
   

v. 01-17-24 

FUSM FINANCIAL MANAGEMENT 
INCOME POLICIES AND PROCESSES 

 
In keeping with Board of Trustees Policy 4.6, which outlines the duty of the Senior Minister to 
protect all of the Church’s assets, the following financial management policies are in place as 
well as the best pracƟces to adhere to those policies.  
 
POLICY 
FUSM staff and volunteers shall follow income handling financial controls through separaƟon of 
duƟes and cross-checking of transacƟons as is reasonably applicable given staff size and 
volunteer availability: 
 
PROCESSES 
Key Persons and roles are iden fied and are intended as part of internal controls   
 

• The office Safe shall be locked at all Ɵmes, with only the Director of Administrator having 
access to the key and the Associate Minister having access in the event of emergency or 
extended leave 

• Two unrelated persons shall handle the Sunday collecƟon plate proceeds together 
• Director of AdministraƟon and one other person shall count cash together 
• Copies of Bank Deposit Summaries and backup documentaƟon shall be maintained 
• The Office Manager shall post check and credit card contribuƟons to the appropriate 

accounts uƟlizing the church management soŌware 
• ReconciliaƟon processes shall be in place for all bank deposits and contribuƟons  
• The Church shall employ an outside independent accountant to ensure accuracy and to 

produce financial statements 
All employees shall undergo background checks by a company recommended by our insurance 
company before employment is finalized. Volunteers handling funds shall undergo the same 
background checks. 
 
TOOLS USED: 
  
Deposit Summary – the form used to list cash, checks or electronic income for a parƟcular 
deposit and the account number they should each be posted to 
  
Realm- the church management soŌware where we track and manage pledges and 
contribuƟons 
 

Realm database gi  list- documents the individual contribuƟons in a deposit with appropriate 
database fund codes, gets aƩached to Deposit Summary 
 

Vanco- Realm’s third party-partner used to process credit card payments and ACH 
  
Miscellaneous check register-documents non-contribuƟon income (ex: apartment income,  
gallery art income) in the deposit and is aƩached to the Deposit Summary 
 

Sage – outside accountant’s accounƟng soŌware 
 



FUSM Financial Management-Income
  Physical cash or check revenue cycle v 01/19/24

Member or 

other payor

Head Usher/Usher

Safe/Bank

Dir of Administration, 

only person with safe 

key kept in locked 

drawer. Assoc. minister 

has key to locked 

drawer.

Office Manager

Outside Accountant

Volunteer internal audit 

Database/accounting 

software

Start Cash or 
check

Sunday collection plate.  2
people, unrelated, count 
cash, place in sealed env,  
place in safe.

Mailed in checks placed in 
safe as received.

Mailed in checks placed in 
safe as received.

1-DA removes checks & cash from safe for counting & recording.
2-DA does weekly bank deposit with a volunteer.
Creates 2 copies of Deposit Summary - 1 for office & 1 for 
internal audit. 
3-Sealed deposit envelope taken to bank by DA or Volunteer. 

Posts contribution checks 
to database, creates gift 
list.

Safe Bank

Bank deposit receipt 
attached to internal 
audit copy of Deposit 
Summary.

End

Realm D/B
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Electronic Revenue Cycle v 01/19/24

Member or

or other payor

Head Usher/Usher

Safe/Bank

Dir of Administration, 

only person with safe 

key kept in locked 

drawer. Assoc. minister 

has key to locked 

drawer.

Office Manager

Outside Accountant

Volunteer internal audit 

Database/accounting 

software

Start Credit Card or EFT   
Contributions 
throughout the 

End of month gift list of 

contributions transmitted via 
Vanco- Realm interface.

Deposit Summaries 
created. 

Bank

Monthly EFT Draw 
authorized by donor.

EFT draw of monthly pledge payments on the 15th. 
Post to database, create gift list. 

End of month create database 
report of event registration income 
transmitted via Vanco- Realm 
interface. 

Realm D/B

Sent to external 
accountant.
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Revenue Review & Reconciliation v 01/19/24

 Member or

other payor

Head Usher/Usher

Safe/Bank

Dir of Administration, 

only person with safe 

key kept in locked 

drawer. Assoc. minister 

has key to locked 

drawer.

Office Manager

Outside Accountant

Volunteer Internal Audit 

Database / accounting 

software

Monthly, matches bank 
statement and Deposit 
Summaries

Bank

Reconciles deposit 
Summaries and bank 
statements

Report any 
necessary 
adjustments 

Match all amounts on 
Deposit Summaries to 
general ledger entries

Qtrly, Match pledge total 
from Deposit Summaries
to Realm gift list

Receive statements. Report 
any discrepancies 

Operating pledge statements & non-
pledge contributions qrtly via US 
mail; via email other months. 
Endowment statements qtrly via US 
mail. 

Investigate & resolve 
discrepancies. Make 
adjustments in database 
& Deposit Summaries 

Discrepancies 
reported. Adjustments

Qtrly Gather Deposit 
Summaries with Realm gift 
lists, general ledgers, 
journal reports, key office 
forms

Adjustments
reported

Reconciles contributions 
against prelim report; 
adjustments to Accountant

Produces preliminary
reports 

Sage 50 acctg 
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FUSM FINANCIAL MANAGEMENT 
EXPENSE POLICIES AND PROCESSES 

 
In keeping with Board of Trustees (BOT) Policy 4.6, which outlines the duty of the Senior 
Minister to protect all of the Church’s assets, the following financial management policies are in 
place as well as the best prac�ces to adhere to those policies.  
 
POLICY 
FUSM staff and volunteers shall follow expense handling financial controls through separa�on of 
du�es, approvals, cross-checking of transac�ons,  reconcilia�ons including any followup 
inves�ga�on as is reasonably applicable given staff size and volunteer availability. 
 
PROCESSES 
Key Persons, roles and approval/decision authority are iden�fied and are intended as part of 
internal controls. The Church employs an outside independent CPA to process payroll and to 
produce financial statements. 
 
All employees shall undergo background checks by a company recommended by our insurance 
company before employment is finalized. Volunteers directly involved with church  finances 
shall undergo the same background checks.  
 
KEY AUTHORITIES 
Banking Authority-The Treasurer is authorized as the Administra�ve Master to access the 
Church’s online banking. The Senior Minister is the staff back-up to the Treasurer. 
Check Signing Authority-The Treasurer has the authority to sign checks. The Assistant to the 
Treasurer may sign checks in the Treasurer’s absence.  
Expense Controls/Approval- A standard pre-approved vendor list is used whenever possible as 
a control and to enhance efficiency of processing invoices. Other invoices are approved by the 
staff lead who manages the par�cular budgeted expense. If that staff lead has a personal or 
professional rela�onship with a vendor, they must disclose that rela�onship and obtain approval 
from their supervisor. 
 
The BOT approves salaries and wages. Timesheets for hourly employees are approved by their 
supervisor.  
 
Professional expense reimbursement is approved by the staff’s supervisor. In the case of the 
senior minister, the Associate Minister approves their professional expenses to expedite the 
requests. The BOT President reviews these expenses.  
 
All expenditure advance or expense reimbursement must be accompanied by receipts and/or 
backup documentation. The Staff lead must authorize the payment. 
 
Automated bank fraud detec�on includes Posi�ve Pay service which matches issued check data 
with the check presented for payment and ACH Filter control for electronic payments that 
screens for fraud of unauthorized payments.  
 
 



FUSM Financial Mgmt Expense Cycle  

Accounts Payable  - Cut Checks Every two weeks
5/6/2024

External Invoice source

 Internal staff & lay 
leaders

Dir of Administration

Outside Accountant

Treasurer

 

Accounting software Sage 

Enters checks into
bank's "Positive 
Pay" app in online 
banking for fraud 
protection

verify 
authorization

Scans invoices, emails 
to outside accountant 
& cc's Treasurer

Posts expenses  & 
payments  to Sage 
accounting software.  

Reviews check 
register against 
invoices.

Prints checks  and 
delivers checks and 
check register printout 
to Treasurer..

Files invoices, distributes
checks 

Receives PaymentStart

Signs checks. Delivers 
them to DA

Receives and files digital 
check register 

Submits invoice

Yes

No

Start

Voids check & 
adjusts register

Endd

c
Create check request & 
secures authorization

Yes

Receives Payment

No No

Start

Investigate and 
resolve

Investigate and 
resolve



FUSM Financial Management Expense Cycle

Accounts Payable - EFT -Every two weeks 5/6/2024

Vendor/payee

      

Vendor/payee website
or FUSM bank

     

Dir of Administration, 

Outside Accountant

Treasurer

 

Accounting software

Start 

Prints invoices, 
checks for 
authorization,  
and applies 
codes.

A) Push non-automatic EFT payments 
to EFT payees via websites. Gives 
invoices & payment evidence to 
Accountant (cc's Treasurer).

Reviews and pushes an online 
banking payment to vendor's bank 
account

Posts payment to Sage accounting 
software

Files  EFT payments  C) Sends EFT invoices for payees
with no website interface to 
Treasurer for payment.

website FUSM 
bank

Receives Payment

Sends payment 
documentation to outside
accountant & DA

Creates & sends
EFT invoice 
notices

Sage End 

B) Sends automatic EFT 
payment invoices & 
evidence to Accountant
(cc's Treasurer). (usually 
monthly)

Posts payments on Sage 
accounting software.   
Sends check register to 
DA.

Reviews payments. Sends 
discrepancies to Accountant for 
adjustment.  

Sage 

Initiates EFT auto draw



FUSM Financial Management Expense Cycle  
Payroll - Every two weeks 5/6/2024

Employees 

FUSM Supervisor - BOT

 Govt/Vanguard

Safe/Bank

Dir of Administration

Outside Accountant

Treasurer

 

Accounting software 

Start

Gathers timesheets

Scans current payroll worksheet
(pre-loaded salaried employees & 
hourly timesheets), emails to 
Treasurer

End

Fills out payroll 
worksheet, emails to 
accountant

Processes payroll and prints 
payroll advice, returns to 
Treasurer

Reviews Bank accounts for 
sufficient cash  balances. 
Prepares payroll direct 
deposit for employees.  

Distributes payroll advice to 
employees, attaches payroll 
stubs to payroll docs, files

Submits ACH order 
authorization to  
Vanguard 

Compile retirement 
savings per pay 
period, summarizes 
monthly, and returns 
to DA

Debit cash -
credit A/P

Bank

Returns payroll 
advice and 
documents to 
DA 

Pays state and  
fed taxes 

Govt

Receives payroll adviceReceives payment

Sends 
documentation 
to accountant

Vanguard

Submits timesheet 
for hourly staff to 
supervisor

Receives deposit in 
retirement account

Sage Sage End

End

Yes

No BOT-approved 
salaries
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