Budget & Finance Committee and implemented by the Board of Trustees.
3. The Treasurer of the Presbytery will have authority to close bank accounts as directed by the Budget & Finance Committee and implemented by the Board of Trustees with proper documentation.

B. Receipts

1. Receipts of funds will be handled in the following manner:
a. Receipt of funds through the mail will be opened and logged by someone other than the Director of Financial Services. The checks will be photocopied by the Bookkeeper.
b. The Bookkeeper will endorse the checks and total checks via data entry.
c. Once the checks are totaled via edit report, the checks and the cash receipts edit report will be delivered to the Director of Financial Services for posting into the General Ledger.
d. Deposits will be made daily.

2. In addition to the instructions in #1, church contributions will be handled in the following manner:
a. The Bookkeeper will enter the cash receipts into the church contribution report.
b. The Director of Financial Services will reconcile the church contribution report to the General Ledger monthly to insure proper credit to the contributing churches.
c. Deposits will be made daily.

3. In addition to the instructions in #1, camp, youth, and other program fees will be handled in the following manner:
a. The check number and date received will be written in the appropriate field on the camp, youth or other program registration.
b. Payments made by check to Grace Presbytery.
4. Deposit receipts on a daily basis are handled in the following manner:
a. Cash in excess of $100.00 will be deposited into the operating account.
b. All checks will be deposited in the operating account, with the exception of repayments of Jubilee Loans, receipts for Candidate Scholarships, and funds designated specifically for Church Development or any other designated fund approved by the Council. These checks will be deposited directly into the corresponding accounts.
c. Jubilee Loans funds and Candidate Scholarship funds will be deposited in their respective checking accounts.

C. Purchase Orders
1. The following guide lines will help when requesting purchase orders:
a. All purchases, other than routine office supply expenses, for use within the Presbytery will require a purchase order from Financial Services for accounting system documentation and tracking before ordering.
b. All fixed assets purchases and general purchases over $500 for use within the Presbytery will require a purchase order request with three (3) competitive bids from vendors before ordering.
c. Purchase orders will include vendor name, vendor address, vendor telephone number, contact person, shipping address - if different, item number, item description, unit cost, and total cost.
d. Purchase orders will be delivered to the Director of Financial Services, who will assign purchase order number within the business system.
e. Once the merchandise is delivered; it will be promptly checked to make sure that all items have been received, in good condition and correct quantity. The approved packing list will be filed with the purchase order for eventual matching with the invoice to insure correct billing.
f. Grace Presbytery is a tax-exempt non-profit organization. All purchases in the name of Grace Presbytery need a statement of tax-exempt status from the finance office and presented to the vendor at time of purchase. Grace Presbytery is not responsible for reimbursing the Texas sales tax expenditure for any purchase made without this exemption.
g. Approval Process:
1) All Purchase Orders require two signatures – Treasurer of the Presbytery or Director of Financial Services will be one of the signatures.
2) Directors and Administrative Assistants – Approval by Supervisor, if supervisor is not available, then General Presbyter; if General Presbyter is not available, then the Director of Financial Services and Treasurer of the Presbytery.
3) General Presbyter – approval by the Treasurer of the Presbytery and the Director of Financial Services.
4) All approvals of purchase orders and invoices must be clearly signed on the face of the document so that it is clear the purchase was authorized.
5) All purchases exceeding the current year budgeted line item amount will require signed approval of the General Presbyter and the Treasurer of the Presbytery all shall be reported to the Council.
D. Fixed Assets
1. A fixed asset is a purchase, in which the cost is $500 or more and has a life extending beyond 12 months from the purchase date.
2. A separate record will be kept by the finance department on all fixed assets purchased in which the cost is a low value. These fixed assets will be expensed in the current year budget.
3. The finance department will maintain fixed asset records using a clear description upon purchase and they will be depreciated using the straight-line method over their useful lives as determined by the Internal Revenue Code.
4. Additions or improvements to the asset will be added to the cost of the asset.

E. Debit Card
1. There are two debit cards ($2,000 limit) for use by the Presbytery Staff.
F. Disbursements

1. All disbursements will be made by check. Checks require two (2) authorized signatures. Authorized signatures include the General Presbyter, the Stated Clerk, the Treasurer of the Presbytery, and the Director of Financial Services. Ordinarily, the Director of Finance Services will not be one of the signatories.
2. An approved check request form will be required for all disbursements.
3. Check request forms will be coded and entered into the accounting system by the Bookkeeper. All disbursements will require proper documentation to be approved or paid.
4. Disbursements will be paid according to vendor due date or within thirty (30) days of invoice.
5. Employee expense reimbursements must be submitted no later than thirty (30) days from the time of expenditure and will be paid within five (5) days of submission to the Director of Financial Services. Expense reports or periodic review of employee reimbursements maybe requested by either the General Presbyter or the Treasurer of the Presbytery in consultation with the General Presbyter.
6. The Committee Moderator’s or designee of the committee requesting the funds must approve in advance disbursements above $500.
7. The Council Moderator or designee must approve in advance disbursements in excess of $1,000 that are not included in the budget.
8. All disbursement checks in excess of $1,000 must have the General Presbyter’s signature as one of the two signatures, unless it is not obtainable when the checks are ready to mail. In the event the General Presbyter’s signature is not available, one of the other signatures will sign in stead with the permission of the General Presbyter.
9. Grace Presbytery is a tax-exempt non-profit organization. All purchases in the name of Grace Presbytery need a statement of tax-exempt status from the finance office to be presented to the vendor at time of purchase. Grace Presbytery is not responsible for reimbursing the Texas sales tax expenditure for any purchase made without this exemption.
G. Payroll

1. Payroll will be administered according to the Presbytery’s personnel policies and the local, state, and federal law.
2. Persons who meet the IRS definition of an employee will be placed on the Presbytery’s payroll.
3. Annually, employees must have on file a W-4 and I-9.
4. Non-Exempt employees will be responsible for keeping their time on the Presbytery’s approved time sheets. Supervisor approved time sheets will be recorded in both personnel records, and, when possible with the finance office.
5. Payroll checks will be issued on posted pay dates, the fifteenth and last day of the month. If the pay date falls on a weekend or holiday the checks will be issued on the first non-flex business day preceding the payday. The General Presbyter, with five-business day’s notice, may grant exceptions to this policy.
H. Reconciliation
1. Reconciliation of Checks, Deposits, Credit Card charges, Debit Card charges, & Investments are to be performed by someone other than the Director of Financial Services, comparing deposits reports, checks, credit card charges, and General Ledger with the banks and credit card statements.
2. All reconciliations will be reviewed by the Treasurer of the Presbytery, independently in the process of reconciliation.
3. Payroll deposits will be reviewed by the General Presbyter and/or the Treasurer of the Presbytery, comparing payroll deposits with the bank’s acknowledgement.
4. Review and approval of all reconciliation will be documented with signatures on the document’s face.
I. Investments

1. The Director of Financial Services under the direction of the Budget & Finance Committee will invest excess operating cash of the Presbytery in income bearing instruments.
2. The investment of the Operating Reserves is carried out by the Treasurer of the Presbytery and the General Presbyter under the guidance of the Budget & Finance Committee.
3. The investment of permanently restricted and temporarily restricted funds is carried out by the Treasurer of the Presbytery and the General Presbyter under the guidance of the Board of Trustees.
4. All investment and spending policies will be recommended by the appropriate body to the Council for their concurrence.
J. Audit

1. The Treasurer of the Presbytery will coordinate the annual audit of the Presbytery’s financial accounts by a Certified Public Accountant, as per the Book of Order, Article G-11.0307.
2. The Council, based on a recommendation from the Budget & Finance Committee in consultation with the Board of Trustees, will select a Certified Public Accountant who will perform the audit, on an annual basis.
3. The audit will be reported to the Budget & Finance Committee; the Board of Trustees and subsequently the findings will be reported to the Presbytery and will be included in the minutes of the Presbytery.

K. Budget

1. The Budget & Finance Committee will establish budget request forms to be sent to appropriate committees to aid in establishing a budget for each committee.
2. Committees are responsible, with the help of the Finance Department, for preparing their respective budgets.
3. Budget will be submitted to the Budget and Finance Committee according to the date established by the Committee.
4. Budget requests will be reviewed by Budget & Finance Committee and forwarded to a Budget Consultation for negotiation.
5. Use of Trust & Endowment Funds, Permanent Restricted Funds and Temporary Restricted Funds Investments for Supplement of Income in the Proposed Budget must have signed acknowledgement by the Board of Trustees that these funds will be used as supplement of income in next year’s budget.
6. The budget for the next calendar year shall be submitted for approval to the November meeting of Presbytery, or at such other time as determined by Council. 
7. The Council and Committees of the Presbytery have latitude to spend across line items within their subtotal (grouped line items) budgeted amount. Any anticipated expenditure beyond the Council or Committee’s program area budget requires the approval of the Council.
L. Reporting

1. The Finance Department will maintain the Church Contribution Report to be sent to each church, usually on a monthly basis. The report will be available for review by requesting a copy from the Director of Financial Services.
2. The Finance Department maintains the budgets for the current and previous years.
3. All accounts will be reconciled to the General Ledger by the end of the next month.
4. The Finance Department will maintain records for all funds and each account within each fund and will report all income, expenses, transfers and balance sheet quarterly, within thirty (30) days of the end of each quarter.
5. The Finance Department will immediately communicate any gift to any fund from a particular source to the General Presbyter so that appropriate appreciation can be expressed to the donor in a timely manner.

M. Storage

1. Current-year records will be stored in the Finance Department.
2. Yearly records will be boxed up after the completion of its respective audit, and stored on site in secured area.
3. Finance Department computers are to be backed up no less often than weekly with the back-up copy removed from the premises.

N. Fund Transfers

1. The Committee of Council or Presbytery that oversees a particular fund will approve all fund transfers by signed voucher.
2. The General Presbyter in consultation with the Moderator of Budget & Finance Committee is authorized to transfer funds relative to the Operating Reserves sufficient to meet cash flow needs.
3. Implementation of all other transfers by the General Presbyter shall be made in conjunction with either the Treasurer of the Presbytery or the Moderator of the Board of Trustees.
O. Advances

1. Grace Presbytery Directors will be advanced $2,000 for travel and expenses in carrying out their position responsibly. Replacement of advance funds will be through the expense reporting system repayment. Advancement must be repaid at the time the Director leaves Grace Presbytery employment.
2. Temporary advances for staff that travel infrequently must be approved by General Presbyter. All temporary advances must be repaid at the time the expense report is submitted for the travel for which such temporary advance was made.
3. Each employee must sign a reimbursement agreement prior to issuance of an advance. This agreement allows the presbytery to deduct the advanced monies from the employee’s subsequent paycheck if the advanced monies are not accounted for on the expense report for the trip which monies were advanced.
4. Item F. Disbursements will apply to advance reimbursements.

P. Reserves and Investments
1. Reference – Bylaws of Grace Presbytery, Inc., Article II, Purpose
2. Reference – Financial Policies and Procedures of Grace Presbytery, Inc., Funds.
3. Transferring from Reserve Special Funds, Church Development MM Funds, and Jubilee Funds for expenditures to Operating Funds (these funds must be within the current Committee’s program area budget year) will be automatic each quarter. This action requires signed approval of the General Presbyter or the Treasurer of the Presbytery before transfer, if signed voucher has not been received from Committees of Council or Presbytery that oversees their respective particular fund. All actions shall be reported to the Council.
4. If standard process of Council approval is not timely, any anticipated expenditure of Reserve Special Funds, Church Development MM Funds, and Jubilee Funds beyond the Committee’s program area budget requires signed approval of the General Presbyter or the Treasurer of the Presbytery. All actions shall be reported to the Council.
Q. Fraud Policy

1. Scope - This policy applies to any fraud or suspected fraud involving employees, officers or directors, as well as members, vendors, consultants, contractors, funding sources and/or any other parties with a business relationship with the Grace Presbytery. Any investigative activity required will be conducted without regard to the suspected wrongdoer’s length of service, position/title, or relationship with Grace Presbytery.
2. Policy – The General Presbytery, Treasurer, and Director of Financial Services are responsible for the detection and prevention of fraud, misappropriations, and other irregularities. Fraud is defined as the intentional, false representation or concealment of a material fact for the purpose of inducing another to act upon it to his or her injury. Each member of the management team will be familiar with the type of improprieties that might occur within his or her area of responsibility, and be alert for any indication of irregularity. Any fraud that is detected or suspected must be reported immediately to Director of Financial Services or, alternatively, to the General Presbyter, who coordinates all investigations.
3. Actions Constituting Fraud - The terms fraud, defalcation, misappropriation and other fiscal irregularities refer to, but are not limited to:
a. Any dishonest or fraudulent act.
b. Forgery or alteration of any document or account belonging to Grace Presbytery.
c. Forgery or alteration of a check, bank draft, or any other financial document.
d. Misappropriation of funds, securities, supplies, equipment, or other assets of Grace Presbytery.
e. Impropriety in the handling or reporting of money or financial transactions.
f. Disclosing confidential and proprietary information to outside parties.
g. Accepting or seeking anything of material value from contractors, vendors, or persons providing goods or services to Grace Presbytery.
h. Destruction, removal or inappropriate use of records, furniture, fixtures, and equipment.
i. Any similar or related irregularity.
R. Conflict of Interest Policy

1. To protect tax-exempt status and to give assurance to its Member Churches, Grace Presbytery prohibits business transactions with “related parties” which is defined as: Awarding contracts to council members, committee members, professional employees, significant contributors, and staff employees or business related associates for monetary gains.
PRESBYTERY EQUIPMENT

A. Staff Furnished Electronic Equipment
1. All Desk Top Computers, Notebook Computers, Cell Phones, and other Video Electronic Equipment purchased by Grace Presbytery for the Staff member’s use must be returned to the Presbytery at the end of the staff member’s employment. 
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