Suggested Guidelines for Church Funds (Audits)

1.
WHAT BOOKS SHOULD BE AUDITED


A. 
Financial Secretary


B.
Church Treasurer

C.
Treasurer United Methodist Women

D.
Trustees Treasurer

E.
Memorial Fund

F.
Men’s Group (if have treasurer)

G.
Sunday School (if have own account)

H.
Youth Fellowship (if have own books)

I.
Pastor’s Discretionary Fund (audit balance only)

J.
Any group, which has same Tax Identification Number as church.


Tax identification Number should be sought for each group that has bank account.

2.
WHO SHOULD AUDIT BOOKS

A.
Someone with accounting experience and preferable someone outside of church but that understands church finances.


B.
Neither Treasure or someone related to Treasurer can audit Treasurer’s books.

3.
WHY HAVE CHURCH BOOKS AUDITED


A.
For protection of people handling books.

B.
To insure money being properly credited to correct people and to correct accounts.


C.
Required by The Book of Disciple.

D.
Church is not bonded. 

4.
HOW BOOKS ARE AUDITED


A.
To insure fidelity coverage.

B.
Bank deposits agree with amounts posted.

C.
Income on Financial Secretary’s Reports is same as reported by treasurer.

D.
Total of individual sheets or cards and general offerings is same as reported by Financial Secretary.

E.
Check offering envelopes from two Sundays with posting sheet or book to see that posted correctly to individuals.


F.
Check one month’s bank statement with checkbook.

G.
Check year-end bank balance to checkbook year-end balance.

H.
Look at checks for 1 or 2 months and documents for checks.

I.
Verify W-2 and 1099 with quarterly and year end tax returns.

J.
Verify Trustees interest income with year-end tax returns.

K.
Check supporting documentation for 1 or 2 months on random basis.

L.
Verify a percentage of contribution statements.

M.
Verify all bank balances.

* For a more detailed explanation and documentation see Local Church Audit Guide @ WWW.neumc.org under forms

