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Financial Standards and  
Internal Controls for UMT 

Reviewed & Approved by Finance Committee   February 13, 2018 
Reviewed & Approved by Church Council – February 22, 2018 

 
The United Methodist Temple (UMT) is a diverse and active church which seeks to “Connect 
all people to Jesus, The Christ”.  UMT’s Mission is “. . . to serve as the eyes, ears, voice, arms, 
hands, and feet of Jesus Christ in our world today”.  There are many, many activities 
supported, fostered and created by and through UMT and most of them, in some way, involve 
finances. 
 
Finances of UMT are governed by the Book of Discipline of the United Methodist Church, (The 
Discipline) the governing document of the United Methodist Church, which is enacted by the 
General Conference and open for revision every four years by that Conference.  Under The 
Discipline, UMT’s finances are governed by UMT’s Charge Conference.  The Charge Conference 
usually meets once a year and delegates the normal operation of UMT’s finances to the Church 
Council and the Finance Committee.  These groups report to the Charge Conference at least 
annually. 
 
Finances are governed by the following basic principles which come from The Discipline and 
good financial practice found in everyday business and life.  The principles used for governing 
finances of UMT are as follows. 

A. Finances are administered within the structure provided by The Discipline, guidance 
from the West Virginia Annual Conference and the policies of the UMT Charge 
Conference, Church Council and Finance Committee. 

B. Finances must be accountable:  all finance activities must be transparent and available 
for inspection by members of the congregation who have interest in how moneys are 
collected, accounted for and spent.  The identity of givers is and will be confidential.   

C. Finances must be handled responsibly:  all moneys received by UMT must be used for 
the purposes advertised and/ or intended by the giver. 

D. Finances must be conducted in a manner that support UMT’s Mission, are accountable, 
ultimately to Charge Conference and Church Council, produce records that may be 
reviewed and audited, and avoid any appearance of impropriety.    
 

The following are the general policies and rules for financial matters for programs under the 
umbrella of and governed by UMT.  While specific internal controls are listed and represent 
various procedures, these procedures may be applicable in some cases and may not be 
applicable in others.  Having a workable and well thought through “system” in place often 
utilizes some procedures that reduce the need for or compensate for the lack of another 
particular procedure.  Therefore, this policy is not a one-size-fits-all policy, but a policy where 
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other methods and procedures may be used with the approval of the Finance Committee and 
Church Council of UMT. 
 
For example, having a detailed line item budget that is actually utilized as a measure of control 
accompanied by having only authorized personnel make purchases may negate some of the 
front-end approvals referenced in the checklist.   
 
The existence of limited staff blended with volunteer assistance may also impact the system.  
Personnel understanding the system, the experience of volunteers and the like may increase or 
decrease the strength of the system. 
 
UMT does not have a comprehensive policy manual that governs each and every financial policy 
and accounting procedure.  While it may be a lofty goal to have such policies/procedures, 
attempting to do this in a detailed manner would prove time consuming and may require more 
resources than are realistic. 
 

Policy Statements and Procedures 
 

Notes:   
• A group is defined as those who have responsibility for a bank account.  Each bank 

account is to be treated and audited as a complete entity within UMT. 
• This policy is written for congregational accounts or accounts for which the entire 

congregation has an interest.  It is not specifically written for small groups such as 
Sunday School classes although those groups are expected to abide by the principles of 
this policy. Congregational accounts include, as of this writing:  

o UMT General Account,   
o UMT Cross Connection and UMT Debt Reduction,  
o The Place for Kids, 
o C4, 
o United Methodist Men, 
o United Methodist Women and 
o Trustees 

• Treasurer and Financial Secretary are referred to generically as two persons for each 
bank account that handles moneys for different groups of UMT. 

 
1) The UMT Treasurer and Financial Secretary shall not be the same person and shall not be in 

the same immediate family residing in the same household. 
a) In general, the Financial Secretary receives funds, keeps records of how and from whom 

the money is received and deposited.  The Financial Secretary is responsible, with the 
Senior Pastor, to define how designated gifts and funds are received and to see they are 
credited to the proper accounts.  
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b) In general, the Treasurer disburses funds as directed by Church Council through their 
budgets, policies and procedures and keeps records of where and for what money is 
paid. 
 

2) All funds are picked up and received by at least two unrelated persons and delivered to a 
Counting Team.  Counting Teams consisting of at least two unrelated persons is required to 
count offerings and proceeds from events and document the totals before leaving the 
location where the funds are collected.  If this is not practical, the funds should be 
transported by at least two unrelated persons to the place where they will be stored to 
await counting.  The Treasurer or those persons with spending or disbursement authority 
shall not be members of the Counting Teams. 
 

3) Offerings and/or funds should be deposited the same or next business day. 
a) Sunday offerings are deposited on Mondays (the following business day). 
b) Any funds remaining on the premises overnight are to be stored in the locked safe or 

transported to a night depository at a bank. 
c) Incidental checks received through the week may be held in the Financial Secretary’s 

safe and deposited the following week with Sunday’s offering deposit.  All checks are to 
be recorded and stamped “For Deposit Only” when received.  Larger checks should be 
deposited the day received. 
 

4) Offering count details should be given to the Financial Secretary or other record-keeper for 
recording. 
a) Regular Sunday offerings are deposited by the Financial Secretary who keeps the 

records. 
 

5) Offering totals should be given to the Treasurer to record deposit. 
a) Offering totals in the form of deposit slips from the bank, with notes regarding special 

fund divisions, are given to the Treasurer to record. 
 

6) The Financial Secretary’s deposit records should be compared to the bank statement to 
verify deposits by bank reconciliation reviewer or auditor at least quarterly. 
 

7) At least two, and preferably three, persons should be listed as authorized signatures on all 
congregational accounts including:  
a) UMT General Account,   
b) UMT Cross Connection and UMT Debt Reduction,  
c) The Place for Kids, 
d) United Methodist Men, 
e) United Methodist Women and 
f) Trustees. 
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8) Financial policy and authority guidelines should be written and approved by the Finance 
Committee and reported to Church Council for inclusion in the Minutes. 
a) The Budgets approved by Church Council are authorization to disburse funds in each line 

item.  Each line item shall have a staff person responsible for the line item who shall 
have the authority to spend money in the line item as appropriate.  Each disbursement 
requires the signature of the approved staff person. 

b) The Minutes of all Committees or groups meetings and actions with authority over 
Congregational Funds will be maintained in a central file in the Church office and 
available for inspection by members of the congregation. 

c) Scheduling of disbursements, other than payroll and reoccurring payments (utilities, 
payroll taxes, etc.) requires the approval of the Chair of Finance Committee or Sr. 
Pastor.  This approval may be by signature, e-mail or other written agreement that is 
attached to the audit documents. 
 

9) Invoices or some documentation shall be required for all payments from all accounts along 
with the proper authorizations listed above. 
 

10) UMT authorized credit cards must be used only by staff member or with the staff member’s 
approval.  The staff member is responsible for the use of their card.  The staff has the ability 
to make credit card purchases on site with a retailer or other provider of goods or services 
so it is not possible to make prior approval of all purchases.  After-the-fact Purchase Orders 
will be processed when credit card purchases are made.  Budgetary controls are in place 
and the number of authorized purchases is limited by credit card agreement.   
 

11) The Chair of Finance will review and sign off on all PO’s and Credit Card statements with 
supporting receipts.  This is necessarily done after the fact, but it does assure that the 
person ordering is authorized, the type of good or service seems appropriate and sufficient 
documentation is attached.   

 
12) Recurring expenditures (e.g. payroll, taxes, utilities, insurance) that are approved by Council 

through the Budget process do not require the regular approval of the Chair of Finance 
Chair.  The Treasurer provides a detailed list of all expenditures to the Chair of Finance Chair 
which in turn is provided to the Finance Committee.  The Chair of Finance also prepares 
comparative reports for the Committee and for Council to aid in tracking financial activities. 
All these reports are maintained by the Treasurer for review by the Audit Team. 

 
13) Someone other than the Treasurer – that being someone who has authority from Finance 

Committee – should approve invoices for payment.  The Staff Person who signs for a 
purchase shall also approve the invoices for payment and thereby acknowledge the receipt 
of such purchased materials or services.  Reoccurring payments (payroll, taxes, insurance, 
utilities, etc.) are blanket approvals by Church Council and do not require the second 
signature.    
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14) The Treasurer should make payments only after the invoice is approved or in consultation 

with the Chair of Finance.   
 

15) All bank accounts must be reconciled monthly and the reconciled accounts checked by an 
auditor at least quarterly.  Hard copies of all reconciliations, signed by those responsible, 
shall be maintained in the church files.  

 
16) Audit Team should review bank reconciliations at least bi-annually including bank 

statements, invoice, checks written, and financial reports. 
 

17) The Treasurer should make at least the following reports in consultation with the Chair of 
Finance and the Senior Pastor: 
a) A general report of income, disbursements and balance sheet balances at the end of 

each month for the Finance Committee; 
b) A detailed report of budget and designated fund activities to the Finance Committee at 

least quarterly. 
c) Reports, after being accepted by Finance Committee, will be available to the 

congregation upon request. 
 

18) There must be a full annual audit of ALL accounts done (at least in as much detail as the 
Local Church Audit Guide) every year for all accounts.  (2012 Book of Discipline 258.4(d).)  
This audit is to be completed for each calendar year by April 1 of the following year. 

 
19) Form W-2’s must be issued for employees and Form 1099’s issued for nonemployee 

compensation by January 31 for the preceding year (Federal Law requirement). 
 

20) All payments from the church treasury to employees, including bonuses, seasonal gifts, etc., 
must be by check or direct deposit and have correct withholdings calculated and listed and 
withheld for transmission to the proper State or Federal taxing agency.  No payments shall 
be made without the proper withholdings except those payments from special funds where 
special gifts are given by friends and members of UMT for the specific purpose of being 
passed through the church’s books and given to an employee or other person as a “love 
gift”. 

 
21) Payroll tax forms and deposits done as required for payroll amount (federal law 

requirement) - payroll reporting should be completed for the IRS and SSA by appropriate 
due date. 

 
22) Housing allowance or exclusions that are approved annually at charge conference should be 

kept on file (federal law requirement). 
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23) Prepare a list of all church property for insurance purposes – include item description, serial 
numbers and value.  The file should include dated, digital photographs when practical. 

 
24) Prepare list of safety deposit box contents – update authority as needed – access should be 

allowed by two unrelated people.  At least three people shall be signatory to the safety 
deposit box. 

 
25) Computer records should be backed up and password protected for security. 

 
26) At least four (4) persons are required for regular financial procedures to be effective:  

• Financial Secretary,  
• Treasurer,  
• Person to review and approve invoices, and  
• Person to review bank reconciliation. 

 
27) There should be “approved” counter lists for persons counting money in all accounts.  This 

list is to be vetted and approved by the Finance Committee at least quarterly. 
 

28) All counters and others who participate in this policy are to have this policy provided to 
them and reviewed with them at least annually.   

 
29) List of the accounts that fall under this policy, their sponsoring group, and the persons 

responsible, signing checks, etc. shall be prepared and presented to Church Council 
annually. 

 
30) Any scheduling of and use of funds from fundraisers for different events in at UMT and TPFK 

should first have the approval of the Church Council.  The request should have at least the 
following information available for consideration before approval. 
a) The name of Person or Group responsible for the fundraiser (this is overall responsibility 

for the funds, the set-up, clean-up and all phases of the event); 
b) Nature of the fundraiser (e.g. Baked Spaghetti Dinner) 
c) Purpose of the fundraiser (e.g. for magnetic locks on Child Care doors); 
d) Location of Fundraiser (e.g. Friendship Hall); 
e) Date and Time of Fundraiser; and 
f) Plan for Advertising (e.g. bulletin, mass e-mail, flyers, church web page) 
 

 
 


