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Part One

EXCERPTS FROM THE CHURCH MANUAL

Section 101 Church Officers and Their Duties

Choosing officers for the church or conferencenisnaportant matter.
The prosperity of the work depends largely upoteitsiership. The
greatest care should be exercised in calling meniaomen into
positions of sacred responsibility. The followiggalifications should
be earnestly sought in those who are nominatedhforch office.

101.01 Their Qualifications
Moral Fitness

“Moreover thou shalt provide out of all the peoplde men, such as fear
God, men of truth, hating covetousness; and plack sver them, to be
rulers of thousands, and rulers of hundreds, ruiefidties, and rulers of
tens” (Ex. 18:21).

“Wherefore, brethren, look ye out among you seven wf honest
report, full of the Holy Ghost and wisdom, whom miay appoint over
this business” (Acts 6:3).

“Moreover he must have a good report of them whiehwithout; lest
he fall into reproach and the snare of the dewilT{m. 3:7).

“The things that thou has heard of me among matiyesges, the same
commit thou to faithful men, who shall be ableg¢adh others also” (2
Tim. 2:2).

Religious Fitness

“This is a true saying, If a man desire the offiéa bishop, he desireth a
good work. A bishop (elder) then must be blameldsshusband of one
wife, vigilant, sober, or good behaviour, giverhtwspitality, apt to

teach; not given to wine, no striker, not greedfildfy lucre; but

patient, not a brawler, not covetous; one thatthueell his own house,
having his children in subjection with all gravit§or if a man know not
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how to rule his own house, how shall he take catBeochurch of
God?) Not a novice, lest being lifted up with prhefall into the
condemnation of the devil. Moreover he must hagead report of
them which are without; lest he fall into reproaetd the snare of the
devil. Likewise must the deacons be grave, nobtitangued, not
given to much wine, not greedy of filthy lucre; 8ivlg the mystery of
the faith in a pure conscience. And let these filsbbe proved; then
let them use the office of a deacon, being foumeless. Let the
deacons be husbands of one wife, ruling their oiilcand their own
houses well. For they that have used the office @¢acon well
purchase to themselves a good degree, and grehitdsslin the faith
which is in Christ Jesus” (1 Tim. 3:1-13).

“Let no man despise thy youth; but be thou an exampthe believers,
in word, in conversation, in charity, in spirit, faith in purity. Till |
come, give attendance to reading, to exhortatmdpttrine . . . Take
heed unto thyself, and unto the doctrine; continubem: for in doing
this thou shalt both save thyself, and them that bieee” (1 Tim. 4:12-
16).

“For this cause left | thee tin Crete, that thoowdtest set in order the
things that are wanting, and ordain elders in eedyy as | had
appointed thee: if any be blameless, the husbfadewife, having
faithful children not accused of riot or unrulyorfa bishop must be
blameless, as the steward of God; not self-wilhed,soon angry, not
given to wine, no striker, not given to filthy legrbut a lover of
hospitality, a lover of good men, sober, just, htd&mperate; holding
fast the faithful word as he hath been taught, ltleatnay be able by
sound doctrine both to exhort and to convince tiagayers. For there
are many unruly and vain talkers and deceiversialyethey of the
circumcision: whose mouths must be stopped, wbheest whole
houses, teaching things which they ought not,iftnyflucre’s sake”
(Titus 1:5-11).

Many do not realize the sacredness of church oelshiip and
are loath to submit to restraint and disciplinéneif course of
action shows that they exalt their own judgmentvatthat of
the united church, and they are not careful to djtleemselves
lest they encourage a spirit of opposition to dggg. Those
who hold responsible positions in the church mayetaults
in common with other people and may err in thetisiens;
but notwithstanding this, the church of Christ antle has

101.01



given to them an authority that cannot be ligh#teemed
(Testimoniesvol. 4, p. 17).

Section 102  The Church Treasurer
102.01 A Sacred Work

The treasurer is called to an important task aredeisted, as are other
officers, for the period of one year. In large icthes, it may be
deemed advisable to elect also an assistant texasur

The treasurer can greatly encourage faithfulneiseipayment of tithe
and deepen the spirit of liberality on the parttaf church members. A
word of counsel given in the spirit of the Mastal help the brother or
sister to render faithfully to God His own in tithand offerings, even
in a time of financial stringency.

102.02 Church Treasurer the Custodian of All Church Funds

The church treasurer is the custodian of all chfwolds. These funds
are (1) conference funds, (2) local church funds, @) funds
belonging to the auxiliary organizations of thedbchurch.

The treasurer deposits all funds (conference, ldwatch, and local
church auxiliary) in one bank checking accounti@ hame of the
church. This is a separate bank account thattitoriee combined with
any personal account. In rural areas a postaluatdi® more
convenient. Surplus church funds may be depositedvings
accounts upon authorization of the church boardhei® large balances
are carried for building or special projects, therch board may
authorize separate bank accounts. The treasuwever, shall operate
such accounts.

102.03 Conference Funds
Conference funds, which include tithe, all regutassion funds, and
all funds for special conference projects and tatitins, are trust

funds. At the close of each month at the time allimg the monthly
report to the conference, the church treasurerssenthe conference
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treasurer the entire amount of conference fundsived during that
month. The church may not borrow, use, or withlgldh conference
funds for any purpose.

102.04 Sabbath School Funds

All Sabbath school offerings for missions are tghssed over to the
church treasurer by the Sabbath school secretaagurer weekly, the
church treasurer keeping a careful record of ahsafferings. Such
mission funds are transmitted to the conferendee#s outlined (in
paragraph 102-12 of this manual). Sabbath schqu#rese funds are to
be passed over to the church treasurer weekly telokin trust subject
to the orders of the Sabbath School Council to rfesetoutine
expenses of the Sabbath school.

102.05 Adventist Youth Society Funds

Adventist Youth Society funds have to do with btite AY and the
AJY Society, and the funds of each society shakdys separately on
the church treasurer’s books. Society offeringsissions and general
church work or to conference enterprises shalldrelld to the church
treasurer as soon as possible after they are ext;eand are forwarded
by him to the conference treasurer. All funds dboted to society
expense shall be given promptly to the church tneaisto be held in
trust for the society.

The church treasurer on the order of the societgetive committee,
sometimes called the AYS Council shall disburseetkgense funds of
the AY Society. Expense funds of the AJY Socidtglsbe disbursed
on the order of the AJY Society superintendent.

102.06 Local Church Funds

Local church funds include such funds as churcleese, church
building and repair funds, and the church fundtiierneedy. These
funds belong to the local church and are disbubseithe treasurer only
by authorization of the church board or church hess meetings.
However, the church treasurer shall pay from theahexpense funds
all bills for local church expense authorized by ghurch board, such
as rentals, janitor, water, light, fuel, insurangaying assessments, etc.
The treasurer should be careful to secure rectipt! bills paid.
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102.07 Funds of Auxiliary Organizations

Auxiliary organization funds include such fundscasirch missionary,
welfare, AYS, Pathfinder Club, Community Servic8apbath school
expense, and that portion of the temperance fualisibing to the
church, and may include church school funds. Alheys received by
and for these organizations are turned over prgniptthe church
treasurer by the secretary of the organizatiotnyahe deacons. These
funds belong to the auxiliary organizations of therch. They may be
disbursed only by order of the auxiliary organiaatto which they
belong. The Adventist Community Services (ACS)dufor example,
is held in trust for ACS and is to be drawn upotydar ACS work by
order of the ACS committee. The Sabbath SchoohCibauthorizes
the disbursement of the Sabbath school expense &mddthe church
school board authorizes the disbursement of thecbhhschool fund.

The treasurer shall give receipts for all fundeieed including those
deposited with him/her by any of the subsidiaryamigations of the
church. On receiving moneys from the church treasthe secretary
of such organization shall sign a proper receiptiie treasurer.

102.08 Safeguarding the Purpose of Funds

When an offering is taken for worldwide missiondarany general or
local enterprise, all moneys placed in the offeptage (unless
otherwise indicated by the donor) shall be counteg@art of that
particular offering. It is of the utmost importanthat all offerings and
gifts contributed by individuals to the church #ospecific fund or
purpose are used for that purpose. Neither thechhteeasurer nor the
church board has the authority to divert any fuinds the objective
for which they were given.

The funds of auxiliary organizations, a considezgiioportion of

which often represents donations given for speegifigposes, are raised
for that special part of the church’s work for white auxiliary
organization is established. Such funds are meldist by the church
treasurer and may not be borrowed or in any wagrtid by the
treasurer or the church board from the objectivemoaich they were
raised.

When an auxiliary organization is discontinued, ¢harch in regular
business session may take action indicating thEodigson of any
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remaining balance of funds in the account of suctiliary
organization.

102.09 Money for Personal Literature Orders

Moneys for personal orders of literature, booksnpllets, magazines,
and subscriptions for periodicals should be planexh envelope, with
the order properly filled out, and handed to thespeal ministries
secretary. He then remits both order and payneeralf such literature
to the Adventist Book Center or, where there isaroAdventist Book
Center, to the publishing house. At the closeashequarter the
personal miniseries secretary will make a repothéochurch at its
quarterly business meeting of the standing ofdtoant with the
Adventist Book Center and shall provide a copytifer church
treasurer.

102.10 Proper Method for Payment of Money by Members

The treasurer should urge that all money paid ishyrch members
other than the regular church collection be pldodtie tithe and
offering envelopes, instructing each member tathistvarious items
and amounts on the envelop as indicated, and t@ e that the
money enclosed equals the total shown. The mesttmid sign his
name and give his address and place the envelbe ioffering plate or
hand it to the treasurer, who should preserve sngklopes to serve as
vouchers until his accounts are checked by theeten€e auditor.

The members who pay their tithes and offeringst®ck or postal
notes should, wherever legally possible, make sheltks or notes
payable to the church, rather than to any individua

102.11 Receipts to Church Members

Receipts should be issued promptly for all monegeived, no matter
how small the amount, and the church treasurerldh@ep a strict
account of all receipts and payments. The treasutbe presence of
another church officer should count all generagoiffgs not in the
envelopes, preferably a deacon, and a receipt govench officer.
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102.12 Proper Method of Remitting Funds to the Conference

In sending remittances to the conference or laeld freasurer, all
checks, bank drafts, or money orders should be pagable to the
organization wherever legally possible and notrtp iadividual. The
duplicate sheet from the church treasurer’s bookikshbe enclosed
with the remittance. Remittance blanks are fumishy the conference
(see also paragraph 106.06).

102.13 Preserving Vouchers

Vouchers or receipted bills should be secured lfananeys disbursed.
A serviceable way of preserving such vouchers sagte them on the
back of the original sheet in the treasurer’s bagposite the page on
which the entry is made. For example, if the eignpade on page 16,
paste the voucher on the back of page 15. Thdrasually be ample
space for these vouchers if they are lapped onetbgeother. This
method is safer and more convenient for the auttim keeping them
on a spike file, in a pigeonhole, in a desk, cafrenvelope, even
though properly marked.

102.14 Books Should Be Audited

The conference or local field treasurer or someitdividual
appointed by the conference or local field commeittedits the church
financial records, usually each year. The churehsurer’s books and
other financial records relating to the work of teirch treasurer, the
church school treasurer, and the treasurer of #mr @rganization may
be called for and inspected at any time by theemmice auditor or by
the pastor, district leader, leading church eldeby any others
authorized by the church board, but should not hderavailable to
unauthorized persons (see also paragraph 106.07).

Reports of all funds received and disbursed shbeldresented at the
regular business meetings of the church. A copghede reports
should be given to the leading church officers.

When the number of tithe payers in the churchpered, the spouse
and minor children who are non-wage earners butrembers of the
church should be counted as tithe payers, in aofdit the heald of the
family when they are known to be faithful in thespect.
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102.15 Relations with Members Confidential

The treasurer should always remember that histhations with
individual members are strictly confidential. Tineasurer should be
careful never to comment on the tithe paid by aeynimer or upon his
income or anything concerning it, except to thos® whare the
responsibility of the work with him/her. Great hmmay be caused by
failure to observe this rule.

Section 103  Gospel Finance

The gospel plan for the support of the work of Gogreaching the
everlasting gospel among men is by the tithes #fiedilngs of His
people. The Seventh-day Adventist Church hasvabbthis plan from
its earliest days.

The biblical basis for the paying of tithes andeafigs will be found in
the following references: Leviticus 27:30; Mala8m-12; Matthew
23:23; 1 Corinthians 9:9-14; 2 Corinthians 9:6-I3bserve also the
following from the Spirit of Prophecy:

The tithe is sacred, reserved by God for Himsklfs to be brought
into His treasury to be used to sustain the gdspeirers in their work
(Testimoniesvol. 9, p. 24).

That which has been set apart according to th@tbees as belonging
to the Lord constitutes the revenue of the gospelig no longer ours.
It is no better than sacrilege for a man to takenfiGod’s treasury in
order to serve himself or to serve others in teegular business$oid.,
pp. 246, 247).

Every church member should be taught to be faitinfplaying an
honest tithelpid., p. 251).

This is not a request of man; it is one of God@imainces, whereby His
work may be sustained and carried on in the worldNo one can
excuse himself from paying his tithes and offeritgthe Lord
(Testimonies to Ministerp. 307).

God has made the proclamation of the gospel depéngen the
labors and the gifts of His people. Voluntary dfigs and the tithe
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constitute the revenue of the Lord’s work. Of theans entrusted to
man, God claims a certain portion: the tenth.|dde@es all free to say
whether or not they will give more than thishg Acts of the Apostles
p. 74).

103.01 Stewardship

Christians are God’s stewards, entrusted with ldsdg, and the divine
counsel is that “it is required in stewards, thatan be found faithful”
(1 Cor. 4:2). The question of stewardship in uéest form covers
many aspects of Christian life and experience, sgobur time, our
influence, our service, but there is no doubt thatstewardship of our
means is a vitally important phase of this questitiris one that
concerns every member of the church. It involwasrecognition of
the sovereignty of God, of His ownership of alhigs, and of the
bestowal of His grace upon our hearts. As we grothe
understanding of these principles, we shall ber&xla fuller
appreciation of the way God'’s love operates inlvess.

While this aspect of Christian stewardship conceursmaterial
possessions, it is nevertheless, something thetsregary definitely
upon our Christian experience. The Lord requiersain things of us.
Our yielding obedience to what our heavenly Fatbquires places this
phase of stewardship upon a high spiritual pla@ar God is not
exacting. He does not arbitrarily demand eithat tte serve Him or
that we recognize Him with our gifts. But He hasasranged that
when we work in harmony with Him in these thingsréhwill flow to
our hearts great spiritual blessings. If, on ttteeohand, we fail to
cooperate with him in carrying out his plans, werilee ourselves of
His richest blessings when we need them most.

God desires all his stewards to be exact in folhmudivine
arrangements. They are not to offset the Lenolans by performing
some deed of charity or giving some gift or sonferaig when or how
they, the human agents, shall see fit. It is & pewor policy for men to
seek to improve on God’s plan, and invent a makiestvieraging up
their good impulses on this and that occasion,adfse:tting them
against God'’s requirements. God calls upon alite their influence
to His own arrangement. He has made His plan knawa all who
would cooperate with him must carry out this plastéad of daring to
attempt as improvement on iTgstimoniesvol. 9, p. 248).
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Section 104 The Tithe

In recognition of the Bible plan and the solemnigdtion that rests
upon church members as children of God and mendietis body,
the church, all are encouraged to pay a faithfeét{one tenth of all
their increase) into the denomination’s treasury.

Policies have been developed for the gatheringdésilirsing of funds
in the entire world and for the conducting of besis affairs of the
cause. The financial and business side of ourrderasional work is
of great importance. It cannot be separated fr@mptoclamation of
the message of salvation; it is indeed an intgumet of it.

The tithe is not used or disbursed by the locatahbut is passed on
to the conference treasurer. Thus the tithe frihte churches flows
into the conference treasury, which in turn passet® the General
Conference one tenth of its total tithe income udthe local
conference, the union, and the General Conferemcpravided with
funds with which to support the laborers employed & meet the
expense of conducting the work of God in their eetive spheres of
responsibility and activity.

It should be mentioned that many of our local coatfees, in addition
to paying to the union one tenth of their titheamz, pay also to the
General Conference through the union an agreedpige of their
tithe for world mission work.

104.01 Systematic Benevolence and Unity

The financial plan of the denomination serves gdapurpose than
appears in our financial and statistical repofitee arrangement is
more than a means of gathering and distributinggurit is, under
God, one of the great unifying factors of the Advwglovement. God'’s
people are a united people. There is a remarkabtg of belief and
purpose among the Advent people in the entire wontk seek to
conduct a worldwide work under unified adminiswati Our system of
dividing the tithes between the conference andithien and between
the union and the General Conference and of shémafunds with the
world fields has served a wonderful purpose inying the work
throughout the world.
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104.02 How the Tithe Is to Be Used

The tithe is to be held sacred for the work ofrhiaistry and for Bible
teaching, also for the carrying forward of confeadministration in
the care of the churches and of field missionagrations. The tithe is
not to be spent on other work, on paying churcimstitutional debts,
or on building operations.

A very plain, definite message has been given tdameur people. |
am bidden to tell them that they are making a rkesta applying the
tithe to various objects that, though good in thelres, are not the
object to which the Lord has said that the titheusth be applied.
Those who make this use of the tithe are depafitorg the Lord’s
arrangement. God will judge for these things.

One reasons that the tithe may be applied to sghapbses. Still
others reason that canvassers and colporteursdshewupported from
the tithe. But a great mistake is made when the is drawn from the
object for which it is to be used—the support of ithieisters. There
should be today in the field one hundred well-diedilaborers where
now there is but onéréstimoniesvol. 9, pp. 248, 249).

104.03 How the Tithe Is Paid

The practice of the denomination is that the thibepaid into the local
church in which membership is held. Any deviatim this practice
should be only by special arrangement effectechbyconference or
field concerned, and based on circumstances antltmors which
would make such deviation from the general pracitésable.

104.04 Conference workers and Church Officers to Set Example
in Tithe Paying

Conference workers and church elders and othezerffiand
institutional leaders are to recognize it as aqgipie of leadership in
God's work that a good example be set in the maftéthe paying.
No one is to continue as either a church officezanference worker
who does not conform to this standard of leadership
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104.05 Tithe Paying a Scriptural Obligation

Although tithe paying is not held as a test ofdelhip, it is recognized
as a scriptural obligation that every believer otee&od, and as one of
the spiritual exercises in which he should have ipaclaiming by faith
the fullness of blessing in Christian life and exgece.

“Bring ye all the tithes into the storehouse, titre may be meat in
mine house, and prove me now herewith, saith thd bbhosts, if |
will not open you the windows of heaven, and pawr gut a blessing,
that there shall not be room enough to receivéMtlachi 3:10).

Section 105  Offerings

In addition to the tithe the Scriptures emphasizeabligation to bring
offerings to the Lord. The withholding of offerimis classed with the
withholding of tithe and is called robbery (Mala@®8). The Seventh-
day Adventist Church has from its early days fokalwhe practice of
giving liberal offerings to the cause of God. Gne@sperity and
blessing have attended the work as a result. Merealth,
professional men with larger incomes, farmers, latxy ministers, and
workers, including the converts in other lands weheages are small,
have all united in generously supporting the cdaysgiving offerings
in proportion to their incomes.

105.01 Sabbath School Offerings

Our most widely used method of regular systematimg is through
our Sabbath schools. The Sabbath school offerirggdevoted to our
world mission work. Sabbath-by-Sabbath large scomse in through
this channel.

105.02 Other Offerings

Other offerings are taken from time to time for ldomission work and
for general and local enterprises. When any ofgis taken for world
mission work or for general or local enterprisé padneys placed in the
offering plate, unless otherwise indicated by tbeat, shall be counted
as part of that particular offering.
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105.03 Special Gifts to Fields

The financial support of the worldwide work of ttleurch is based on
the budget system. Appropriations are made todhieus fields on the
basis of budgeted needs. This is a fair and dgjeitaethod of
distributing the funds. It ensures that every fieddeives a just share.
Where special gifts outside the regular budget pf@nmade to a
particular field, a disparity is created to theadigantage of all the other
fields. If such gifts were given for the purpogestarting new work,

the work thus started would languish when the speyiit was used up,
or it would have to be included in the budget ferfuture support.

Thus other fields, with perhaps greater needs lithbwt the

opportunity of making them known, would be deprivédheir
equitable part of general funds, which would besdied to care for
work started by special gifts. The entire histofyhis cause has
proved over and over the wisdom of having our mesbenerously
and loyally give their offerings and gifts throutjte accepted channels,
with the satisfaction of knowing that every fielobses in the benefits
of such giving.

105.04 Assisting the Needy

Offerings for the poor and needy are taken to assmembers of the
church who may require help. As far as possibikesarve should be
kept in this fund for emergency cases. Howeverctiurch should
take a benevolent attitude toward all in need,thrcchurch board may
make appropriations from the church fund for thedyeto assist the
health and welfare work carried on by the churatfdmilies in the
community.

105.05 Church Budget for Local Expenses

The most satisfactory method of providing for lochlirch expenses is
the budget plan. Before the beginning of the nearythe church
board should prepare a carefully drawn up budgeipénses for the
maintenance of church activities through the nexiual period. This
budget should make provision for all repairs, higltt, janitor service
(if paid for), church school expense and teachalegies, fund for the
needy, etc. The budget should be presented tchilmeh for its study
and adoption, and for plans to assure that fundt Isé provided to
balance the budget during the coming year. Fumasaet the church
expense budget may be raised by offerings and sptisns. Every
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member in proportion to his financial circumstansksuld have a part
in supporting the local church as well as the cauggneral.

105.06 Sample Budget

The following budget will serve as an examplecdh be adapted to
meet the needs of a church of any size.

Estimated Receipts

Church Expense Collections $ 215
Church Fund for the Needy 375
Pledges on Church Expense 3,300
Church School Tuition 500
Welfare Fund 300
$4 ,690
Estimated Expenses
Repairs and Painting Church Building $ 625
Fuel 350
Janitor and Supplies 525
Insurance on Building and Furnishings 250
Church Fund for the Needy 500
Sabbath School Supplies 250
Emergency Expense 330
Light 225
Water 60
Gas 45
Stationery and Supplies 50
Laundry 36
Church School Expense 1,144
Welfare Expense 300
$4,690

Provision should be made in each church budgetlfoeceipts and
expenses, including those relating to the vari@madments.
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Section 106  General Counsel
106.01 Solicitation of Funds
The matter of soliciting funds is covered in thédaing regulations:

= No conference, church, or institution, without dpecounsel and
arrangement, shall plan work requiring solicitatafrfunds from
outside its own territory. Any solicitation withits own territory
shall be in harmony with local, union, and Gen€&rahference
policies.

iz For the protection of churches from unauthorized faudulent
and undenominational solicitation, the followingngiples and
methods are recognized:

iz Ministers and church officers shall not grant thieifege of the
pulpit to persons for the raising of funds who hawérecognition
or recommendation from the conference authorities.

iz No permission shall be granted to solicit fundbeitpublicly or
privately without such recognition.

w5 Literature approved for solicitation purposes shallprovided only
to responsible persons.

iz All funds contributed by our people for any causedsponse to
appeals shall be passed through the regular cteaohte church.

= No authority is granted denominational workers espnting
special interests in one part of the field to sohelp for that work
in any other part of the field or in any other cneince without
arrangement with and written authorization from¢beference
officers.

i Conference and church officers shall take suctssispnay be
necessary to prevent unauthorized or illegal pudieitation.

= No campaign other than the Hope for Humanity (thgeng),
which involves using Hope for Humanity literatumedacontainers
with proper labels, shall be conducted for thec#aliion of money
for either home or overseas mission work. Uniod lacal
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conferences should take such steps as may besaegés prevent
any violations of this regulation.

= Overseas workers visiting the home churches @runh with the
home base by correspondence are asked to soficis fonly for
enterprises included in the budget of appropriatievorking in
cooperation with churches and conferences to theséunds
required to meet the appropriations on which ourddvmission
work depends. All such funds shall be passed thirdlg regular
channels.

106.02 Questionable Methods for Raising Church Funds

Seventh-day Adventists have always taken a stranglsagainst any
and all methods of a questionable nature for rgisioney for local or
general work.

When money is raised for religious purposes, totwi@ans do many
churches resort? To bazaars, suppers, fancy éxies, to lotteries and
like devices. Often the place set apart for Gedsship is desecrated
by feasting and drinking, buying, selling, and mparaking. Respect
for the house of God and reverence for His worshiplessened in the
minds of the youth. The barriers of self-restrairg weakened.
Selfishness, appetite, the love of display, areeafgul to, and they
strengthen as they are indulgde@s$timoniesvol. 9, p. 91).

As God’s work extends, calls for help will come m@nd more
frequently. That these calls may be answered s@idnis should heed
the command, “Bring ye all the tithes into the stause, that there
may be meat in Mine house.” If professing Chaisti would faithfully
bring to God their tithes and offerings, His tragswould be full.
There would then be no occasion to resort to faittgries, or parties
of pleasure to secure funds for the support ofjtiepel The Acts of
the Apostlesp. 338).

106.03 Tithes and Offerings Not a Personal Trust Fund
Tithes and offerings paid to the church do notterearust fund for the

future benefit of the givers. These funds shalubed for the current
purposes for which they are given.
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106.04 Avoiding Debt

A church board should always counsel with its cosriee offices
before incurring debt of any kind. Financial enthasment has come
to many churches through premature or impropeitiypéans for the
erection or purchase of church or school buildingkis may be
avoided if a church seeks counsel before launcéulety an enterprise,
and adheres to the denominational policy for tharfting of such
undertakings.

106.05 Financing Church Buildings

Churches contemplating either the purchase orierecf church
buildings are cautioned against undertaking finalnabligations which
would be likely to embarrass the membership; amteming such
undertaking, local and union committees shall giaeeful counsel in
each case, taking into consideration the sizeettngregation, its
financial strength, and the location of the buitdin

In the purchase or building of church propertiasyé case shall
commitments be made or building operations be begtihapproval
has been given by the local and union confererafts, these have
assured themselves that the financial arrangeraeats line with
established policies.

106.06 Handling and Accounting for Funds

The gathering and handling of funds for the Londtsk is a sacred
responsibility. The proper channel through whieése funds flow is
first from the individual member to the local chiurcThe church
treasurer receives these funds (see also paraff&pd2, 102.07). The
funds intended for local church purposes the tregiglisburses. Those
intended for conference use or general purposeshiineh treasurer
passes on to the conference treasurer. The confeteeasurer in turn
disburses the funds of the conference, but pasststhe union
conference treasurer the funds intended for uniofiezence use or for
general purposes. The union conference treasigteurdes the funds
intended for union conference use, but passes either the division
or the General Conference treasurer all funds diwegeneral
purposes. All these treasurers, from the locatahto the General
Conference, work under the direction of eitherdherch board or
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conference committees. They do not disburse furdkpendently of
specific action by responsible committees.

106.07 Church School Accounting

Where a single church operates a school, the wiatthedtreasurer is
usually carried by the church treasurer or an &s#ishurch treasurer
who receives tuition and other moneys; pays outayam the order of
the secretary, countersigned by the chairman; kaeaseful account
of all money passing through his hands, makingrenpaent record of
the same in a suitable record book; and at eactthtyomeeting
renders a detailed report to the board. In a ubaard, where two or
more churches are involved, a treasurer is apmbinyehe board to do
this work.

106.08 Auditing

Every set of books, from those of the local churehsurer and the
personal ministries secretary to those of the Gai@wnference
treasurer, are subject to audit by auditors appdifdr the purpose.
This rule of auditing is also applied to the bookevery
denominationally operated institution. It providee maximum of
safety in the handling of funds (see also paragf#&zhl4).

Section 107  North American Supplement
107.01 Care of Legal Documents

All legal documents, including insurance policielsurch property
deeds, abstracts, and trust agreements, shoui@tdofr safekeeping
in the office of the corporate organization.

107.02 Church Repairs and Upkeep

The church, its related buildings, and their funimgs should always
be kept in representative condition. Funds fas thirpose should
come from the church-expense budget or from speoiatibutions.
Under the direction of the church board, the deagmmerally
supervise this work.
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107.03 Insurance Policies

The church board, through the church treasuremdker obligation to
see that the properties of the denomination, sa¢hechurch building,
school buildings, and equipment, are kept adequatelered by
insurance. Provision for this expense should beéenathe church
budget. The following procedures are recommended:

ISy

The local church board, through the treasurer,iamdnsultation
with the treasurer of the conference or corporatiall be
responsible for adequate insurance coverage ofsagseluding
fire, theft, boiler, public liability, and workmas'compensation
insurance, in harmony with denominational policy.

All denominational assets shall be insured witipanies of
sound financial standing and A-grade general phtitgers’

rating. Reciprocals and assessable companie®are n
recommended. Whenever possible, insurance sheytditthased
through Gencon Risk Management Services.

The conference or corporation treasurer shalebpansible for
holding and keeping a complete record of the insegolicies
covering the property and assets in the conferandeats churches.

This record shall include the name and descripifathe property,
the amount of insurance carried, the name of thepamy with
which it is insured, the expiration date of theuirssce policy, and
other relevant details.

Negotiations for the renewal of insurance poligksuld begin at
least 60 days before the expiration date, to aunidtentional
lapse of coverage.

It shall be the duty of the conference auditaretd@ew the church,
school, or other church property insurance progaachreport to
the governing board or committee any inadequaai@surance
coverage not in harmony witkiorth American Division Working
Policy recommendations.
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Part Two
THE CHURCH TREASURER
Section 201 Introduction
201.01 The Church Manual

The first section of this accounting manual fordibbchurch and church
school treasurers presents quotations from thstlatétion of the
Church Manuals they relate to the work of these importantef of
the church and the school. As we begin a detaibedideration of the
work of the church treasurer in Part Two, it is arant that the user of
this manual read all of thehurch Manualjuotations and become
familiar with the counsel contained in them. Thssdements, many of
them from the pen of inspiration, are the foundatipon which all of
the detailed guidelines are built. The churchduveer needs to know
not onlyhowthe work is to be done, but aletyit is done in just that
way. A careful study of the material from tBaurch Manuawill
answer the “Why?” It is the objective of this ptrtanswer the other
guestion, “How?”

201.02 How Big Is Your Church?

The most perplexing problem which faced the comgpitd this
accounting manual is centered in the great diffegsnn size of
Seventh-day churches around the world. The 2Ca&8tal report
published by the General Conference shows a thtatth membership
of 11,687,229 in the entire world, organized in983, church
congregations. This works out to an average meshiyefor each
church of 239. If it were possible to write thisunual to take care of
the needs in custody of funds, in accounting, amgporting for a
church of 239 members, the task would be simplet nlemberships of
40, 50, or 100 are not uncommon. On the otherdidiee problem, we
must remember that some of our churches have mstipsrof several
hundred. Churches with over a thousand membeysvaike not
typical, certainly not exceptional. And it is arpaf the problem that
while the basic needs of all our churches are idainthe larger
memberships and the increasing complexity of trgelachurches
present needs which cannot be met in a system vidhimbmpletely
satisfactory for the church of one hundred or twadred members.
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201.03 Solving the Problem

In order to cope with the differences which arisé af varying
memberships, varying levels of complexity and afstiin the churches,
and varying availability of people who are both idated to service
and possessed of the potential for learning thenieal aspects of the
treasurer’s duties, it has been necessary to grégengh this manual

1z The basic requirements and the basic system wipiglea to all
churches, regardless of size;

i Modifications of these basic procedures to meehteds of
churches with larger memberships, more activig@sl, access to
more sophisticated methods of handling their bissirsnd keeping
their records.

All treasurers should be interested not only intibsic system and
procedures, but in the possibilities opened uénapplication of more
advanced methods. Even though a particular cmoehhas a
membership of only 200 or so, under the blessinfe1i ord that
membership will grow; and as it grows, more advdnoethods should
be used in the treasurer’s work. So, the treasimeuld grow with the
church. “The time demands greater efficiency a@eper
consecration”Gospel Workersp. 114). The matter of deeper
consecration must rest between the treasurer anillaister. The
presentation of various methods of custody andwattar in this
manual will, we believe, lead to greater efficiency

Section 202  Qualifications of the Church Treasurer
202.01 What Makes a Good Treasurer?

A list of the qualifications desirable in a chutcbasurer might be
extended to include a great many traits and cafiabil They can be
condensed to a very short list, though. In thidisa we shall discuss
first of all dedication to service, without whidhet other talents or
abilities cannot be blessed by God. Following tha basic
requirement, we shall consider good judgment, gzerdonal
relationships, good mental attitude, and willingntslearn.
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202.02 Dedication

We each, on the occasion of surrendering the he&bd, have
dedicated ourselves with all our talents and agisuio the service of
God and His church. But when the church boardesvihe individual
to assume the duties of treasurer, a call comas/ey specific field of
service. The dedication in general terms now besoandemand for a
very definite work—painstaking, demanding, sometitmigly
inconvenient, and carrying with it a type of tentjma which, in the
absence of the help of God’s Holy Spirit, can beeawell-nigh
overpowering. The treasurer must recognize thatrtbney given
through the church is sacred money and is to be osly as the giver,
the church board, and God Himself intend. Thesues is faced with
continuing time restraints; the wonkustbe done regularly, promptly,
painstakingly, and many times it must be done where are other
duties, other responsibilities, other desires, Wil seem more
pressing or more attractive. And the treasuresdoest of the work in
private with relatively rare opportunity to stanefdre the congregation
and receive recognition for the work accomplishBedication of
heart, mind, and hand—all are basic to the callindp@® church
treasurer.

202.03 Good Judgment

“The treasurer should always remember that relatwith individual
members are strictly confidentialChurch Manual 1990, p. 70).
Good judgment on the part of the treasurer wiltllearespect for this
confidential relationship, to the point where newdt a word, a raised
eyebrow, or a wise smile divulge any of the persorfarmation
regarding church members that may come to lighitodjudgment will
be exercised, too, in counseling the church boaddtlae directors of
various church activities as to the wise use ofifunWhile the church
treasurer is not the “last word” on how and whemd&ishould be spent,
the treasurer’s counsel should be highly regardetthé church board
as it makes its decisions in financial matters.

202.04 Good Personal Relationships
“No man is an island,” the poet has said; this nweskept in mind as
the responsibilities of the church treasurer asggnfully discharged.

While not having the power of decision as to thpeswditure of funds,
the treasurer can, by establishing close and fiyeredhtionships with
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the church pastor, the elders and deacons, antirtwors of the
various services in the church, encourage sountserwvative
stewardship of the entrusted funds. Going beybadrimediate
relationships within the local church, the treaswil gain a great deal
of strength and guidance by developing a close ingrielationship
with the officers of the local conference, espégiaith the conference
treasurer and the conference auditor. These phails, with their
breadth of experience and training, can be an itapbsource of
assistance, guidance, and counsel to the locatiehrgasurer. And
perhaps of the greatest importance, the churchureashould realize
that, in exhibiting a quiet spirit of dedicationdagood judgment before
the church membership, a feeling of confidencetamst in the hearts
of the individual members is being fostered as therochurch officer
can do. Such a feeling will probably do more fo ttae fountains of
generosity and sacrifice in the members than wiltigorous
promotion of tithes and offerings from the pulpit 8abbath morning.

202.05 Good Mental Attitude

Perhaps this should have been discussed alongguitd personal
relationships,” for it is inevitable that “as a mawoman)] thinketh in
his heart, so is he [she].” Unless there is inttbart of the treasurer—
or of any other Christian—a feeling of brotherhootimutual striving
for a desired end, of total dedication to a catise|ack of this attitude
will show up in the personal relationships anddhg-to-day demeanor
of the individual. In spite of what the psycholstgiand think-right
experts have to tell us, a good mental attituakeigeloped, first of all,
in solitude with God. The treasurer’s calling isexalted one; the
work cannot be done to its fullest effectivenesesmthere is a daily,
hourly pleading for the Holy Spirit to come in acwohtrol every aspect
of life.

202.06 Willingness to Learn

No assignment should ever be considered a deadtaret; that
attitude leads to boredom, carelessness, anddreeffiy. The treasurer,
whether involved with a small or a large churchgudt take every
opportunity to learn to do the job more efficientlyhis will involve
study—study of this manual, first of all, supplenszhby
conversations with the conference treasurer anelcggty with the
conference auditor, both of whom are ready to Hedpopen-minded,
interested church treasurer. Most conferencegsida¢raining
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sessions at least annually for church officerse @turch treasurer
should seek every opportunity of attending sucbktings to exchange
experiences and discuss mutual problems with dtbasurers, to
receive the instruction and the stimulus of asgimaiawith others,
which these meetings afford. The North Americanigon and
Adventist Risk Management have produced a video/[didebook
program,Trustees of the Lord’s Financeshich discusses the
fundamentals of church and school treasurer redpibtitiss. Contact
AdventSource(800-328-0525) to order this valuable trainingltoo

202.07 Office Operation

The church treasurer should realize that this vimdn important office
procedure, even though the work is done at honaedan, living room,
or on the dining-room table. It cannot be expettedo this work
without having reasonable facilities available: aaldling machine,
printing calculator, or computer program; a supglpencils and a
good pencil sharpener, paper clips, rubber bandser and staples;
a stamp pad and the necessary stamps (a checlsendot stamp, a
date stamp, and a stamp with the church name aitihgnaddress).
Some church treasurers use a stamp with the tes&saignature for
signing receipts to contributors. This may be pssible so long as the
stamp is kept under lock and key at all times whatnin actual use,
and is used only for such things as church receiptsver, of course,
for disbursement checks. The treasurer shouldabt&plarly careful,
too, that the records produced are neat and legitdeare properly
filed upon completion so that they can be locatbémit is necessary
to refer to them. Fresh—not worn-out—carbon papeukl be used,
and a fine-point ballpoint pen. Corrections in teeords should be
made by drawing aingleline through the wrong data and writing the
correct data immediately above, not by “scratclintf or writing over
the wrong data. In all activities, the church si@&r should keep in
mind that records are produced, not solely for qambkuse, but for later
reference and examination by other individuals—asssor, the local
conference auditor, authorized members of the ¢thiooard.

202.08 Local Church Internal Auditor
Some larger churches have, through the church lwaree nominating
committee, designated a qualified member of theathto conduct a

continuing audit of the church financial operatioWge favor this
trend, if a person with the proper qualificatioagvailable. The
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internal auditor in such cases should develop graro in counsel with
the local conference auditor and with the approfahe church board
or its finance committee.

Section 203  Receiving and Receipting Funds
203.01 Sabbath Church Offering

The treasurer’s first contact with church funds esrwhen the Sabbath
church offering is received. Typically the offagiis taken by the
deacons or ushers, and is carried by them to afigueprivate location
away from the sanctuary. The church treasurerldhmiwaiting at
that location to take over the offering—loose casth envelopes—
from the deacons. At this time it is necessary tthe loose offering be
counted by the deacons and the church treasurglyjoilt is not
appropriate that the church treasurer count therioff alone, while the
deacons stand idly by, nor is it permissible that¢hurch treasurer
takes control without the loose offering being dedn When the
counting process is complete, the church treasimeuld write a
temporary receipt for the total of the loose ofigrihave it initialed by
one or more of the deacons, and turned over bge¢heons to the
church pastor or head elder for later comparisdh thie church
treasurer’s formal record by the conference auditor

203.02 An Alternative Procedure

It is sometimes felt to be inconvenient to coust litose offering
immediately as described above. If the countirtg ise delayed until
after the Sabbath, it is acceptable to use a btgtwo locks, both of
which must be unlocked to secure access to thertmt The church
treasurer holds the key to only one of these loitlespther key is in the
hands of whatever individual is designated to a#isestreasurer in the
count of the loose offering and the processingwetpes and their
contents. The entire offering—Iloose cash and epesle-is placed in
this bag; both locks are locked, and the bag tinehe custody of the
church treasurer until the agreed time for procgstie offering.
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203.03 Dual Custody

The procedures discussed above and in the follopamggraphs may
seem awkward or inconvenient, especially in thellemehurches, and
should not be imposed arbitrarily or injudiciouslx.gradual transition
to this plan may be implemented over a periodroéti The church
treasurer should be particularly interested inrggé#iat they are
faithfully followed, for they are for his/her praton. An immediate
record of the cash received is withessed by awichaal other than the
church treasurer, and when the formal receipt itemr for the loose
offering, it can be checked against the temporacgipt mentioned in
paragraph 203.01 to establish that all funds reckhave been properly
receipted. This principle afual custodyshould be followed in the
handling of all loose offerings and continue uphte time when a
formal receipt is written by the church treasurer.

203.04 Sabbath School Offerings

The same plan is advisable in the handling of Stbdehool mission
and expense offerings. Usually these offeringsparieed up from the
various classes by a Sabbath school officer amettLover to the
church treasurer. It is recommended thatindividuals pick up these
offerings from the classes and that together thaydver the money
immediately to the church treasurer. Either oftthe procedures
described can be followed:

iz A count of the money is made, and the church treaswrites a
temporary receipt to the Sabbath school officer;

= Or the money is placed in a double-locked bag amunted and
receipted at the same time the church offeringasegssed.

The objective is the same: protection for the chdreasurer. It
establishes the fact that all cash received idlfiracounted for in a
formal receipt written by the treasurer. It estids the fact that all
cash received is finally accounted for in a formesdeipt written by the
treasurer.

203.05 Other Offerings

The plan outlined in the previous paragraphs shapfaly in the same
way to other offerings taken by various organizadiof the church—
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youth gatherings, prayer meeting, and all othegrams. TheChurch
Manualis quite clear in stating that “the church treasis the
custodian of all church funds.” None of the awii organizations
should feel that they are authorized to retainamisbf the funds that
their organizations receive from church memberstoers. In every
case, such offerings must be turned over witholatyd® the church
treasurer to be receipted and accounted for.

203.06 Offerings for Outside Groups

Occasionally a program is put on in the local chuyg an invited
outside group with the advance agreement that alpart of the
offering taken will be handed over to that groiguch offerings should
be handled just as other church offerings: thedahtreasurer should
record the total amount of the offering after okis®y the safeguards of
“dual custody” discussed in previous paragraphse dhurch treasurer
should then write a check to the treasurer or deségl person of the
outside group for the portion of the offering toigihthe group is
entitled. In no case should the actual cash offelie split up with a
portion handed directly to the group with no acdamgrecord being
made.

203.07 Foreign Currency

From time to time foreign currency of various nasawill be turned in
as a part of the offering. In the United Stathks,kind of currency
varies with the section of the country. In thetbawest, Mexican pesos
may be found in the offering; in the southeastrenries of various
Caribbean nations must be handled; and along ttteera tier of
states, Canadian coins and currency are turneBareign currencies
shouldnot be receipted immediately; it is necessary forttbasurer to
find out from the local bank the rate of exchangehe particular
currency, and the actual value which the bank evédit in U. S.
dollars. When that is determined, a deposit ticket be prepared in
the usual way for the foreign currency, and a gosritten in U. S.
dollars for the amount that the bank is preparectédit the account.

203.08 Bank Deposits
It is a basic requirement that all funds receivedhe church treasurer

be deposited promptly and in full in a bank accaorihe name of the
church. This means that the church treasurer dimolcess the
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church, Sabbath school, and other offerings as afienthe Sabbath as
possible, and should deposit all the funds, chackiscash, as soon as
they have been processed. The amount of the deptdsh all cases
agree exactly with the total of the receipts writtd he deposit ticket
should be prepared in duplicate; when the monégjmsited in the
bank, the carbon copy of the deposit ticket shbeldtamped by the
bank teller as proof that the funds were accepiedriedit to the church
bank account. This validated copy should be rethin the church
treasurer’s files.

203.09 Petty Cash Requirements

Although it is desirable that all disbursementsludrch funds be made
by check, occasionally there is a need for thedhtreasurer to have
on hand a small amount of cash to use in makinghpay for small
disbursements which cannot conveniently be haroiyecheck. It is
permissible to have such a petty cash fund, unagrep control; it is
not acceptable simply to hold a small amount for sussh out of a
week'’s receipted funds. We repeat:

iz All receipted funds should be deposited.

If a petty cash fund is required, a check shoulddasvn on the bank
payable to the church treasurer (not to Cash) asbexl by the
treasurer. This should be a fixed amount--$20, $8Ohatever is
considered necessary. A “Paid Out” ticket showduitten for each
disbursement from this fund. Periodically (nosleéten than once
each month) all the receipts for small sums expefiden the petty
cash should be totaled and a check written, agarlge to the church
treasurer, for the amount of those expenditurdss @heck should be
cashed and the proceeds replaced in the pettyfeagh In this way
the petty cash fund will always contain the fixedoaint of money,
either in actual cash or in receipts for expendiur

203.10 Receipting Church Funds

We have mentioned several times in the above dismushe church
treasurer’s duty in the receipting of all fundsaieed. The actual
receipting process varies in churches of varyirg.siThe basic plan is
to write an individual receipt for each envelopmad in either with the
weekly offerings or (as sometimes happens) by niile total of these
receipts to individuals, plus the receipt for tbede church offering, for
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Sabbath school mission and expense offerings, @nafferings from
other organizations or other church gatheringd,beilexactly equal to
the total of the weekly deposit. Besides the iilial church receipts,
it is necessary that the treasurer prepgoaiaal which lists the
receipts by number, name of contributor, and imewls provided, the
distribution of the individual contribution to tighvarious offerings for
missions, specified General Conference offeringsfributions for
union or local conference projects, and local chdunds (church
budget, Sabbath school expense, and various ogiparitnents or
projects). The various methods by which this jaliis produced are
discussed in Section 206 of this manual.

203.11 Receipting by Conference

Some conferences have taken over from the locathbks the task of
preparing receipts for church offerings. In thoases the church
treasurer, after totaling all envelopes and otloeudhents evidencing
the receipt of funds and assuring that this taté@h iagreement with the
weekly bank deposit, transmits all the envelopabedocal
conference. There the necessary journal recqrobduced—usually
on the conference accounting machine or compuigipsgnt—and a
detailed listing of all such receipts is returnedte church treasurer.
At this point it is essential that the church tigas be satisfied that the
total receipts recorded by the conference agrdetivi predetermined
total and with the weekly bank deposit. Again, enaill be said of
this plan in Section 206.

203.12 Detailed Receipting Procedures

The church treasurer should adopt a uniform proeefiu processing
the funds and recording them in preparation foringkp the weekly
deposit to the bank. The following step-by-stegussce includes the
necessary safeguards against the making of expfer(the early
detection of errors), and church treasurers aredutg follow this plan.

» Prepare a tithe envelope for all moneys turnewhgre the donor
has not already written one to accompany the a@iferiThis means
that a separate tithe envelope will be preparethimtoose church
offering, another for the Sabbath school offerifmgssions and
expense), and other envelopes for offerings tunméidm other
auxiliary departments of the church.
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Put the tithe envelopes in alphabetical ordeh wibse for such
offerings as mentioned above at the end of the Dstte stamp
each envelope with the date of the Sabbath yopraessing. (If
you do not have a date stamp, buy one [see patag@@h07]).

Openone envelope at a timeount the money in the envelope to
see that it agrees with the total on the envelopelfeck the
amount of the enclosed check to see that it agvébghe
envelope total). Check the addition on the envelopsee that the
total of individual items agrees with the totaltbé envelope.

If the items listed do not agree with the total] éime difference is
small, make the necessary adjustment so thatthieednvelope
agrees with the amount of cash or check enclofédde a
distinctive color pen to make this correction sattitis plane that
you have made the correction). If the amount is laitge
probably well that you get in touch with the doaod explain the
situation, securing authorization to make whatefange is
authorized.

Arrange the contents of the envelope with checlanie pile, bills
of each denomination in separate piles, and c@parated as to
denominations. Checks, currency, and coins shoeilir enough
away from your working space to allow you to pracesvelopes
without interfering with the stacks of checks andnmy already
processed. After completing the first envelopepgdo the next,
and so on through all of them.

Count all currency and coins, making a writterordcas you go:
15 - $20 = $300.00; 27 - $10 = $270.00; and soMake an
adding machine tape of all checks, and includettia with the
listing of currency and coins. Add all items tdetenine the grand
total of all money in hand.

Make an adding machine tape of all envelopes yme Iprocessed.
Of course, this total should agree with the tofataur checks and
cash as determined in the paragraph above.

Use the adding machine tape (actual cash and shexkrepare
your bank deposit. Some banks will accept a degioket with

only the currency and coins itemized, and an addiaghine tape
of the checks attached to the deposit ticket. theiocases the bank
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requires that each check be listed on the depolsit by bank
number and amount. Of course you will preparediq@osit ticket
to meet your bank’s requirements.

» Write receipts—a separate receipt for each tithvelepe. Prepare
an adding machine tape of receipts written, whidhagree with
totals determined in the paragraphs above.

» Date stamp the adding machine tape from the ¢dtall envelopes
and attach it securely to the pack of envelopestq(at rubber band
is usually used to hold envelopes and tape togetietain each
week’s pack of envelopes with its accompanying tapé the
local conference auditor has examined your recfundthe year.

» Make doubly sure that the total of cash and chagkses with the
total of envelopes, that this same figure is thel tof the bank
deposit, that the bank validates a carbon copheftieposit ticket
for your files, and that the same total is credted/our monthly
statement from the bank. This total, too, willdeecked against
the cash receipts journal produced for the wedke Cash
Receipts Journal will be discussed in detail int®ec206.

203.13 Alternative Receipting Procedures

The basic requirement calls for a receipt to bétenwifor each
contribution each week, and many, particularlyhaf émaller churches,
continue to follow that plan. Certainly there @ objection to it. Some
conferences have developed other arrangementsdeipting funds.
This paragraph will deal with one plan that progider a summary of
weekly receipts for a full three-month period,@ll one form. We are
indebted to the Florida Conference for this rectiph, which is

shown as Exhibit 2-1. Note that provision is méatehree months’
receipts, with a separate column for each of fieeks in each month.
In other words, the equivalent of a total of fifteaffering slots are
available (although no more than thirteen will Ised) in any one
quarter. The receipting process in its essensatet changed. The
data from the tithe envelopes for a given weelostgd to the proper
section and columns of the receipt form that ist kepluplicate. Each
week’s total on the individual receipt will agre@wthe tithe envelope
in that week’s pack (see paragraph 203.12). Atlbse of each month
(do not wait to the end of the quarter!) each bhéhe receipt form for
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that month is added across and the total entertrgkifMonthly
Totals” column.

1z Be sure that the totals entered each week onealieteipt forms
agree with the total of the pack of envelopes fiat tveek.

An additional check of accuracy is provided atéhe of the month as
the total of all “Monthly Totals” on all the indidual receipts must
agree with the total of the four (or five) packseofelops processed
during that month.

203.14 Distribution of Receipts

In bygone days it was customary for the churchstregr to hand out
personally or to mail the receipts to contributeash week. With the
growth of membership in the churches, the incréaseailing costs,
and more streamlined and sophisticated methodscefpting, some
church treasurers now accumulate these receiptdiatibute or mail
them monthly, or even, as in the example given apow a quarterly
basis. In the case of conference receipting, theuats recorded each
week are frequently combined, and a quarterly pgéeimailed to the
donors reflecting the total received, sometimeseiit any breakdown
showing the amounts brought in each week. Thiswds use of a
simpler form, but the donor is not able to deteamirhether credit has
been given each week for the amount turned invileak. Regardless
of the system used or the interval at which reseapé distributed it is
necessary that each donor be given a formal reasijch details the
amounts he has contributed, and the various fumdsich they are
credited.

Please reread the last sentence of the previoagnagh. The church
treasurer is required to record a receipt—whethisran a weekly,
monthly, or quarterly basis—for all funds receivadd to hand or
otherwise delivers that receipt to the donor. Bing this the treasurer
says, “I have received this amount of money from,ynd have
applied it as you directed.” The receipt is issnetionly for the
convenience of the donor, to be given as requebtdadis a
certification by the church treasurer that the dbation was received.

203.15 No Bank Account

In some rare cases it is impossible or highly invemrent to maintain a
church bank account. This may happen where thechhs far
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removed from a town or village with a bank, or ame fields where
the banking system is not so highly developed. r&peat: This
situation is only rarely encountered, and evergaeable effort must
be made to handle all church business through eclethank account.

If the church board feels that this cannot be danegdditional burden
falls on the church treasurer. The treasurer seesto it that facilities
are

provided—a locked strongbox or a safe is preferablewiich the
church moneys can be properly safeguarded. Irase should the
church treasurer combine church funds with persfumals; they must
at all times be kept entirely separate. The chtredisurer should count
the church cash on hand each month, without tadetermine that the
amount on hand agrees with the accounting recordhvahows the
unexpended balance, and should make a writtendexfdhis cash
proof. Itis advisable that the church treasuearehthis balance of cash
on hand verified by another church officer (prelidyahe pastor or the
head elder). When that individual verifies thednak, his or her
signature is placed on the cash proof sheet akewrvidence of the
fact that the balance on hand has been verified.

203.16 Non-Cash Donations

From time to time members of the church make donatin forms
other than cash—a piece of usable equipment, perbafigniture for
use in one of the church offices or departmentse dhurch treasurer’s
accounting records are designed to record onlyetbeipt of cash, not
the value of such non-cash donations. If the davisihes a receipt to
be used to support a deduction on his or her indameeturn, it is
suggested that the church pastor write a lettdrg¢aonor,
countersigned by the church treasurer, itemizirdydascribing the
item donated. No accounting record need be madealf transactions.

203.17 Building Campaigns

Previous paragraphs have mentioned several tina¢afitfinancial
transactions of the church should pass throughahes of the church
treasurer. Sometimes an exception to this rulemnes necessary. If
the church embarks on an extensive fund-raisingpeégn for a
building project or some other major development] the church
board, with member approval, elects a separateithdil to take
charge of this program, the regularly appointedchdreasurer is
relieved of responsibility. In such cases the lcomference should be
notified of the action and of the name of the baildfund treasurer.
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Money received and disbursed from this fund shbeldanked and
recorded entirely separately from those of the chtireasurer. If

funds raised in this way are turned over to thechtreasurer, and if
the treasurer remains responsible for their custodlydisbursement,
they should be receipted and disbursed exactlgdhge as other church
funds.

203.18 Numbered Receipts

In all cases where the receipts, either weeklyuartgrly, are written

by the local church treasurer, the forms shoulgrogided by the local
conference and will bear printed numbers. Theeammfce will make a
record of the block of numbers issued to the irtliad church, and all
these numbers must be accounted for. The regeiptsal includes a
column where each receipt number is entered, atiteicase of weekly
receipts, these numbers should be consecutiverdéeipt is unuseable
or must be canceled for any reason, it shouldgbediand all copies of
the receipt should be filed with the tithe envelfi the week being
processed. Itis not proper to throw away a urtise&ceipt.

Section 204  Disbursing Funds
204.01 Disbursements by Check

All disbursements of church funds should be madehagck on the
church bank account. (We are assuming the existeha bank
account. The rare exception is discussed in papég203.15.) This
rule applies in all cases, even when a small petsh fund is entrusted
to the church treasurer, as outlined in paragr&hd®. The formal
record of the expenditure is made when a checkittew for an
accumulation of small disbursements to replacartbeey in the petty
cash fund. The details of the operation of thektmatount are
discussed in Section 205. At this point we ares@aring only the
actual drawing of the check and the records that ine made of that
action.

204.02 Supporting Documents
If the volume of business warrants it, the use ‘dfcaicher check” is

recommended. This type of check is of double sidee top half is the
check itself, and a detachable bottom half is gledifor writing in the
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details of what the check covers. Along with thigioal, which goes
to the individual or firm to whom the check is \eit, a carbon copy is
produced. In this way the church treasurer hakenecords a copy of
all details of the disbursement. The invoice quest for the funds
should be attached to this carbon copy and shaigihate with
someone other than the church treasurer. Somelcteasurers find
it helpful to attach these supporting documents teoucher jacket”
form

that becomes the master record for the disbursenTdns form is
particularly helpful in those cases where a vouadheck, such as
described, is not in use. A sample form is shosvEx@hibit 2-2.

204.03 Filing Documents

Paragraph 102.13, quoting tB&urch Manual suggests that
disbursement vouchers be pasted in the Disbursendentnal. This
plan may be acceptable for the very small churéth anly a few
vouchers each month. A more practical plan fanach with an
active program involves the use of a cardboardcfilse that provides
for the filing of the vouchers on a metal archgénerally available
product of this sort is knows as Columbia Bindiras€ No. 50.

204.04 Authorization

The church treasurer must keep constantly in niieddct that he or
she is accountable for the funds in his or herazlystthey are not
personal funds to be expended, as he or she dggrapaiate. Many
church boards are willing to grant the church tweasblanket
authorization to pay routine and recurring bills fehich provision is
made in the church budget, such as utility billsitine maintenance
charges, etc. Even in these cases the treasuyewisiato have an
additional safeguard in asking the church pastdread elder to initial
such bills as evidence of approval. A respongitdenber of the
church board (the pastor, the head elder, or th& ofithe Finance
Committee) should authorize all expenditures othan those that are
strictly routine. Payments of accounts that arfeg¢@harged against the
funds of one of the auxiliary organizations alwakisuld be approved
and authorized by a designated officer of that wizgion. This will
apply to payments to the Adventist Book CenterSabbath school
quarterlies and other Sabbath school publicatiitesature for the
Personal Ministries Department, expenditures fdfase or Adventist
Community Services purposes, and any other distests which will
be charged to any account other than the Churclg&ud
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204.05 Conference Remittance

Each month the church treasurer will draw a chexglaple to the local
conference to cover all funds received during tloatm for any
purpose other than those of the local church. ctimderence provides
a form for summarizing the various funds that arbe remitted in this
way. Commonly this form is prepared in triplicatgth the original
and one copy being forwarded to the conference thigrcheck, and the
third copy retained by the church treasurer arath#d to the carbon
copy of the check as supporting evidence. Wherrhieek and report
are received by the conference, they retain thggrad and return the
properly receipted duplicate copy to the churchgteer. This
duplicate copy can then be used to replace thicttp copy that is
discarded. A sample of the conference remittaapert is shown in
Exhibit 2-3.

204.06 Local Church Payroll

When employing individuals at the local churchjitial

determination should be made as to exempt (sajasieon-exempt
(hourly) employee status for remuneration. In mimcgl churches the
treasurer, certain custodial and maintenance peetoand/or
secretarial workers and others, may receive payfoetibeir services.
The plan for compensation of local church employesies from
conference to conference. In some instances tipdogees are on the
payroll of the conference, while in other casesltical church makes
the payment direct to the employee. It must begeized that these
individuals are, for purpose of federal and statelaws and
regulationsemployeesand thus are subject to all the requirements for
withholding of income tax, payment of social setyucontributions,
and any other federal or state taxes related o eéhgployment. The
conference, of course, handles the tax obligatfionall individuals on
its payroll. When the local church makes the reenation payments
direct to its employees, itis, as a subsidiaryaaigation of the
conference, obligated to pay the social securityotabehalf of the
employees, and to comply with all federal and diates as to income
tax withholding. The local church is also respblesfor submitting to
the employee the appropriate annual reports of&@dad state income
tax withheld, and social security contributions detéd from
employee’s earnings. The church treasurer is utgedunsel with the
conference treasury staff to make sure that theegghares fit in with the
conference program, and that all legal requiremast® social security
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and all other payroll taxes and withholdings, bfeiteral and state, are
met.

204.07 Fund Overdrafts

If the church treasurer is not watchful, departreenay authorize
expenditures of money in excess of what that depanrt has available.
In other words, the balance for that activity iemrawn. It must be
emphasized that such overdrafts should not be glemiThe church
treasurer is warranted in refusing to make disbuesgs of funds if no
funds are available. The funds of each auxiliagaaization belong to
that organization and cannot be transferred, eyahdochurch board.
It is permissible, however, for the church boartkie action to
transfer funds from the local church budget to axileary

organization. When such a measure is necessarghtirch treasurer
should be sure that a formal action has been thiehe church board
authorizing the transfer and specifying the amoand, that such action
is included in the minutes of the church board.

204.08 Donor Checks Returned by Bank

Occasionally the bank will refuse a check receifrech a donor
because of insufficient funds or for some othergrdarity. Most
banks put such checks through a second time befturming them to
the depositor. When they are returned, they haea lcharged back to
your account by the bank and must be handled iotlpxne same way
as a check that you have drawn against your accdnrdther words,
you will prepare a voucher form and will enter thturned check as a
withdrawal against your bank account. It is impattthat you secure
from the original donor the receipt that you wrateen the check was
received. This original receipt can be used apaudor the entry
charging the check back against your account. iBeththe entry of
such transactions will be covered in the discussid®ection 206.

204.09 Redeposit of Returned Checks

If the donor requests that you put the check thincaggin, with the
assurance that funds are now in the account tor ¢pvbkis may be
done. If so, it should be treated as an entirely transaction. The
processing of the returned check should be harafietescribed in
paragraph 204.08. The check for redeposit canlibaecorded just as
though it was a new contribution.
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Section 205 Bank Accounts and Investments
205.01 Authorization

No bank account should be opened, closed, or canikout formal
acting by the church board, evidenced by writtenutgs. This applies
not only to your church checking account, but atsany savings
accounts or investment accounts that are estatilishike authorization
should include specifically the names of individuauthorized to sign
checks and whether one or two signatures are egjuMVhenever any
of those authorized to sign checks leaves theiposit authorization is
removed for any other reason, the church board takstan action
recording the removal of the authorization andréacement with
another. When any bank or investment accountslased out or
discontinued, the church board again should takeraauthorizing the
closing of the account.

205.02 Church School Bank Accounts

Where a single church operates a church schoothhesh treasurer or
an assistant maintains the accounting recordsp@egraph 106.07).

It is important that even though the same persowllea the business of
both the church and the school, a separate bamkiatshould be
maintained for the school funds. All of the progesb outlined in both
paragraph 205.01 and in the following paragraphisfsection should
be applied to the school bank account, as wel éisat of the church.
Separate records, separate files, and separatesepe to be
maintained. Where a church school or junior acadismperated by
two or more churches, the church school boarddedlignate a
treasurer for the school who may or may not berésurer of one of
the local churches. In any case, the funds o$th®ol should not be
commingled with those of any of the churches.

205.03 Two-Signature Accounts

All too frequently when two signatures are requiogda check, the
treasurer signs the checks at the time they asergdrand the second
party either signs a group of checks in advancsigmrs them without
really scrutinizing them. Either process does awily any intended
control of the disbursements. While the churchgeeer will know the
details of each disbursement, the second partyidgheview the
authorization and reasonableness of the disburgenteollows that
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neither party should sign blank checks and turmtbger to any other
party to be completed. Another practice to bealisaged is that of the
pastor or other individuals taking blank checksaorabsence from the
office and writing them away from the church officEhe general rule
should be that the treasurer, who bears the regpliggor custody of
the funds, should be responsible for all bankingjiess under the
authorization of the church board or the officefrthe various
departments.

205.04 Savings Accounts

Frequently a church is accumulating funds for aomapilding or
renewal project. Such surplus funds should be ikeptsavings
account or some other insured bank deposit or aipyroved
investment in order to take advantage of the pdggibf earning
interest on the money. As stated above, such atsou investments
must be authorized specifically by the church boafdthdrawals from
these accounts should be only for the purposeantfer of the funds to
the checking account. No expenditures should bderda&ectly from
the savings account. No investment of church fieidsild be made
without specific authorization of the church boashy investment in
other than insured bank or savings and loan acsedhteasury bills,
money market funds, etc.—should be entered into aftéy counseling
with the conference treasurer. It goes withoutrgashat no loans of
church funds should be made to any private pargnsttime for any
purpose.

205.05 Maximizing Interest Return

The local church treasurer deposits weekly all fureteived, as
explained in previous sections. Remittances oftrabthis money to
the conference are made at the end of the montivioGsly, the
church bank account is accumulating an increasatgrice of money
during the month until this month-end remittancenade, money that
is earning no return in a checking account. Maauyks provide for
such funds to be placed temporarily in a savingsaat, where the
funds will earn a reasonable rate of interest aiidoe available for
immediate transfer back to the checking accountwthe monthly
remittance must be made. The church treasureidlkeaplore this
possibility, as well as other arrangements whetblsymonthly
accumulation can earn interest that becomes in¢orie local church.
Most conference treasurers have arranged for sudegures on the
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part of their local church treasurers. You shaliftuss this possibility
with your conference treasurer to make sure thataye taking
advantage of every possibility to earn a returtiesnporarily-held
funds or on funds being accumulated for major dnymojects.

205.06 Reporting Savings and Investments

Section 210 of this manual discusses in detaifdh@ of monthly
reports to be rendered by the church treasurethigipoint it should
be emphasized that these reports should coveattnss relating to
savings accounts and other investments, as wilkeasalance in the
church’s checking account.

205.07 Bank Reconciliations

Immediately upon receipt of the monthly bank staetnit is essential
that the church treasurer prepare a monthly retiaticn that shows
the difference between the balance shown on thke $tatement and
the balance according to the treasurer’s recofti&se two amounts
are seldom in agreement. It may be that the \&stydeposit of the
month by the treasurer has not yet been creditéuetaccount on the
bank’s records. Always there will be some checkiten by the
treasurer that have not yet been presented taathie for payment. All
of these differences must be identified so thatifference between
the bank records and the treasurer’s records Hyesikplained. A
specific step-by-step procedure must be followdHédfreconciliation is
to be prepared properly and with a minimum of diffty. The steps
involved are as follows:

» Starting with the final balance shown by the batgdtementadd
any deposits not credited by the bank (usuallyotiig one will be
for a deposit made on the last day of the montby #ie bank has
closed its records for that daylpeductall checks outstanding
(written and recorded by the church treasurer butleared by the
bank). First, check off on the previous monthsomgiliation all
checks outstanding at that time, but included i tonth’s bank
statement. Any checks not cleared this month@r@ststanding
and will be listed as “Outstanding Checks.” Conplie list by
checking off on this month’s record of disbursersait checks
written that are included in this month’s bank estaénts. The
remaining checks written, those that do not appaahe bank
statement, will be added to the list of “Outstagd@hecks.”
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» Combining (1) the balance per the bank statemlest(@) deposits
not entered by the bank minus (3) outstanding chedkials the
adjusted bank balance

» Starting with the final bank balance accordingdor own records,
add any credits to your account by the bank that yaxemot
entered (these should be very rare), éductany charges made
to your account by the bank which you have notredte (These
typically might include bank service charges ortihak has
refused checks that you have deposited.) Combiipthe bank
balance per your records plus (2) any unrecordeditsrentered by
the bank minus (3) any unrecorded charges entgrétuebank
equals thedjusted record balancger your records.

» The adjusted bank balance and the adjusted réedadce should
now agree and represent the amount of money agtadilable in
the bank account at the end of the month.

» As a final step, be sure to enter in your own rés@ny credits or
charges shown on the bank statement that you dieawet on your
records.

» If the bank business is purely routine, and lighie volume, it is
permissible to use the reconciliation form printedthe back of
the bank statement.

205.08 Approval of Bank Reconciliations

The bank reconciliation, as stated previously, ghbe prepared each

month. It is advisable, immediately upon completid the

reconciliation, to present it to the church padtioe, head elder, or chair
of the Finance Committee for examination and apglcolnitialing or
signing the report should show the approval.

205.09 Sample Bank Reconciliation

A sample bank reconciliation form is shown in Exhitz4.

205.10 Change of Church Treasurers

Under normal circumstances, all funds belonginthéchurch will be
on deposit in bank accounts, or evidenced by bawiags instruments.
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When, by vote of the church membership, the treasanrelieved of
treasury responsibilities and another treasureaised to the office,
the church board (as mentioned in paragraph 205ii13rrange for
discontinuance of the signature of the outgoinggueer on all such
accounts, and for authorization of the signaturthefincoming
treasurer. The outgoing treasurer should prepasnk reconciliation
up to the date of his/her relief from duties (saeagraph 205.07) and
make a list of all other bank accounts or savinggiments belonging
to the church, including bank account numbers andumt on deposit
in each account or instrument. The incoming tresrsshould satisfy
himself/herself that the bank reconciliation anel lieting of other
investments are correct and complete and shoufdss@ppy of the
reconciliation and the list to acknowledge accegptant the funds.
This signed copy should be given to the outgoieggurer. It would be
appropriate to request an audit by the conferemaeeverything is in
order.

Section 206  The Accounting System
206.01 Nature of Funds

All funds received by the church treasurer falbiohe or the other of
two categories: conference trust funds or chunest funds.
Conference trust fundere at no time the property of the local church,
and must under no circumstances be expended bgdalechurch.

They are entrusted to the local church treasurartasstee and must be
passed on intact to the local conference each mamubrding to
methods that will be described later in this sectbthe manual.
Church fundson the other hand, are those that properly betorige
local church and are expended for various locatathprojects or
departments.

206.02 Conference Trust Funds

Following is a partial list of conference trust fisn Some of these
classifications are held in the local conferenca athministered by the
local conference executive committee. Others amgtted by the local
conference to the union conference, and most ofi die in turn passed
on by the union conference to the General Conferendivision
headquarters.
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Adventist TV Ministries
Adventist World Radio
Andrews University

Annual Sacrifice

Camp Meeting

Christian Record Services
Conference Evangelism
Disaster/Famine Relief

Faith For Today

Ingathering (member donated)
Ingathering (non-member donated)
Inner City

It Is Written

Loma Linda University
Missions Extension
Multi-Lingual Ministries
Oakwood College

Religious Liberty

Sabbath School Birthday/Thank Offering
Sabbath School Investment
Sabbath School Missions
Adventist Chaplaincy Ministries
Temperance

Thirteenth Sabbath

Tithe

Voice of Prophecy

Week of Sacrifice

World Missions

206.03 Local Church Funds
The following are some of the local church funds:

Adventist Youth Society
Building Fund

Church Budget

Church Expense
Community Services
Home and School
Ingathering Reversion
Personal Ministries
Local Evangelism
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Pathfinders

Poor Fund

Sabbath School Expense
Worthy Student Fund

206.04 Unified Church Budget

Listed in the local church funds above is one i title “Church
Budget.” The preparation of the church budget bélldiscussed in
Section 210. It should be explained now that ¢émeinology “Church
Budget” means different things in different chureh&ome churches
follow the practice of including in a single budge¢ requirements of
various departments of the church: Community 8esy Personal
Ministries, Adventist Youth, and so on. As funds eeceived from
members for this unified church budget, they astrithuted to the
various departments on an agreed percentage basisich cases the
actual operation of the church plant itself, inghgdsuch expenses as
utilities, telephone, insurance, grounds and bogdhaintenance, and
so on, are considered “Church Expense,” which ig arpart of the
unified church budget. In other cases, each deeattstands more or
less on its own, and the church budget is prepanddntended only for
what has been known in past years as church expdiss difference
should be kept in mind as we consider the accogritinseparate local
church funds.

206.05 The Receipts Journal

The matter of preparation of receipts to coveptiirings, week by
week, has already been discussed. A record musilde of all
receipts written, breaking down into the varioysety of conference
and local church funds the amount of money on eackipt. This is
done by use of eolumnarform, a sheet having a separate column at
the left for the name of each contributor, a coldomthe receipt
number, and a series of columns for amounts caiteih These
amount columns include a column for the total amadithe receipt
and a series of columns for conference funds (tBadbath school,
13" Sabbath, Investment, Ingathering—Donated, Ingather
Solicited, etc.). Not every conference fund lisiegaragraph 206.02
has a column provided for it (see paragraph 206.86jnal group of
columns is provided for various types of local diufunds. After the
receipts are written, they are listed (in alphata¢tbrder, as the tithe
envelopes were put in alphabetical order beforedheipting operation
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was begun) separately in the Receipts Journal:enesneipt number,
total amount of receipt, amounts for each typeoél church funds
contributed. Of course the entries on each lidk“bédlance.” The

total of all the separate entries in the variousmoos for individual
funds will equal the total of the receipt. Thisshbe the case, because
the treasurer has already verified that the tataéa@ch envelope agrees
with all the individual items listed on that envedy and the record in
the Receipts Journal is simply a repetition of th&drmation.

206.06 Miscellaneous Offerings

Referring to the detailed list of conference offigs, it is evident that
some of these are called for only once a yeawoltld make the
Receipts Journal form unnecessarily long and caatdd if a separate
column was provided for offerings of that sort.o¥ding one or two
columns for “Other Offerings” in the Receipts Jalrsolves this
problem. Separate columns are provided for TiitreSabbath school
mission offerings, and for a number of others #ratused regularly
throughout the year. Other offerings of an ocazalior special nature
are entered in the “Other Offerings” columns, anetter identifies
each type of offering. The same plan is usederstttion of the
journal for local church funds. Different churcheet up different
funds for special projects within that church. mRgentered in a
separate column and the name of the particular $teted can identify
these.

206.07 Sample Receipts Journal

With the large number of columns necessary to iflemrious types
of conference and local church funds, it is obvithat the Receipts
Journal is a large sheet of paper. It is usualbgpced in duplicate,
one copy going to the local conference each mottthtive remittance
of conference funds, and the carbon copy beingnedzby the local
church treasurer. A sample form as used by orieeolbcal
conferences is shown in reduced size as Exhibit ZHe actual form
used in this case measures 12 by 20 inches.

206.08 The Pegboard System
We are still discussing the preparation of an irtlial weekly receipt
and the production of a Receipts Journal listihgath receipts each

week. It is obvious that there is duplication fibg in writing all the
necessary information for each donor on a receiphfand then
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copying all that information over in a journal. dy copying operation
affords a chance of errors, and the work is alrdosbled. To solve
this waste of effort, a system has been devisedhwiiould produce
the receipt and the journal at the same time hixgystem, the journal
form is anchored to a plastic or metal backing ®ans of a series of
pegs on the left-hand edge of the backing, witkeéah the journal so
that it can be placed on these pegs. The reamiptis a narrow strip
of paper that overlies the journal, and all the@infation is entered on
the top edge of the receipt form with a carbon espion going
through to a single line of the journal. Thus eesteipt has all the
necessary information as to breakdown of the amoaomiributed, and
the journal must have exactly the same informdfiiorall receipts
written since it is a carbon copy of all the indival receipts.

206.09 Receipts Journal—Other Applications

The method described in the several paragraphseabalesigned for
the preparation of individual weekly receipts. Wéa we do if a
quarterly receipt form, such as that illustratedihibit 2-1, is used,
and there is no individual receipt? Or what dodeef the conference
records all receipts and simply sends the locatathtreasurer a
summary of each week’s offerings? A quick answenviailable for
each situation. If the local church maintains tgrly rather than
weekly receipts, it is necessary to transcribe Reeeipts Journal, such
as illustrated in Exhibit 2-5, all the totals, @ity individual weeks or
by monthly totals. If the conference processesthelopes and
returns to the local church treasurer a summasll séceipts recorded,
follow this procedure:

» Make sure that the total recorded by the confereggees with
your total as shown in the adding machine tapé®envelopes
sent to the conference and the total of the bapksie

» Enter in the Cash Receipts Journal a single bn¢he week’s

summary, using “Total Receipts, , 20" indtethe name
and detailing in the proper columns the amountsvshan the
summary.

We must remark again that the procedures develiopig various
conferences vary widely. If your conference treashas developed a
method of recording that varies from that outlimethis manual, you
will follow his/her instructions.
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206.10 The Disbursements Journal

The form for theDisbursements Journatsembles very closely that
already illustrated for the Receipts Journal, waitlew important
modifications. A sample form of Disbursements dailiis shown
(reduced in size) as Exhibit 2-6. All checks venittare recorded,
month by month, in the Disbursements Journal. @akiare provided
for the amount of the check, the name of the payeecheck number,
and columns for each type of fund involved, exaatlyin the Receipts
Journal. A disbursement for cleaning suppliegtierchurch in the
amount of $20.85 would be entered in the “Amountbéck” column
and in the Church Expense coluntBach checknust be entered in its
total amount in the “Amount of Check” column, andrees must be
made in the appropriate columns to indicate whigtd$ are decreased
by the disbursement. Sometimes a single checlkesepts withdrawals
of two or more funds. A check to the Adventist Bdgenter, for
example, may involve a charge against Sabbath $&xpeanse for
Sabbath school quarterlies or periodicals and ag&ersonal
Ministries for literature purchased for missiondistribution. Note
that each entry of a check must be a “balance¥enthe sum of the
amounts entered in the distribution columns musags equal the
amount of the check.

206.11 Remittance to Conference

At the close of the month, when receipts have bediten for the last
Sabbath of the month, you will know from the Ret®ipournal the
total of all conference funds receipted and thagntification as tithe,
Sabbath School Missions, thirteenth Sabbath, amhsdA check is
drawn for the total of conference funds, payablé to  Conference
of SDA” and is entered as described in paragraghl®0 The total of
the check is entered in the “Amount of Check” cahj@and the
amounts for tithe and other offerings in the vasicolumns in the
section “Conference Funds.” You will mail the anigl of all Receipts
Journal forms for the month, all Disbursements dalforms (usually
there will be only one page of disbursements),asdmmary report of
all funds received and disbursed along with thefex@mce check. The
actual form varies with the individual conferend®sample of the
form used by one local conference is shown in BKBHY. At this
point we are interested only in the top half oftfirm, which
summarizes all conference funds received duringrtbieth and
covered in the monthly remittance check. As déesctiin paragraph
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204.04, this summary form is prepared in triplieate/o copies are
sent to the conference with the check and copiéseofournals, the
third copy becomes the temporary supporting doctinaelpe attached
to your carbon copy of the check. When the comiegdreasurer
receives the remittance, he/she will fill in tharits on the form to
acknowledge receipt of the money and will retumgbcond copy of
the form to you. You will then discard the thirdpy and replace it
with the second copy bearing the conference treasueceipt.

206.12 Completing the Disbursements Journal

The difference between the Receipts Journal an®isteursements
Journal is found in the five lines at the bottonttaf Disbursements
Journal form (see Exhibit 2-6):

Balance First of Month

Add Receipts During Month
TOTALS

Disbursements During Month
BALANCE Close of Month

At the end of the month, you will enter on thetfiofthese lines the
balances shown on thest line of the previous month. (These balances
will be only in the Local Church Funds section lod form. Because
you have remitted to the conference the total af@@nce funds at the
end of the previous month, there will be no balarfethese funds to
be brought forward.) Next, from the Receipts Jaliemter the total for
the month of all funds receipted including eaclthef conference funds
and each of the local church funds. This line @adgjual the total
receipts written during the month and the totaladis to the bank.
Addthe beginning balance and the receipts in eaaimoolnd bring
the totals down to the third line. Then, from isbursements Journal
itself, enter the total of each column in the fadibe. This represents
the total amount of money paid out of the checkingount during the
month. Again, as to Conference Funds, the tosdduised (your
month-end remittance to the conference treasundirpevin exact
agreement with the total received. All columnshia Conference
Funds section will, therefore, show a zero balangea-have paid out
the exact amount that you received. In the Lod¢alr€h Funds section
you will deduct the amount entered on line 4 (tdiabursements) from
that on line 3 (beginning balance plus funds res@ivand bring down
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the balance remaining in each fund. This compligteDisbursements
Journal for the month.

206.13 Line Proof

The Receipts Journal and the Disbursements Joconatbined
represent a record of all transactions with thekbarotal receipts
equals total deposits in the bank; total disburggsequals total
withdrawals by check. Each line in this sectiorta Disbursements
Journal must “cross-add.” That is, the total ofdBae, Beginning of
Month, will agree with your bank balance at theibaing of the
month, and the entries in the various local chiwcids columns
represent the activities or departments to whichttital belongs. Line
2, Receipts During the Month, must agree with ytotal deposits in
the bank. Line 3, Totals, will also balance witk total of beginning
balances in the individual columns plus depodisthe same way,
Line 4 across adds the individual fund columnscioad total checks
written. Line 5, which now showanly balances in local church funds,
equals the balance in the bank. It is absolutebessary that the total
of the column entries of these lines prove ouhtotbtal for that line.

206.14 Savings Accounts

Up to this point, our discussion has assumed thairals are carried in
the bank checking account. If your church cardissvings account or
has money invested in savings instruments, théabfands on hand
(the individual Local Church Funds columns) wilpresent not only
the checking account balance, but the amount imgaxaccounts and
savings instruments as well. If funds are tramstefrom the checking
to the savings accounts, itnist correct to show such a transfer (which
will usually be made by check) as a deduction ftbenbalances in the
local church funds. Those balances must alway®sept the total of
checking and savings accounts. A simple way tallesthis situation

is as follows:

» Provide in the Disbursements Journal, preferabtii@extreme
right-hand end of the form, a column headed “Sawing
Account(s).”

» As atransfer is made from checking to savingterehe amount

of the check in the usual way and enter the sanmiathin the
Savings Account column. This will have the affetteducting
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the amount from the checking account and additwttie savings
account without affecting the balance of any offtimeds.

When money is withdrawn from the savings accoudtdeposited in
the checking account, enter this transaction algbé Disbursements
Journal:

» In the “Amount of Check” column, enter the amotrahsferred in
parenthesesand in the Savings Account column, also in
parentheses.

Using parentheses around these amounts indicatearttentry that is
normally an addition becomes a deduction, andwaéssa. The total
check written will bedecreasedy the amount of the transfer to the
checking account, and the total of the savingswatcwill also be
decreased.

206.15 Interest on Bank Accounts

We recommend the entry of interest credited to ymaounts by the
bank in the Disbursements Journal, even thougletbeslits are
actually the receipt of funds. The reason for thithat they do not
become a part of your weekly deposits, and it srdble that the
Receipts Journal shows only funds deposited byirydlie bank
checking account. In every case, the interesteglhon these accounts
becomes a part of local church funds—usually adde¢kde Church
Expense or Church Budget fund. Handle these srasdollows:

» Interest on Savings Accounts: In the disburseméotirnal enter
the amount of the interest credited by the bargairenthesem
the Church Expense column and the same amountuwtitho
parentheses in the Savings Account column. Tlds #uk credit
to the savings account balance and also addsdie@eases the
deduction for checks written) to the church expdnsd.

» Interest on Checking Accounts: In the Disbursemédaurnal
enter the amount in the Church Expense columnrienpheses as
described above. Enter the same amoupaientheses the
“Amount of Check” column. This decreases the tatabunt of
checks written during the month and adds the ctedhe Church
Expense fund. In many cases, no interest is patdébank on

206.15



regular checking accounts, so this situation will accur
frequently.

Of course it is possible to record interest eaindgtie Receipts Journal
rather than in the Disbursements Journal. If ysmnference treasurer
and auditor prefer that plan, they will explain thethod to you.

206.16 Transfers Between Funds

It sometimes happens that a particular departmeattivity is in need
of funds other than those coming in through offgsinrand the church
board authorizes the transfer of a stated amoant the Church
Expense fund to the department. This transfeibeagntered in the
Disbursements Journal by entering in the ChurcreRgp fund the
amount of the transfer and entering the same anioyoarentheses in
the column of the fund to which the transfer is madhis adds the
amount to the balance of the receiving fund andidesdt from the
Church Expense fund just as though it was a chéckimportant
caution: Funds identified for a particular deparnor activity must
not be transferred out of that fund to another fuawen by action of the
church board. These departmental or activity furaise ordinarily
come in from donors identified specifically for tharticular use of that
activity. It would be a violation of trust respdbiity to the donor to
use them for any other purpose.

206.17 Accounting Is the Basis for Reporting

The treasurer must remember that all of the aboweumting
procedures—preparation of the Receipts and Disbw@stndournals
and calculation of balances remaining in the varibank accounts and
funds for conference and the local church—are sirmggrmediate
steps in the preparation of monthly reports forabeference and for
the church board. The treasurer is accountablalféunds that pass
through his/her hands and transactions affectidiyitual funds and
their month-end status must be reported to botledinéerence and the
church board. Preparation of the remittance rejpatie conference
treasurer has already been discussed in paragfphl2 The
preparation of the complete monthly report willdogplained in Section
210.
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Section 207  Double-Entry System
207.01 Columnar Journal-Ledger

It will be evident to those who have some knowledfjbookkeeping
that the columnar records described in the prevseations are
actually a combination of journal and ledger, vd#bits to a cash or
bank account and credits to various conferencechacth funds for all
receipts written, and with credits to bank accamd debits to the
various fund accounts for disbursements. As coatpint the final five
lines of the Disbursements Journal, the columnrzala are in effect
individual ledger accounts showing total debits aratlits arising from
receipts and disbursements.

207.02 Expanding the System

While the columnar record is completely adequateafo
uncomplicated system, especially in the smalleraies, added
activities in the way of investment of funds, acating for unpaid
expenses or for borrowed funds, and other trarmectffecting fund
balances and commitments tend to make the use aifimnar
journal-ledger somewhat cumbersome. If you undadsthoroughly
the handling of columns for both assets and liabdj there is no
objection to continuing the use of the columnanforHowever, with
multiplying activities and complications, it may b®re desirable to go
to a more conventional, if more involvethuble-entry systein which
the columnar journals, supplemented by journal tieus, cover non-
cash transactions, and a formal general ledgehiohall transactions
for all the various accounts can be summarizedilééhdouble-entry
system is not a requirement in this manual, ir@rarily preferable for
larger churches, for those which carry investmantslong-term
liabilities, and for those which have availableiagividual as church
treasurer who has some basic accounting training.

207.03 Chart of Accounts

The first requirement in setting up such a systethé development of
a chart of accounts listing all accounts to beiedrin the ledger. Itis
difficult to identify the debit and credit postingad to locate them in
the general ledger without an advance definitiojusf what accounts
are available. A Chart of Accounts that shoulcabequate for
churches of all sizes is shown as Exhibit 2-8. e\tbat the accounts
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are shown in conventional balance sheet ordertafgetty cash, bank
accounts, other investment accounts), current@mg-lerm liabilities,
trust funds for all conference-owned offerings, émelvarious local
church funds, which are in effect net worth or flradance accounts,
showing all incomes and expenses of these accamisinexpended
balances.

207.04 Posting the Columnar Journals

The journals for receipts and disbursements destiiito previous
sections of this manual may not need to be modffiedise in a
double-entry system. For purposes of reportintpéoconference the
status of all funds, the Disbursements Journal lshioeicompleted as
described in paragraph 206.12. Upon completichede records,
postings of all columnar totals should be madééoappropriate
general ledger accounts as follows:

Cash Receipts Journal
Debit Cash in Bank with total of receipts for tnenth.
Credit Individual conference trust fund accounithwotals
of conference fund columns.
Individual local church fund accounts with totafs
local church fund columns.

Cash Disbursements Journal

Debit  Conference trust fund clearing account vgtial
disbursements for individual conference funds.
As the remittance to the conference covers all
conference funds received during the month,
these trust fund accounts will balance with the
clearing account each month.

Local church fund accounts with total disburseraent

from each fund.

Credit Cash in bank with total of checks written.

If the line proof operation outlined in paragraf62L.3 has been
followed, each of the above journal entries willdmece: Total cash
received equals total funds received; total cashutsed equals total
charges to trust fund clearing and local churchifaocounts. Later
paragraphs of this section will describe modificas that may be
necessary to the Disbursements Journal.
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207.05 General Journal Entries

Entries for transfers of credits from Church Expetssother funds
need not be shown in the Disbursements Journak thigesystem.
Rather, they can be handled by the use of a gejoerralal voucher,
which is posted directly to the accounts involvégsume that the
church board has authorized the transfer of $1&® €hurch Expense
to the Personal Ministries account. A vouchereppred showing the
journal entry as follows:

Debit  Church Expense 150
Credit Personal Ministries 150
Transfer of funds as authorized by church boarebsard minutes of
,20__.

It is essential that the journal voucher bear gianation such as
shown above, giving the specific authorizationtfa transaction.

207.06 Modifications of Disbursements Journal

In a relatively uncomplicated operation, as stateguaragraph 207.04,
both the Receipts and Disbursements Journals magdbwithout
modification, postings being made to the geneddée as previously
outlined. Several applications of a more soplastid business
operation, though, may require that a Disbursemamsnal with
different columnar headings be used. Some of ¢iheitions under
which this is desirable are:

» Breakdown of Church Expense disbursements intqoooent
parts to correspond with a detailed budget of dnesgpense.

Payrolls with various deductions from employeesgrpay.

» Purchases made on open account, with payment imadeonth
subsequent to the purchase.

» Expenditures for a major building project fromlding funds
accumulated by the church or borrowed from the Reéwvg Fund
or from another lender.

A suggested Disbursements Journal columnar arrasgietm be used
in connection with a double-entry system is shomwBxhibit 2-9. This
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is shown as a double-page form; however, the eatirangement of
columns will go on a 20-inch sheet, the same sztha basic
Disbursements Journal illustrated in Exhibit 2Bear in mind that this
form is only a suggestion. It may be changed tetrtazal
requirements, or your local conference treasurer maae other
suggestions as to columnar arrangement. The foltpparagraphs
covering the four situations mentioned above dbedtie handling of
transactions based on this suggested form of jhurna

207.07 Analysis of Church Expense

In an active church with a large membership andsy Iprogram, the
church budget usually breaks the total church espeequirements
down into separate headings for telephone, maintenaffice
stationery, printing, and other subdivisions.slhelpful to have the
same separation of expenses carried through tacit@unting records.
In order to accomplish this with the modified Diskements Journal
and the Chart of Accounts, account 501 Church Esgean be
expanded by using the decimal system and calling sabdivision by
decimal number: 5 01.01, 501.02, and so on. Théarde portion is
entered in the “Code” column along with each diskuarent for church
expense categories. These individual entries egrobted to the
related accounts in the general ledger, or a sepasmmary of them
can be made at the end of the month and the tbésat decimal
classification entered in its ledger account.

207.08 Handling Payroll Entries

In paragraph 204.05, mention was made of the cistameces under
which the local church and its employees may bgestibo payment of
Social Security taxes. This liability, and simitabligations as to the
payment of other payroll-related taxes, has itsaatn the accounting
requirements. Of the total amount earned by angéraployee, the
employee is paid only a net sum. The church narmitrthe amounts
deducted from the employee’s pay to the InternalelRaee Service or to
the appropriate state agency at a later datedditian, the employer
(in this case, the church) is also liable for atdbation from its own
funds to the Social Security fund for an amountiesjant to that
withheld from the employee’s pay. With a doublérgisystem, the
smoothest way to handle the complications of agdbig as follows:
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» Prepare payroll summanshowing for each employee the gross
pay, the amount of each deduction, and the net ahafuhe
paycheck.

» Using the payroll summary as a basis, preparenaral journal
entryto record all aspects of the payroll, including #tmount of
Social Security tax that the church must contribudellowing is a
sample of such an entry:

Debit 501.01 Custodial Expense (salary of church cuatgdi
501.04 Secretarial Expense (salary of pastorsetany)
501.xx Social Security Expense(church’s portiois8ftax)

Credit 211 Federal Income Tax Withheld  (total withheld)
213 SS Tax Payable  (employee and employer tax)
221 Payroll Clearing (net cash due employees)

v

Write the checks to the individual employees f@& het amount
due each, and record the checks in the Disbursementnal,
entering the amount in the Payroll Clearing coluriiotal of this
column is posted to the debit of 221 payroll Clegriwhere it
balances the credit posted from the above joumtay.e

» When the monthly or quarterly report is due tolfR8 or to the
state entity, write the check as required and enterthe
Disbursements Journal in the column “Other Lialeiit’ Debit
postings from the entries in this column will badarcredit
postings from the journal entry as noted above.

207.09 Purchases on Open Account

Most churches operate strictly on a cash, pay-asggobasis. On
occasion, however, the church will make a purclvdiseipplies or
services that is not paid for until the followingnih. Sometimes, in
the case of a major purchase, arrangements maybe to pay the bill
over a period of two or three months. It is impattthat such
purchases be recorded in the month in which thehase is made, not
as the money is paid out. Assuming that such a@tiens are not
numerous, it is recommended that the vendor’s oevbe attached to a
general journal voucher and entered as an expeksa Bability in the
month of purchase. In the case of a purchasestbdial supplies, the
entry from the general journal voucher would be:
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Debit 501.01 Custodial Expense (amount)
Credit 201 Trade Accounts Payable (amount)

When the payment is made, the entry in the Dishoesgs Journal will
be to the Accounts Payable colunido notrecord the item as an
expense when the bill is paid. This has alreadnlone in the
general journal entry when the purchase was made.

Section 208  Accounting for Building Projects
208.01 The Basic Problem

From time to time the local church will undertalgth proper
authorization, a major remodeling or constructioojgct in connection
with their existing church. Sometimes this will figanced entirely
from funds on hand. On occasion, the conferenienake an
appropriation of a part of the cost. And sometitieslocal church,
again with conference authorization, will borrowmag from the
Revolving Fund or from another lender. It musubeerstood that,
while all the funds will originally pass throughethecords of the local
church, the completed project will not remain asaset on the church
books but will be transferred to the conferenceeission which is
charged with the responsibility of holding titleath church properties
and accounting for their value. This means thatdleal church, in
borrowing money for a portion of the cost, is ifeef passing on to the
conference a value for which it is still in defithis point should be
kept in mind as we go through the various stegihéraccounting
process.

208.02 Data for the Project

For purposes of this illustration, we will assurhattthe Hypothetical
SDA Church undertakes the construction of a wingdoommodate
Sabbath school classrooms and rooms for Commueityicks and
youth activities. Other assumptions:

» The total cost of the project is estimated at 828,

» The church has on hand $15,000 in its own Buildingd.

» The church has authorization to borrow from théodrRevolving
Fund the remaining $10,000.

» The loan will be repaid at $1,000 per year.
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The interest on the unpaid balance is 7.5 pemenyear.
The total value of the project is to be reportadaigh to the
conference association immediately upon complaifdhe
addition.

vy

208.03 Revolving Fund Loan

The church treasurer receives a check from thdvimgpfund for
$10,000. The amount is set up in a separate baduat as authorized
by the church board. The entry:

Entry #1
111 Building Fund Bank Account 10,000

251 Revolving Fund Notes Payable 10,000
To record receipt of proceeds of promissory noteedwolving Fund,
payable in annual installments of $1,000 plus 2&ent interest on
unpaid balance.

At the same time the $15,000 balance in the Buildinnd on the
regular church books is transferred to the Buildiogd account:

Entry #2
111 Building Fund Bank Account 15,000

110 Bank Checking Account 15,000
208.04 Disbursements for the Projects

During the course of the project, the church tresrsmakes
disbursements for materials, labor, etc., all amiices or other
vouchers properly authorized by the Building Contedt in the
amount of $23,875. The estimated cost was $2580the actual
expenditures fall within the estimate. Separatdeswill be made for
each disbursement. The total of the entries waill b

Entry #3
401 Building Project 23,875

111 Building Fund Bank Account 23, 875
(Each disbursement will have a properly approveacher
attached.)
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208.05 Closing Out Building Fund Bank Account

When the project is completed, it is evident thaté will be a balance
in the building fund bank account of $1,125 ($10,80$15,000 -
$23,875 = $1,125). This balance should now besfemred back to the
regular checking account, and the building fundaot, with church
board authorization, should be closed out. Theyent

Entry #4
110 Bank Checking Account 1,125

111 Building Fund Bank Account 1,125
To close out Building fund bank account on complenf building
project, as authorized in church board minutes _, 20 .

208.06 Reporting to Conference Association

We are now in a position to report the total vadfithe improvement
project to the conference association and to reflextransaction on
the books of the church as well. This will requin® entries:

Entry #5
499 Projects Cleared to Association 23,875

401 Building Project 23,875
To close out building project and transfer tot@lie to conference.

Entry #6
507 Church Building Fund 13,875

5xx Appropriations to Conference 10,000

499 Projects Cleared to Association 23,875
To record amount spent from church building fund esmainder
carried as loan; all transferred to conference.

It is necessary to look at the second of theséesntThe project has
been cleared, and the Building Project accounbtleas balanced out in
the first entry. The second entry records the thaat $13,875 has been
furnished from church funds on hand, and the reimgi$10,000
represents an amount for which the church has goa@ebt. In other
words, the church hasverdrawnits own funds by the amount of the
loan. The overdraft will only be eliminated oveperiod of time as the
church board makes budgetary provision for the &1 fer year that
must be paid on the loan. We shall see in thewialig section how
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this long-term overdraft of church funds is repdrte the church
membership.

208.07 Payments on Revolving Fund Note

Entries and discussion in the earlier paragraplsisfsection deal with
the handling of the building project while it ispnogress and with the
closeout of the various accounts involved in thegqat itself. These
entries leave us with two accounts related to tgpt that are not in
balance. The Revolving Fund Notes Payable acdmast credit
balance of $10,000 that will be paid off over ayear period in
installments of $1,000 per year, plus interester€hs also an account
in the Church Funds section of the ledger, accburtAppropriations
to Conference, which represents the overdraft afahfunds, which
was necessary to finance the project. Each yeérdfdhese accounts
will be adjusted as the loan is paid off. The iestfor the first year’s
payment will be:

Entry #7
251  Revolving Fund Notes Payable 1,000
501.08 Interest on Loans 750
110 Bank Checking Account 1,750

To record payment of annual installment on revmg\fund
note, plus interest.

At the same time, the church board will have aritied the
allocation of church expense funds for the paynoétie principal on
the loan and will have made provision in the budgethe payment of
interest. The interest is already recorded axparese in the above
entry. Allocation of funds for the payment on than represents
simply a transfer from other church expense fursdfoows:

Entry #8
501 Church Expense 1,000

5xx Appropriations to Conference 1,000
To record allocation of funds for retirement ofok/ing fund loan.

As the second entry is made year-by-year, it idewi that the
overdraft of church funds represented by Approjuiest to Conference
account will be written off to zero at the samedithe revolving fund
note is paid in full.
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208.08 The General Ledger

The procedures outlined in these paragraphs mageaapp be
somewhat confusing at first reading. Exhibit 2sh@ws ledger T-
accounts reflecting all these entries, each postéigg numbered to
correspond with the numbers of the entries shotlhiese paragraphs.
For purposes of completeness we have assumed that start the
local church has a bank balance of $45,00 repriese$15,000 in the
building fund and $30,000 in other church fundfie3e beginning
balances are identified as “Bal.” in the T-accounts

Section 209  Other Responsibilities of the Church
Treasurer

209.01 Commitment of Church Funds

It is sometimes overlooked that any individual nmaka purchase in the
name of the church is thereby committing the chaogbay for that
purchase out of church funds. This being the daisenecessary to
make sure, in advance of any purchase, that furda\ailable to pay
the bill. This is particularly important in theseof purchases made by
one of the departments or organizational activifiesthe funds of
these groups are strictly limited by the amourthimhands of the
church treasurer designated specifically for eackg In the smaller
churches it is usually possible to have an undedsatg with the
directors of the various departments, the pastadtelder, head
deacon, or custodian that, if there is any doubuathe availability of
funds, they should check with the church treasbedoremaking the
purchase to determine that money is available yapabill. In larger
churches, where more people are involved in puinbasctivities, it is
well that a purchase order system be used ana@firaincerned
persons understand that no purchases are to bewithdet a purchase
order signed by the church treasurer. The treasullecheck before
issuing the purchase order that money is availialtiee proper fund to
pay the invoice when it arrives.

209.02 Adventist Book Center Business

Nearly all activities of the typical church are atwed quite regularly in
purchases from the Adventist Book Center. It ipantant that certain
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guidelines be set up to avoid confusion in payhreggABC monthly
statement and in charging the proper fund for tirelmases thus made.

|

As inferred in portions of th€hurch Manualuoted as paragraphs
102.02 and 102.07 of this manual, money for litebrders to be
forwarded to the Adventist Book Center should biedd in to the
church treasurer to be properly receipted and descbr

The Adventist Book Center should be instructedaoy only one
account for each local church and to mail the statgs on that
account to the church treasurer.

The ABC should be notified promptly of a changelimrch
treasurer or a change in the treasurer’s mailirtlyess.

For all purchases made from the ABC, the individeaeiving the
material should sign the ABC sales ticket. If thder is placed by
mail or by telephone, the ABC should be requestadrite on the
sales ticket the name of the individual placingdhder.

The practices in the ABCs vary. In some casesaddls tickets are
attached to the monthly statement and mailed agideof the
month. In other instances the sales ticket is bdnd the
individual making the purchase or mailed along wlith material.
If the latter plan is used in your conferencejradividuals doing
business with the ABC should be instructed to imiatedy turn
over the invoices for merchandise that they havelased. The
officer of the department involved should approgefeinvoice for
payment.

Upon receipt of the monthly statement from the AB@ treasurer
should match the charges on the statement withales invoices
(as described above) and pay only those chargeghich
itemized, approved invoices have been received niéver proper
to pay from the unitemized monthly statement.

209.03 Local Church Literature Ministry

There is an increasing commendable trend towargdikge
representative stock of missionary literature whia church makes
available to its members, not as a sale, but immeor free-will
offerings to the Personal Ministries fund or tceparate Missionary
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Literature Fund. This is a praiseworthy effortrteolve the individual
members in scattering our truth-filled literatutiéé the leaves of
autumn.” The church treasurer should work withititividuals
responsible for this stock of literature to ensh it is physically
safeguarded at all times, is kept under lock arydeseept when
personally attended, and is issued to membersithdgilly at their
request. Financing for this literature, which isghased outright from
the Adventist Book Center, may be either throughRersonal
Ministries Fund or through a separate Missionatgrature Fund, and
handled on a revolving basis. By this we mean tiftar the first
purchase of a stock of literature, replacementimses from the ABC
are made only as contributions from members areived and placed
in the Missionary Literature Fund. The church$rgar can help in
encouraging contributions to this fund, and shdaddvatchful to see
that purchases are not made unless there is aisnffbalance in the
fund to cover them.

209.04 Purchases for Members

In many churches, particularly where the churcét ia distance from
the ABC, members are encouraged to place their AB€rs through
the Personal Ministries secretary of the churdtshduld be understood
that all such orders should be paid for in advandee church is not in
a position to carry charge accounts for its memb#rsuch
transactions are relatively small in number and amhat may be
feasible to run them through the Personal Ministfiexd on the church
treasurer’s records. On the other hand, if thezsenamerous such
orders, the church treasurer may wish to use aapeolumn in the
Local Church Funds section of the journals andrehgamount
received from members and the payments to the AB@is$ separate
column. In every case—and this is particularly imaiot—the
treasurer’s receipt to the member for money paiduwah orders should
be identified as “Personal Purchase; Not a Tax-Deole
Contribution.” This can be done either by writiagross the face of the
receipt, or by using a stamp with the proper wagdin

209.05 Legal Documents
As mentioned in th€hurch Manualsee paragraph 107.01), the local
conference association is the custodian of alllldgauments relating

to the local church properties or to legal busineisis anyone. The
reason for this is that the local church is nagally incorporated
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body. Rather itis a “voluntary association” whitds no legal
standing as a body. The Conference Associatitagally incorporated
and is authorized to hold title to property anddoceive bequests.
Therefore, any deeds or mortgages pertaining tpgsty of your
church or any wills executed by individuals in wiiny
denominational organization is named should be emptly to the
office of the conference association.

209.06 Local Church Insurance

Most conferences in the North American Division rioave a
designated Loss Control Officer who is responsibidooking after

the insurance program of the conference itseliyelbas of the local
churches, schools, and conference institutionschisch treasurer,
you should work closely with the loss control offico make sure that
your church is properly protected against the upugperty losses (fire,
flood, windstorm, etc.), and also against pubkbliiity claims (from
individuals injured while on church property) andrkers’
compensation coverage if the church employs custogliounds, or
secretarial workers. You should also investighgeratter of coverage
against loss by burglary or holdup, vandalism, fiaelity bond on

local church personnel responsible for the handbiffynds, as
required by your conference.

209.07 Repairs and Upkeep

As stated in th€hurch Manualsee paragraph 107.02), the
responsibility for repairs and maintenance of therch property is
usually assigned to the deacons, under the direofithe Church
Board. As this activity invariably involves thepnditure of funds,
the church treasurer will necessarily become invdlin it. The
treasurer should keep in touch with plans for majgrenditure of
funds and make sure that funds are available afigeed for before
commitments are made. As the financial officethef church, the
treasurer must know of all such arrangements. ri€ing should
always be arranged in advance, not after the waskideen done and
the money has been spent or obligated.
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Section 210  Reporting and Budgeting
210.01 Reporting on Stewardship

Throughout this manual the fact has been repeatrdphasized that
the church treasurer is a steward of funds. “tegquired in stewards
that a man be found faithful” (I Cor. 4:2), and tieports rendered by
the church treasurer are simply a means of denaiimgjrthis
faithfulness. “Reports” in this context refer motly to the formal
reports to the local conference, the church baard,the church
business meeting, but to the individual receiptten to the donors
themselves, for these are also “reports’ of thewartowhich the
treasurer has received and for which he/she asswaspsnsibility.

210.02 Conference Monthly Remittance

The monthly remittance to the local conferencellof@ference funds
has been discussed in paragraphs 204.04 and 20Bahiple forms are
illustrated in Exhibits 2-3 and 2-7. Your own cerénce will provide a
form on which you will render this monthly repoftannference funds
remitted. It will probably follow fairly closelyrme or the other of the
two illustrations. Exhibit 2-7 includes space &lirthese items and also
provides for a complete report by the local treasof transactions
affecting local church funds that are retainechatlbcal church. If
your conference form does not include provisionréporting on local
church funds, you should prepare or design a forindlude this
information.

210.03 Report of Local Church Funds

Depending on the size and activity of the localrchuthe report of
local church funds may be either fairly simplelasstrated in the lower
half of the form shown in Exhibit 2-7, or it canrtain considerably
more detail. The simple form is illustrated in Agpylix 2-1. Note first
the heading of the statement. It must always dhelilhe name of the
church and theeriod of time covered by the report—in this case the
“Month Ended April 30, 20__.” Each fund is listadd for each the
balance in the fund at the beginning of the mownthi¢gh must
correspond with the closing balance from the previmonth’s report),
total funds received, total funds disbursed, aedddlance at the end of
the month. These figures will be identical witlesk on the last several
lines of the Disbursements Journal.
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210.04 A More Comprehensive Report

Appendix 2-4, which is presented in two pages, @rtsa more
comprehensive report, including not only the singlenth data, but
also the totals for the year to date. (Note thist¢hurch operates on a
fiscal year of July 1-June 30.) This has the athga of showing both
total offerings and details of disbursements orfitlseé page and the
apportionment of both offerings and disbursememtbeir respective
funds on page 2. It can be used as both the mpoatid the annual
reports and thus might replace the form shown gseAdix 2-3(2).

210.05 Funds on Hand

In our discussion of the closing of the Disbursetadournal
(paragraphs 206.12 and 206.13), it was emphadieadtte final
balances in the local church fund columns totakmeunt actually in
the bank. The same principle is brought out indlbsing portion of
the report illustrated: the amounts listed asrimda in the checking,
savings, and investment accounts agree with tlaé iaances in all
church funds.

210.06 Budget Comparison

The two columns at the right of the report formypde a comparison
of the amounts actually expendied the year-to-datevith the amount
provided by the church board or the advisory cormast of the various
department activities as a budget for the yeaep&nation of the
budget for church expense will be discussed inea [garagraph of this
section. It is simply pointed out here that theldet for the year-to-
date is determined by dividing the annual budgetdwand multiplying
by the number of months of the year expired todidwe of the report.
(In this case, the total church budget was $1,8#5budget per month
is 1/12 of this, or $160.4167. For the four morghthe year,
$160.4167 x 4 = $641.67.) The actual expendethiyear is the total
of the “Paid Out” columns for each of the four nidptreports.

210.07 Analysis of Church Expense
In paragraph 207.07 we discussed the plan of bngakown the
expenditures from the Church Expense Fund intoragpa

classifications. This is done primarily for therpose of reporting to
the church board or the membership each monthmiptte total of
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church expense, but also the partickiadsof expense, and how each
kind of expense compares with the amount providedt in the annual
budget. List each individual category of churcpense separately
with beginning balance, receipts and disbursementding balance,
and budget comparisons. At the end of this Ispwsasub-totalof all
the Church Expense classifications and follow itk a listing of all
other funds in the usually way. In a large chusdth a highly detailed
budget, a separate sheet with the same columndinigsecan be used
for the detail of the church expense accountsvolild then be totaled
and the totals carried over to the report as ordingle line item.

210.08 Balance Sheet

The report mentioned in the previous paragraptdsssgned
particularly for the smaller churches and for thagéch use the
Receipts and Disbursements Journals as the entioeiating record.
For those churches using a double-entry systernanfumting (with a
general ledger carrying asset and liability accsiittis necessary to
present a simple balance sheet as well as a detep@rt of the status
of local church funds in order for the report todmenplete. Such a
balance sheet is shown as Appendix 2-2.

210.09 Conference Funds, Comparative Reports

The sample conference remittance report form inliixB-7 provides
for showing the status of both conference and lobalch funds for the
current month. This may be adequate for the repdtie conference,
but the local church board may be interested inendetail. In every
case, along with the report of local church furathe church board,
there should be an accompanying report of conferéunuds received
and remitted. If your church board is satisfiethvéin arrangement
such as shown in Exhibit 2-7, well and good. Imyneases, though,
the church board and church membership like to badeare
encouraged by a report which will show not only ¢baference funds
received and remitted this month, but also thd tetzeived for the
year-to-date and a comparison column showing theuatreceived
last year-to-date. The church treasurer shoulaldre to opportunities
for designing reports which will pass on the regdiminimum of
information as well as demonstrate the progressintiie membership
is making in increasing their support of the gospetk world wide.
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210.10 The Church Budget

No church, however small, should be satisfied terafe without a
budget. Financial planning is necessary for dygpimess and
prosperity of any family, and this applies equadiyhe church family.
Setting up a budget for the local church need ra burdensome
responsibility. Certain guidelines are necessattyei budget is to be an
effective measure of financial control for the atur Some suggestions
for the church treasurer and the church board declu

» Start planning for the budget no later than Novenibfor the
budget to become effective January 1 of the next.y&he first
step is for the church treasurer to prepare a deabactual
expenditures for the current year. Use the adtgates for the ten
months ending October 31 and add 1/6 as an estioatiee
remaining two months of the year. This will giveuyan estimated
amount for the current year and will be a goodtistgupoint in
estimating the amount to be required for the nexafry

» Discuss with the church board (or with the boaFedisance or
Budget Committee) the prospective needs for theimgpiyear.
Are any unusual expenditures anticipated for regaitbuildings
or equipment, for purchase of new equipment, fopleyment of
additional help in the local church? Secure thigrmation and
make adjustments to the estimated expenditurethdoyear.
Don't forget to add a percentage to each categorgquired to
cope with rising prices.

» If the various departmental activities and orgatiims are
subsidized from Church Expense, include in the Cihlixpense
budget the amounts which will have to be passeid dinese
activities.

» All the above is preliminary work to be done bg theasurer with
counsel from the church board. When the treahaefinished
compiling the estimated requirements for the conyiear, the
tentative budget is taken to the church boardtfocdnsideration,
modifications, and ultimate approval. If a FinanceBudget
Committee is active, the treasurer’s tentative letidgould be
processed through that committee. It is necesaosygh, that the
church board approves the final budget and themctishown in
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the church board minutes. A copy of the apprdwedget should
be part of the minutes.

210.11 Unified Church Budget

Some churches operate on the plan of a unifiedcbhiomdget with
provision being made for those items which are prlypconsidered
“church expense” and for the requirements of tieiotepartments
and activities. When this is done, the church letidgll show the
amounts to be transferred to the other activitiesmifincoming funds
designated as “Church Budget” funds. This appontient can be
made either on the basis of a flat dollar amouoheaonth to the other
activities from “Church Budget” or on a percentadjecation of
whatever funds come in for “Church Budget.” Foamwle, 5 percent
to Sabbath school expense, 2 percent to Commueityic®s, 2 percent
to Youth activities, and so on, based on the estichaeeds of the
various activities and with counsel from the treasbased on the
actual needs of the activities in previous yedrsis apportionment
should be voted by the church board at the tirapfroves the budget.
The actual apportionment month by month is recoaedescribed in
paragraph 206.16.

210.12 Offerings Direct to Activities

From time to time a question arises when a depaitahactivity which
has been given a commitment for an allocation ofieydrom the
Church Budget funds receives a direct offering sigamificant amount.
The question is asked, “Should this ‘windfall’ affeg be in addition to
the amount committed from the Church Budget, oukhthe
appropriation from the Church Budget be reducegaognition of the
direct offering?” This manual offers no answethe question. It
would be well for the church board, in anticipatmfrsuch a situation,
to discuss the problem and arrive at a definitécgdbr handling such
a problem if and when it arises.

210.13 The Annual Report

The discussion in the foregoing paragraphs ofgéetion has to do
with the monthly report which the treasurer prepdog presentation to
the church board and a copy of which is sent prontptthe

conference treasurer and auditor. It is also reacgsat the close of the
year, to prepare a report that reflects the tat@vity of the year,
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represented by an accumulation of all the figunethé monthly
reports. In some cases it may be possible to adaphonthly report
illustrated in Exhibit 2-7 for this purpose, chamgithe column
headings to read:

Balance First of Year
Received During the Year
Paid During the Year
Balance at Close of Year

However the variety of transactions handled duarigll year period
may be such that these column headings do notdedfmce for a
complete report of all activity. A more adequaieni of report for
conference funds received and remitted and traiesacaffecting local
church funds is shown in Appendix 2-3. This isva-{page report with
conference funds received and remitted on pagedlaasummary of
local church fund activity, complete with a budgemparison for the
year, on page 2. With the background containgHerearlier sections
of this manual, most of these items will be selfleratory. The
following brief comments will be of assistant inngpleting the report

properly.

» On page 1 (Conference Funds) list the totals vedeand remitted
to the conference for each month of the year. graad total will,
of course, agree with the figure “Total ConfereRc@ds” in the
upper portion of the report. Tabulation of the tibyremittances,
with dates, will substantiate the fact that thasreer has remitted
promptly each month to the conference.

» On page 2 (Local Church Funds) blank lines areigea for a
breakdown of Church Expense into its component btaiy
provisions. If your church has provided budgetdpecific items
in church expense, this detailed listing will pergou to show the
actual disbursed and the related budget provisioedch
category.

» The column “Over (Under) Budget” is the differermtween
amounts actually paid and the budget providedhdfbudget has
been overspent, the amount is entered in this aululfithe budget
is more than actual disbursements, the differememiered in
parentheses.
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» The “Transfers” column is to be used only whendsihave been
transferred, by proper authorization, from one ftmdnother.
The transferérom and the transfeit® will balance, and the total of
this column will always be a zero.

» The proof of figures in the upper portion of tleport is contained
in the summary of cash on deposit in various bagkants and
savings instruments. Each account or investmenildtbe listed
separately. The total of this section will agrathwthe “Balance
on Hand, December 31” column.

» The sample reports in this manual are dated fimcal year ending
December 31. We recognize that in some conferezentain
churches are permitted to operate on some othereyeing.

Section 211  The Annual Audit
211.01 The Basic Plan

The Church Manualand theworking Policyof the Seventh-day
Adventist Church provide for every set of accougtiacords, from the
local church through to the General Conferencégtaudited each year
by competent, professional-qualified auditors. Sehauditors are
elected or appointed by the General Conferenck lavals down to
the local conference. The conference executiventitiee appoints
local conference auditors who audit the recordb@flocal churches
and church schools. The church treasurer shoyldatya biannual
audit review from the local conference auditor ahduld understand
in general terms what the auditor will do and wiesords will be
required. The audit review would include, but betlimited to, the
following:

Receipting documentation

Tithe envelopes for accurate distribution of d@rat
World/conference offerings

Accounts payable documentation

Accounts receivable documentation

Payroll related items

Church (school) board minutes

Internal control policies

Combined budget distribution

Process for reporting church (schoolO financiaifian to board
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Timeliness of remittance of funds to conference

Bank reconciliation

Bank statement, general ledger check registenaiéation
Building fund projects

211.02 Preparing for the Audit

If the instructions and recommendations in this namave been
followed carefully, if all reports have been sulietitaccurately and on
time, and if all records and files have been maiethand held
available, there should be no question of “gettaady” for the auditor.
It is helpful for the treasurer to know, though,athecords the auditor
will ask for and examine. The following points amaly suggested. If
all the records mentioned are available and upate;dhough, the
auditor will undoubtedly be pleased with the treass work.

» Individual packs of weekly tithe envelopes, wittdang machine
tapes showing total funds received.

» Validated carbon copies of weekly deposits of &iimdthe bank,
each one agreeing with the weekly totals of envedoDates on
deposit tickets, usually for the Monday followirgetSabbath
covered by the offering.

» Receipts journals for each week’s receipts wrjttetals agreeing
with envelopes and deposits, and distributionsat@ous funds
agreeing with that shown on individual envelopes.

» Disbursement journal listing all checks accurateityh proper
distribution, all entries supported by invoicessouchers,
preferably originatingutsidethe local church organization
(vendor invoices properly approved, conference ttamie forms
promptly drawn and receipted by conference treasate.).

» A separate numerical file of canceled checks. riDioattach
canceled checks to the supporting vouchers otHden with the
bank statements. They should be kept in a sepfieie
numerical order.)

» A file of bank reconciliations and bank statemdptse for each
month of the year) evidencing that reconciliatibase been
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prepared promptly and regularly and have beerevead by
someone other than the treasurer.

» Church board minutes containing authorizationgterannual
budget, for all out-of-the-ordinary expenditures, 6pening and
closing of bank or investment accounts, and authwgisignatures
and signature changes on accounts.

As has been said, all of these items are a pdhieafoutine of the
church treasurer’s job and should be done whehbeetis an audit or
not. If the work is done properly and on time réhis no “preparation”
necessary.

211.03 Relationship With the Auditor

The efficient church treasurer has no reason tonferrous when the
auditor arrives to do the audit. In fact, the &mdshould and can be
the church treasurer’s best friend. The auditsrdraintimate
knowledge of the difficulties and frustrations tiifa¢ treasurer faces,
and is sympathetic with the problem of trying torkwthe burdensome
tasks of the treasurer into an already overcrovptedram of family
responsibilities, regular employment, and otheksadn most cases the
auditor will have helpful suggestions as to howttieasurer’s work can
be done more efficiently and how the treasurerszase time while still
doing a top grade of work. The treasurer’s contattt the conference
auditor should not be limited to the annual audiis well to get in
touch with the auditor immediately when a problengeestion arises.
The time to solve the problems is when they oacotr,months later
when the auditor appears for a regular visit.

211.04 Records Retention

One area in which the auditor can be of definite fein the matter of
filing and retaining records. Tithe envelopes,eesglly, pile up
through the year, and the matter of providing sgac&eeping them
pending the auditor's examination can be perplexi@gnsult with
your auditor on this point and find out not onlywhto file the
envelopes, but how long they should be retainest #fe audit is
completed. Other records—journals, disbursementhens, bank
statements and reconciliations—are not so voluminouisin each case
they should be filed neatly and in a way that p&m@ispecific paper to
be located readily. Here, too, the auditor car giou valuable
suggestions and can acquaint you with the requinesvaf your
conference as to how long the records should be kep
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Following is a suggested schedule or retaining dwmnis:

Audit reports (financial) Premanent
Audit reports (labor, salary, expense0 Permanent
Ledgers (general) Permanent
Ledgers (accounts receivable) 10 years
Journals (general) Permanent
Receipts (cash) 6 years
Vouchers (journal, purchase, disbursement) 6 years
Canceled checks (general) 6 years
Canceled checks (payroll) 4 years
Bank statements and reconciliations 6 years
Employment records Permanent
Time cards 4 years
Payroll journals and earnings record (employee) rmBaent
Tithe envelopes Keep until after audit, then

destroy by shredding or burning
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Donor Name and Address RECEIPT FOR TITHES AND WEEKLY OFFERINGS
A Local Conference of Seventh-day Adventists
P O Box 000, City, State 00000

Fund First Week Second Week Third Week

Month of:

TITHE

Children's Names

Fourth Week Fifth Week

Monthly Totals

Sabbath School

Conference Advance

Ingathering (SDA)

Ingathering (Non-SDA)

Conference Evangelism

Church Budget

Church School

Personal Ministries

Sabbath School Expense

Building Fund

Weekly Totals

Month of:

TITHE

Sabbath School

Conference Advance

Ingathering (SDA)

Ingathering (Non-SDA)

Conference Evangelism

Church Budget

Church School

Personal Ministries

Sabbath School Expense

Building Fund

Weekly Totals

Month of:

TITHE

Sabbath School

Conference Advance

Ingathering (SDA)

Ingathering (Non-SDA)

Conference Evangelism

Church Budget

Church School

Personal Ministries

Sabbath School Expense

Building Fund

Weekly Totals

NOTE: This receipt is for funds received during the past

three months. Save this sheet for Income Tax Purposes.

Those items marked with an asterisk may or may not be

deductible for income tax purposes. If not, tHen t Date
nonacceptable ones should be deducted from tHe.tota

Exhibit 2-1

Local Church Name

Treasurer



Form D-2

NOTE:

Date

Paid to
For
Charge to

Attach invoice, disbursement voucher, or other evidence of authorization for payment to the
upper portion of this form and fill in information called for on the blank lines below.

If no invoice is available (which will be the case for such items as rent and loan payments)
fill in the requested information below and place this form in the disbursment voucher file in

regular numerical order according to check number.

DO NOT ATTACH THE CANCELED CHECK TO THIS SHEET.

Amount

Check No.

Exhibit 2-2



REMITTANCE SHEET

Received of
Street Credit to Church
City, State, Zip For the Month Ending
CHURCH RECEIPTING CODES
Ref # Account Title Ref # Account Title
1 Tithe(Churches) 31
2 32
3 Sabbath School (12 Sabbaths) 33
4 Sabbath School (13th Sabbath) 34 Religious Liberty
5 Investment 35 VOP Spanish
6 Birthday-thank 36 VOP Wayout
7 Annual Sacrifice 37
8 Midsummer Missions 38 Isralite (Jews)
9 Mission Extension 39
10 Missions Miscellaneous 40 Conference Advance
11 Spring Mission Advance 41
12 42 Colporteur Literature
13 43 Elementary Education
14 World Budget 44 TV Evangelism (Conf.)
15 Ingathering (member donations) 45 General Evangelism (Cont.)
16 Ingathering (non-member donationp) 46
17 Andrews University 47 Indian Offering
18 Christian Record 48 Inner City Offering
19 Faith for Today 49
20 Loma Linda University 50 Youth Camp
21 Oakwood College 51 Mission Schog
22 Voice of Prophecy 52 Academy Offering
23 ADRA 53
24 North American Mission Literature 54 Conf. Retirement Home
25 Servicemen's Fund 55 Temperance Local
26 Temperance Union (Oct. & Nov.) 56 Check Exchange
27 Adventist World Radio 57 quiet Hour
28 World Evang (GC Session) Adv in | 58
29 It Is Written 59 Dark County Evangelism
30 60
TOTAL REMITTANCE
Conference of SDA Receipt No.
By Date
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HYPOTHETICAL SEVENTY-DAY ADVENTIST CHURCH
BANK RECONCILIATION

April 30, 20xx
Name of Bank: Blissful County National Bank Account No: 203-20302
Balance per Bank Statement $ 2,236.21
Add: Deposit in Transit, April 30 $ 36150
Other SDA Church check charged
in error to our account 23.92 385.42
Less: Outstanding Checks:*  #799 $ 42.86
#809 153.09
#816 25.65
#822 48.01 (269.61)
ADJUSTED BANK BALANCE $ 2,352.02
Balance per Church Records $ 2,444.02
Less: NSF Check, John Brown, 3/12/xx $ 30.00
Bank Service Charges 8.00
Our Error Recording Check #821 54.00 (92.00)
ADJUSTED RECORD BALANCE $ 2,352.02

Reviewed by

*For checks outstanding more than one month, show date and name of payee.

Exhibit 2-4



CASH RECEIPTS JOURNAL

Seventh-day Adventist Church

Page No.

AMOUNT
RECEIVED

RECEIVED FROM

CONFERENCE FUNDS

RECEIPT
NUMBER

TITHE

INGATHERING

DONATED

SOLICITED

MISSIONS

SABBATH
SCHOOL

13TH
SABBATH

INVEST-
MENT

CODE

AMOUNT

CODE

AMOUNT

M--Mid-Summer

X--Mission Extension
W--Week of Sacrifice
B--Birthday Offering

I--Spring Missions
E--Christian Education
C--Loma Linda University
S--North American Missions

F--Faith for Today
L--Religious Liberty
T--Temperance
V--Vouce of Prophecy

0O--Oakwood College

Exhibit 2-5 (A)




Prepared by

For the month of

LOCAL CHURCH FUNDS

CHURCH
BUDGET

CHURCH
SCHOOL

PERSONAL
MINISTRIES

BUILDING
FUND

S.S.
EXPENSE

COMMU-
NITY
SERVICES

YOUTH
SOCIETY

NEEDY
POOR

MISC.
OFFERINGS

NAME OF OFFERING IN
MISC. COL.
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CASH DISBURSEMENTS JOURNAL

Seventh-day Adventist Church Page No.

AMOUNT OH
CHECK

PAYEE

CHECK
NO.

CONFERENCE FUNDS

TITHE

INGATHERING MISSIONS SABBATH 13TH INVEST-

DONATED| SOLICITED SCHOOL | SABBATH MENT

CODJ

AMOUNT

COD#¥

AMOUNT

Balance, First of Month

ADD Receipts During Month

TOTALS

Disbursements During Mon

=y

Balance Close of Month

Savings Account Balance

Exhibit 2-6 (A)




Prepared by

For the month of

LOCAL CHURCH FUNDS

CHURCH
BUDGET

CHURCH
SCHOOL

PERSONAL
MINISTRIES

BUILDING
FUND

S.S.
EXPENSE

COMMU-

SERVICES

YOUTH
SOCIETY

NEEDY
POOR

MISC.
OFFERINGS

NAME OF OFFERING IN
MISC. COL.

Exhibit 2-6 (B)



Summary of

Church Treasurer's Record

For the Month of

NAME OF FUNDS

TOTALS

Tithe*

MISSION FUNDS

Ingathering* - SDA Donated

SABBATH SCHOOL

Inagthering* - Non-SDA Donated

Regular Sabbath School

Midsummer

Birthday/Thank Offerings

Mission Extension

Investment

Week of Sacrifice

13th Sabbath

TOTAL SABBATH SCHOOL OFFERINGS

For Office Use Only

Total Mission Funds

MISCELLANEOUS FUNDS

Conference Advance*

Check No. Date Amount Conference Evangelism*
Faith for Today
Voice of Prophecy
Conference Receipt
Treasurer:
Conference
of Seventh-day Adventists Total Miscellaneous
TOTAL REMITTANCE
LOCAL CHURCH FUNDS Balance First |Received During Paid During Balance at Close
Retained by Church Treasurer of month the Month thatklo of Month
Church Budget* (undistributed)
Church Expense
Church School*
Personal Ministries*
Sabbath School Expense*
Community Services*
Building Fund*
Youth Activities*
Poor Fund
TOTALS* (Same as Total Church Funds)
White & Yellow - Send to Conference with Remittance CHECKING Treasurer
(Yellow copy will be returned to Treasurer as rptei (Total Received)
Pink - Give to your Pastor SAVINGS Address

*Offerings on the envelope
*Totals must equal

(Savings Acct.)

TOTAL CHURCH FUNDS
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CHART OF ACCOUNTS

Account
Number Title
101 Petty Cash
110 Bank Checking Account
120 Bank Savings Account
121. .. Investment Accounts
(each investment in a separate account)
201 Trade Accounts Payable
211 Federal Income Tax Withheld
212 State Income Tax Withheld
213 Social Security Tax Payable
214 ... Other Taxes Payable (separate accounts)
221 Payroll Clearing
251 Revolving Fund Notes Payable
252 ... Other Long-term Notes Payable
(separate accounts)
Conference Funds
301 Tithe
302 12 Sabbath Offerings
303 13th Sabbath Offering
304 Birthday/Thank Offering
305 Investment Offering
306. .. Other conference Funds
(separate account for each offering
399 Conference Funds Clearing

Account
Number Title
401 Building Projects
499 Projects Cleared to &enfce Association
Local Church Funds
501 Churphrise: may be broken down into
budget categories such as:
501.01 Church Custodial
501.02 Grounds Maamen
501.03 Elementary ScAppropriation
501.04 SecretariabBEs@
.05%01 Printing and Stationery
501.06 Postage and Mailing
506.07 Telephone
506.08 Intened oans
(Other categories as required)
502 dorcas Society
503 Personal Ministries
504 Adventist Youth
505 Sabbath School Expense
506 Pathfinder
507 Welfare
508 Building Fund
509... Other Idraich funds as required
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DISBURSEMENTS JOURNAL

Month of
Conference
Check Savings/Investments Payroll Funds
Date Payee No. Amount Amount Account Accounts Payable Clearing Clearing
Left Hand Page
Other Liabilities Church Expense Personal Youth Building Other Church Funds
Amount Account Amount Cd| Dorcas Ministries | S.S. Expensp Activities | Pathfinders Fund |Amount Account

Right Hand Page

Exhibit 2-9



BUILDING PROJECT T-ACCOUNTS

Bank Checking

Bal. 45,000 15,000 #2
#4 1,125 1,750 #7
Revolving Fund Notes Payable
#7 1,000 10,000 #1
Building Project
#3 23,875 23,875 #5
Projects Cleared to Association
#5 23,875 23,875 #6

Building Fund Checking

Exhibit 2-10

#1 10,000 23,875 #3

#2 15,000 1,125 #4
Church Building Fund

#6 13,875 15,000 Bal.
Other Church Funds

#7

(501.08) 750 30,000 Bal.
#8
(501) 1,000
Appropriations to Conference
#6 10,000 1,000 #8



HYPOTHETICAL SEVENTH-DAY ADVENTIST CHURCH
MONTHLY REPORT OF LOCAL CHURCH FUNDS
Month Ended April 30, 20xx

Fund Balance This Month Balance Budget Comparison
No. Name of Fund 4/1/xx Received Paid Out 4/30/xx Actual to Date Budget to Date
Church Expense 417.21 115.50 197.82 334.89 682.50 641.67
Adventist Community Services 115.40 87.00 79.50 122.90
Personal Ministries 63.28 147.00 152.75 57.53
S.S. Expense 97.07 48.58 27.18 118.47
Youth Activities 15.54 108.01 89.77 33.78
Pathfinder
Welfare 105.00 37.80 91.80 51.00
Building Fund 1,527.00 223.00 1,750.00
TOTALS | 2,340.50 766.89 638.82 2,468.57 682.50 641.67
Funds on Hand: Bank Checking 968.57
Bank Savings 1500.00
Other
TOTAL Funds on Hand 2468.57
Signed: Jane W Doe

Appendix 2-1
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HYPOTHETICAL SEVENTH-DAY ADVENTIST CHURCH
BALANCE SHEET

April 30, 20xx
ASSETS
Current Assets
Cash in Bank - Checking
Cash in Bank - Savings $ 1,451
3,575
TOTAL ASSETS
LIABILITIES AND FUND BALANCE
Current Liabilities
Trade Accounts Payable $ 428
Payroll Taxes Payable 274
TOTAL CURRENT LIABILITIES $ 702
Long-term Liabilities:
Revolving Fund Note Payable 8,700
TOTAL LIABILITIES
Fund Balance:
Current Church Funds (see report attached) $ 4,324
Balance of Bldg Project Funds Reported to Conf (8,700)

FUND BALANCE(Overdraft)

TOTAL LIABILITIES AND FUND BALANCE

Appendix 2-2

$

$

$

5,026

9,402

(4,376)

5,026



HYPOTHETICAL SEVENTY-DAY ADVENTIST CHURCH
TREASURER'S ANNUAL REPORT
Year Ended December 31, 20xx

Conference Funds Received and Remitted During the Year

Tithe $ 16,225
Sabbath School: 12 Sabbaths $ 2,641
13th Sabbath 309
Brithday and Thank Offerings 56
Investment 102
TOTAL SABBATH SCHOOL OFFERINGS $ 3,110
Ingathering SDA Donated 325
Non-SDA Donated 572
Midsummer 203
Missions Extension 198
Week of Sacrifice 714
57
139
61
47
38
Conference Evangelism 288
Faith for Today 207
Voice of Prophecy 252
Conference Academy 250
TOTAL CONFERENCE FUNDS $ 22,686
Month Date Remitted Amount Month Date Remitted Amount
January 2/8 $ 2,442.05 July 8/5 $ 1,675.40
February 3/6 1,812.81  August 9/8 2,023.32
March 4/8 21,036.40 September 10/7 954.40
April 5/9 1,931.75 October 11/7 2,101.01
May 6/4 1,041.80 November 12/4 1,861.40
June 716 1,703.82 December 1/8 3,102.31
TOTAL CONFERENCE FUNDS

Appendix 2-3 (1)
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Local Church Funds Received and Disbursed During the Year

Unified Budget
Church Expense

Personal Ministries
S.S. Expense
Community Services
Building Fund
Youth Activities
Poor Fund

BALANCE Jan 1
Total Receipts

Total Disbursements
Over(Under) Budget

BALANCE on Hand, December 31

Cash on Deposit:

TOTAL CASH ON DEPOSIT

2,926.59

(Note: Outstanding accounts payable may be listedbse the report.)

Appendix 2-3 (2)

Received Paid Out Transfers to Over
Balance Jar  During the During the  (from) Othel Balance Annual (Under)
1 Year Year Funds Dec. 31 Budget Budget
501.41 1,946.67 2,101.50 100.00 245.58 2,000.00 102.50
41.80 450.00 412.80 79.00 480.00 (67.20)
102.02 217.75 140.00 179.77 120.00 20.00
125.73 198.50 241.87 (100.00) 182.36 240.00 1.87
810.00 1,275.00 2,085.00
28.18 258.80 232.10 54.88 240.00 (7.90)
1,719.14
4,611.72
3,404.27 -0 -
3,320.00 84.27
2,926.59
Checking Account 926.59
Savings Account 2,000.00



ANOTHER SEVENTH-DAY ADVENTIST CHURCH
STATE OF CASH RECEIPTS AND DISBURSEMENTS
For the Ten Months ended April 30, 20xx

April Year-To-Date
Actual Budget Actual Budget
Conference Funds
Receipts
Tithe $ 8,471.34 $ 88,393.81
World Budget 416.40 4,303.57
Ingathering 37.00 4,985.79
Other 408.61 4,772.14
Sub-Total 9,333.35 102,455.31
Less--Remittances to Conference 9,333.35 102,455.31
Net Receipts--Conference -0- -0-
Combined Budget Funds
Receipts
Combined Budget 1,812.17 2,690.00 20,821.72 26,900.00
Other 729.18 8,437.19
Sub-Total 2,541.35 2,690.00 29,258.91 26,900.00
Disbursements
Heating 571.53 545.00 5,145.55 5,450.00
Electricity 626.62 300 3,662.85 3000
Water/refuse 40.00 25.00 242.23 250.00
Janitor Supplies 24.25 25 280.11 250.00
Janitor Salary 130.00 130.00 1,300.00 1,300.00
Maintenance/Repairs 125.00 1,482.64 1,250.00
Insurance 100.00 888.00 1,000.00
Grounds 50.00 315.00 500.00
Treasurer Salary 110.00 110.00 1,100.00 1,100.00
Secretary Salary 100.00 100.00 1,000.00 1,000.00
Office Supplies 87.13 60.00 589.53 600.00
Telephone 38.90 40.00 433.12 400.00
Church Socials 28.98 70.00 1,383.12 700.00
Office Equipment 50.00 31.49 500.00
Student Aid 696.00 450.00 6,442.00 4,500.00
Personal Ministries 45.00 817.64 450.00
Sabbath School 116.59 250.00 3,037.49 2,500.00
Community Services 30.00 334.25 300.00
Pathfinders 75.00 228.23 750.00
Evangelism 306.25 65.00 426.32 650.00
Vacation Bible School 20.00 200.00
Miscellaneous 89.75 25.00 839.68 250.00
Sub-Total 2,966.00 2,690.00 29,979.25 26900
Net Receipts--Combined Budget (424.65) -0- (720.34) -0-
Capital Funds
Receipts
Building Program 3,174.75 32,465.29
Disbursements
Building Program 1,047.63 125,926.94
Rcpt. 2,127.12 (93,416.65)
Cash Rcpt.
Disbursements
Combined Budget and Capital $ 1,702.47 -0- (93,461.64) -0-
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ANOTHER SEVENTH-DAY ADVENTIST CHURCH
STATE OF CASH RECEIPTS AND DISBURSEMENTS
For the Ten Months ended April 30, 20xx

Balance Transfers Disburse- Balance
6-30-xx Receipts In (Out) ments 4-30-xx
Combined Budget
Combined Budget 20,821.72 (20821.72)
Church Operations
Heating 299.78 4,845.77 5,145.55
Electricity 25.00 3,637.85 3,662.85
Water/Refuse 242.23 242.34
Janitor Supplies 140.49 280.11 (139.62)
Janitor Salary 1,300.00 1,300.00
Maintenance/Repairs 446.97 663.96 719.52 1,482.64 347.81
Insurance 293.40 584.45 888.00 (10.15)
Grounds 412.89 315.00 97.89
Treasurer Salary 1,100.00 1,100.00
Secretary Salary 1,000.00 1,000.00
Office Supplies 10.00 347.21 589.53 (232.32)
Telephone 231.65 433.12 (201.47)
Church Socials 70.00 920.87 569.52 1,383.12 177.27
Office Equipment 218.90 296.88 31.49 484.29
Sub-Total 516.97 2,431.91 15,428.46 17,853.64 523.70
Student Aid 941.14 2,594.57 6,442.00 (2,906.29)
Departmental Expenses
Personal Ministries 150.03 71.00 256.22 817.64 (340.39)
Sabbath School 300.00 1,543.65 1,437.85 3,037.49 244.01
Community Services 375.97 324.58 180.94 334.25 547.24
Pathfinders 1,246.52 566.94 437.46 228.23 2,034.33
Evangelism 200.00 1,203.28 386.95 426.32 1,423.91
Vacation Bible School 153.14 115.72 268.86
Sub-Total 2,272.52 3,862.59 2,815.14 4,843.93 4,106.32
Other
Miscellaneous 250.19 1,201.55 (16.45) 839.68 595.61
Total Combined Budget 3,039.68 29,258.91 -0- 29,979.25 2,319.34
Capital
Building Program 49,143.98 32,465.29 125,926.94 (44,317.67)
Total Fund Balances 52,183.66 61724.2 155,906.19 (41,998.33)
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Part Three
THE CHURCH SCHOOL TREASURER
Section 301 Introduction

301.01 The School and the Church

301.02 Structure of the Organization

301.03 Conference Department of Education
301.04 Conference Auditor

301.05 Multiple-Church Operated Schools

Section 302  Financing the Church School

302.01 Financial Support

302.02 Tuition and Fees

302.03 Church Subsidies

302.04 Conference direct Subsidy
302.05 Conference Indirect Subsidy
302.06 Assistance on Capital Projects
302.07 Financial Management

Section 303 The Work of the Treasurer

303.01 A Steward of Funds
303.02 Personal Relationships
303.03 Technical qualifications
303.04 Education and Training
303.05 Use of This Manual
303.06 The Problem of Size
303.07 Accounting and Reporting
303.08 Sequence of Presentation

Section 304  Incoming Funds

304.01 Sources of Funds

304.02 Receipting Funds

304.03 Receipts and Accounting Records
304.04 Custody of Cash

304.05 Cash from auxiliary Operations
304.06 Preparing the Bank Deposit
304.07 Foreign Currency

304.08 Endorsing Checks



Section 305

305.01
305.02
305.03
305.04
305.05
305.06

Section 306

306.01
306.02
306.03
306.04
306.05
306.06
306.07
306.08
306.09

Section 307

307.01
307.02
307.03
307.04
307.05
307.06
307.07
307.08

Petty Cash Funds

The Imprest System

Recording the Basic Fund
Custody of Cash
Disbursements from petty Cash
Cash Collections
Reimbursement of Petty Cash

Disbursement of Funds

Disbursements by Check
Form of Check

Authorizations

Payment for Purchases

Other Disbursements

Check Exchange

Church School Payroll

Checks Returned by Bank
Redeposit of Returned Checks

Bank Accounts and Investments

Separate Bank Accounts
Authorizations for Bank Accounts
Two-Signature Accounts

Savings Accounts

Reporting Savings and Investments
Bank Reconciliations

Change of Treasurers

Cash Status Report



Section 308

308.01
308.02
308.03
308.04
308.05
308.06
308.07
308.08
308.09
308.10
308.11
308.12

Section 309

309.01
309.02
309.03
309.04
309.05
309.06
309.07
309.08
309.09
309.10
309.11
309.12
309.13
309.14
309.15
309.16
309.17
309.18
309.19

Accounting—The Basic System

Definition of the System
Limitations of the System
Criteria for Application

The Receipts Journal
Patrons Ledger

Subsidies Ledger

Accounts Receivable Data
The Pegboard System
Cash Payment of Subsidies
Disbursements Journal
Closing the Disbursements Journal
Review of the System

Accounting—The Comprehensive System

Definition of the System

“Double Entry” and “Accrual”
Criteria for Application

Similarities and Differences

The Pegboard System

The Chart of Accounts

Fixed Assets

Opening the Ledger

Income Journal

Income Journal—Continued
Closing the Income Journal

Tuition Discounts

Receipts Journal

Subsidiary Accounts Receivable Ledgers
Disbursements Journal

Closing the Disbursements Journal
Cash Status Report

Other Bank Transactions

General Journal Vouchers



Section 309  Accounting—The Comprehensive System
(continued)

309.20 Supplies Inventories

309.20 Fixed Assets

309.21 Depreciation of Equipment
309.22 Disposal of Fixed Assets
309.23 Accounts Payable

309.24 Long-Term Liabilities

309.25 Closing the Ledger

309.26 General Ledger Trial Balance

Section 310  Budgeting and Reporting

310.01 The Budget Plan of Operation

310.02 Preparation of the Budget

310.03 Budget Base

310.04 Approval by the Board

310.05 Monthly Operating Budget

310.06 Variable Budget

310.07 Basic System—Monthly Reports

310.08 Basic System—Statement of Financial Activity

310.09 Basic System—Account Summary

310.10 Basic System—Supporting Schedules

310.11 Comprehensive System—Monthly Reports

310.12 Comprehensive System—Balance Sheet

310.13 Comprehensive System—Statement of Financial
Activity

310.14 Numbering Schedules

Section 311  The Annual Audit

311.01 The Basic Plan

311.02 Preparing for the Audit

311.03 Relationship with the Auditor

311.04 Relationship with Department of Education



Section 312  Other Responsibilities of the School
Treasurer

312.01 Accountant or Administrator
312.02 Commitment of School Funds
312.03 Local Church School Insurance
312.04 Repairs and Upkeep

312.05 Building Projects

312.06 Legal Documents

Exhibit 3-1 Weekly Cash Status Report
Exhibit 3-2 Receipts Journal

Exhibit 3-4 Disbursements Journal

Exhibit 3-5 Chart of Accounts

Exhibit 3-6 Journal Voucher

Exhibit 3-7 Income Journal

Exhibit 3-8 Furnishings and Equipment Record

Appendix 3-1  Financial Reports—Basic System
Appendix 3-2  Financial Reports—Comprehensive System



Part Three
THE CHURCH SCHOOL TREASURER
Section 301  Introduction
301.01 The School and the Church

The church school, whether operated under thetibireof a single
church or a group of churches, is an integral phtthe local church
program, and the treasurer of the school will bednstant contact with
the pastors, elders, and members of the constialemthes. The
treasurer will find it necessary to work especialiysely with the
church treasurers. This relationship makes itiqagrly important that
the work of the church treasures, their problemd, their
responsibilities are thoroughly understood. F@ thason it is
essential that the treasurer of the church schojpinior academy be
fully acquainted with the subject matter of allté parts of this
manual: Part 1, which presents verbatim quotatim theChurch
Manual Part Il, which discusses the work of the churelasurer; and
Part Ill, which deals specifically with the chursthool treasurer’s
responsibilities and relationships. Much of theimation in Part [l—
handling cash, the recording of transactions, hedyeneral features of
the reporting system—apply with equal force to therch school
treasurer. Even though all these points may noepeated in specific
language in Part Ill, they are good counsel fordhgrch school
treasurer.

301.02 Structure of the Organization

A School Board made up of members of the congregali the
sponsoring church and elected to their positionthbychurch
membership governs every church school. In sorsescthe church
board acts also as the school board. In otheariosts a committee of
the church board functions as the school boardaté¥ler the
arrangement, it should be recognized that the dddwsord, functioning
in its assigned place as the directing body oftiteol, is a separate
body. Its responsibilities, its actions, and @sards should all be kept
separate from those of the church that it represefhe school
treasurer is responsible ultimately to the schaalrt for his/her
performance. Usually this responsibility runstie treasurer through
the principal of the school, who is under the dimetof the school

301.02



board. Actions in both the academic and the fif@rzceas are
authorized by the school board either in generatsgas, for example,
in the billing and collection of tuition and chasg@and the payment of
routine expenses of the school) or as specifioastof the board
authorizing, for example, the write-off of certaincollectible
accounts, the purchase of major equipment itemtheoemployment or
discontinuance of auxiliary workers.

301.03 Conference Department of Education

While the operating functions of the school arearrttie direction of
the school board, it in turn does its work in adesrce with the general
policies of the General Conference, the union aamfee, and the local
conference. The Superintendent of Schools ofdbal lconference and
the staff generally oversee the operation of aliredntary and
secondary schools in the conference territory. tiémsurer will find
these conference workers an invaluable sourceiddguae, instruction,
and support in carrying out the treasurer’s wdvlore will be said in
later sections of the manual as to specific areaghich the conference
Department of Education should be consulted, anehich it can be
helpful to the treasurer.

301.04 Conference Auditor

A later section will deal with the function of thecal conference
auditor in reviewing the financial operation of #ehool at the time of
the annual audit. As with the Department of Edocatthe conference
auditor is a source of information as to the harglif the accounting
and reporting duties of the school treasurer. llloamferences the
conference auditor and the Department of Educatiafi work closely
together in dealing with the financial policies didhncial operation of
the schools in the conference. The school treashauld depend
heavily on both of them in meeting the questiorns pmoblems that
arise.

301.05 Multiple-Church Operated Schools

Many of the elementary schools and junior acadeanie®perated by
groups of churches rather than by a single chufldfis arrangement at
times necessitates some modification in the keepirige accounting
records, but basically the work of the school easshould be the
same whether a single-church school or one dirdnteaiboard
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representing several churches is involved. Ireeitlase it is important
that the records of the school be kept separate fne records of the
church and that the funds of the school be keptsaparate bank
account, not commingled with the church funds. sTikiautomatic in
the case of a multiple-church school; the samecjplie must apply in a
single-church school. The requirement is applie@ven if the same
individual is treasurer of the church and treasoféhe school. The
two operations are separate functionally, and ¢leends and reports for
each entity are to be maintained separately.

Section 302  Financing the Church School
302.01 Financial Support

It is basic to the operation of every school théives within its

income. A later section will deal with the mattébudgeting and
budgetary control. In this introductory discussiibiis important to
emphasize that the operating plan of the schoblsed on recognition
of all normal sources of income and that the expgiof operation be
controlled to fit within the total income.

302.02 Tuition and Fees

The most highly visible source of income of thealhs the tuition

and fees charged to the patrons of the school.stheol board should
adopt, at or before the beginning of each schoat,yeedefinite
schedule of charges that includes: tuition feafeteria (if one is
operated); special activities, such as private mlesisons; registration,
textbook rental, laboratory and physical educatéss, etc. This
schedule should be voted by formal action of thertd@nd should
appear in the board minutes. If the board hadiaypfor granting
discounts for advance payment of a full semestéulbyear’s charges,
or for families having several children enrolledsaigdents, this policy,
too, should be the subject of a formal board actibhe point is that it
should not be left to the discretion of the primtipr the treasurer as to
how much should be charged under certain circurnsgrmor when and
how much discount should be allowed. This is nt#rided as a
restriction of the authority of the administratidit as a protection
against the pressures that inevitably result if¢hmatters are left open
to on-the-spot decision.
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302.03 Church Subsidies

It is well known that the tuition charged to pasads never adequate to
meet all the expenses of the school. The churdhuarches involved in
the operation of the school must agree to undexariportion of the
deficit. Where one church is involved, the amaefrthe subsidy
required from the church to the school is a matidre composed
between the school board and the church boardtaeyperating
budget of the school has been prepared. In treeafes multiple-church
school, a formula for apportionment of the defioithe respective
churches must be worked out. Generally the conter®epartment of
Education has already developed such formulasttasds one of the
points at which the conference staff can be of helporking with the
respective churches to secure their acceptandeaubsidy assigned to
them. The apportionment of the subsidy requirechfthe local
churches should appear in the minutes of the sdbhmanid, and the
school should be notified by each church that theah board has
accepted the assessment.

302.04 Conference Direct Subsidy

In some cases, the conference underwrites a patitre school’s
deficit and agrees to send a cash subsidy to thaokc This may be a
general subsidy to be used in the overall operatfahe school, or it
may be a specific program subsidy wherein the genfee agrees to
finance a particular activity within the schooh dither case, such
assistance should be recognized in preparatiomedftidget and should
be properly recorded by the school treasurer asved.

302.05 Conference Indirect Subsidy

It is more customary to find that the conferencedess important
financial assistance to the local school by absgrhipart of the salaries
and related expenses of the teaching staff. @oitemonly an
arrangement is reached between the conferencénanddal church
school by which the school pays a stated amouthtet@onference each
month for each teacher, this payment continuinghfoe or ten months
of the school year. The conference then pay$altaachers their
salaries and other allowances according to policlyabsorbs the
difference between the actual cost and the amaidtip by the school.
This difference, assumed by the conference andepairted in specific
terms to the school, never appears on the schoolds as a part of the
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cost of operation. The implications of this plaitl e discussed at
some length later in this chapter.

302.06 Assistance on Capital Projects

The income of the school discussed in the precesbrgral paragraphs
is all for normal operating purposes. The purcledgeajor items of
equipment, the outlays for improvement of physfeallities—grounds
improvement, remodeling or construction of buildiray additions—
must all be financed based on definite plans fercibst to be
underwritten by the supporting churches and/orctirderence. We are
not dealing at this point with the accounting focls programs. Itis
only necessary to say that any major outlay of umglthe school must
be covered by a plan formed and accepted in adwartbe
expenditure by those organizations that will beeeted to subsidize
the program.

302.07 Financial Management

The point of the foregoing discussion of finanaapport is that a
thorough understanding of the entire program iessary so that the
treasurer can bear a share of the responsibilitthfoprogram. Much
of the burden will be borne by the chair of theaatboard or the
finance committee of the board. Extensive coundttl the conference
administration and Department of Education and ththpastors and
boards of the constituent churches is also necgs3dre school
principal, as chief administrative officer, hasaatgo play, and the
treasurer, as a financial counselor and sourcmaffi¢ial information,
can be an effective agent in helping to carry ttegeet through.

Section 303  The Work of the Treasurer
303.01 A Steward of Funds

The church school treasurer assumes the custodgdanihistration of
the cash funds of the school. The treasurer sheglognize that
although much dependence is placed upon him/hieiwise care of
these moneys, he/she is at all times acting agemt &f others: of the
school board, of the patrons of the school, arichately of the
congregations of the constituent churches. Tlapaesibility is a
delegated one. The treasurer acts under the datistng and
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authorizations, either expressed or implied, ofgbeerning board. As
a steward of the funds of others, the treasunexgaired to keep
adequate records and to render such reports asstalblish the
faithfulness of this stewardship.

303.02 Personal Relationships

Essential to the treasurer’s success in the apgbiask is the fostering
of pleasant, cooperative relationships with allpkeesons with whom
he/she has to deal. The treasurer should re&l@éis/her “publics”
are numerous: The treasurer deals with and refatibe students
themselves and to their parents, and contact wigh‘public” should
be friendly and cordial. The relationship to thimgipal of the school
will naturally be a close one based on mutual ustdeding and
acceptance of common aims. The treasurer shoulebecquainted
with the members of the school board, especialtir #§ chair or the
members of its finance committee. Beyond the imatectircle of the
school, the treasurer will be dealing with the $regars, elders, and
pastors of the constituent churches and must rfevget that it is those
churches, as well as the parents of the studehts swpport the school
and make it a going concern. On the conferencd,léve treasurer can
find a very important source of help, guidance, simgport by
cultivating the friendship of the Department of Edtion staff, of the
local conference treasury staff, and of the localference auditor.

“No man is an island,” the poet Donne has told Tise school
treasurer simply cannot function efficiently in@acuum. Just as the
various “publics” are dependent on the treasuremformation
painstakingly compiled, so the treasurer is depende them for
sympathy, cooperation, and support.

303.03 Technical Qualifications

Many of our school treasurers are volunteer workérs render their
services for no compensation or for a token sdlzayydoes not purport
to compensate them for their services. Many, baoe had little or no
formal training in accounting, but do their besthwthe instruction that
is afforded them from their conference staff. Espléy in the smaller
schools, it is not necessary that the treasurerdpgalified accountant.
The system is so designed that a careful studyepirstructions
prepared for its operation and an earnest effarhfiwove performance
by continuing study and effort will develop in timelividual the degree
of expertness needed to do a satisfactory jobicBiasts that are
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necessary, aside from training and experiencesijah, include a
reasonable aptitude with figures, an ability tofgen simple arithmetic
problems, and a conscientious desire to do thegafstakingly and
accurately. And underlying it all is the foundatiof unswerving
integrity and wholehearted dedication to the wdrlkeod. Without
these, even the most highly qualified worker camxpiect to succeed.

303.04 Education and Training

Under the blessing of God, small churches becomgelnirches, and
small schools grow from two teachers and forty shisl to many
teachers, a principal, and a student body of twin@e hundred. The
school treasurer should plan to grow at least stsafthe school. This
means continuing study and training. Our SeveathAldventist
educational system provides wonderful opportunitiesontinuing
education on the secondary, collegiate, and pesitgte levels. Inthe
accounting and business management fields genetfadise are a
multitude of self-study courses offered, beginnivith those available
through our own Home Study International. The dgwament of the
community college system in the United States méaatsthere is such
a college only a few miles from the location ofgireally every one of
our church schools. All these are sources of fbedacation in
subjects that will help the school treasurer toagtechnically and
professionally. The North American Division andvidtist Risk
Management have produced a training video/DVD/duidé, Trustees
of the Lord’s Financesyhich explores the fundamentals of church and
school treasurer responsibilities. Contact Ad8enirce(800-329-
0525) to order this valuable training tool. Andaday-to-day basis,
the treasurer always has available the assistdribe @bcal conference
auditor and the conference Department of Educatiaff. They can be
consulted as problems arise. They are also acti@eranging annual
training sessions for all the school treasuretiénconference area
where the individual can have the benefit of exgjirag experience
with peers and of taking part in discussion of cammroblems, new
procedures, new policies, and more efficient waysamdling tasks.

303.05 Use of This Manual
Reference was made in the opening paragraph ofltaister to the
advisability of the school treasurer becoming féanilith the contents

of the entire manual, not simply with the one phat deals directly
with the school treasurer. A study of the extemsgjuotations from the
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Church Manuais beneficial, for it gives one the perspectivehaf
entire operation of churches and schools and lgigsan
understanding as to how the school treasuremfitsthe total program.
Basically, the responsibilities of the church treas and the school
treasurer are very similar. The requirements ofiliag the assets of
the organization, maintaining the proper records, r@ndering the
proper reports are much the same in both casesth&oreason, while
we shall deal with all of the matters specificalijating to the school
treasurer in this part of the manual, the statesematde in Part Il
relating to the work of the church treasurer shduldead as well to
broaden the understanding of the requirementsalligjrwhen faced
with a problem or question, the treasurer shoulthgough the
instructions in this manual to see if it contains answebeforecalling
for help from the principal or from the confererstaff. A solution
reached by personal study and research will make wican
impression on the mind and will endure in the megniar longer than
one that is passed on, neatly packaged, from sosnelsa.

303.06 The Problem of Size

One of the difficulties that the compilers of thimnual have faced
from the outset is that of dealing with an accaugsystem that would
meet the needs of very small and very large schaidlse same time.
It should not be necessary to maintain the extensygtem of
accounting for a school of twenty or thirty studetitat would be
required for a junior academy, say with an enrofitrten times that
size. In order to try to meet this problem, weéhpresented in later
sections of this chapter an accounting system orléwels, one that
will be completely satisfactory for the small sch@nd another
designed to provide the more extensive informafiorihe larger
school. Both systems are basically the same. nTdre advanced
system moves farther into the area of conventianabunting
procedures and affords a more comprehensive lotileabtal financial
picture of the larger school. While the treasufethe smaller school,
using the basic system, can function with highcédficy and complete
satisfaction, he/she is encouraged to study the mdvanced system as
well in preparation for the day when the school gibw beyond the
limits of the basic accounting plan.
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303.07 Accounting and Reporting

An accounting system that simply accumulates fdctat without
some plan for communicating that data to otherslavbe of little
value. The treasurer should understand that aticouis a
management toolUsing the basic information that has accumulated
the records as a source, the school treasurertsepat information in
summary to those who require it in order to underdtthe present
financial condition of the organization and its @eplishments in the
past and to make decisions as to the course opésation for the
future. The reports are the end product of thelpoocess of
accounting. Without accurate, informative, timedports, the
accumulation of the basic data is an exercisetilitju

303.08 Sequence of Presentation

It is because the reports of the treasurer arenporitant that this
manual devotes two whole sections (Sections 31Bafjito the
treasurer’'s monthly reports and the annual aud#épdrt. As stated in
the preceding paragraph, because these repoittseaead product of
the accounting function, they come at the clostmisfchapter. We
begin the discussion of the system with a reviethefrequirements
for the proper handling of cash—incoming funds, tiypeash account,
disbursements of funds, and the management ofathle &iccount and
investments.

Following this are two sections describing the artimg system on the
two levels mentioned in paragraph 303.06: thedwsgtem and the
comprehensive system. Then, following the disaussf the monthly
and annual reports, there is a section dealing ettibr duties and
responsibilities of the school treasurer. Througlibe manual exhibits
are presented where appropriate showing samplesfarm reports.
These should be used in the way they are preseagedmplesonly.
Most of our local conferences have designed stanidams for the use
of their school treasurers, and it is not intentted the forms
illustrated in this manual should supersede thbeady in use unless
they are seen to be more satisfactory. The sahesdurer should not
change the basic system of forms and reports fibescby the local
conference with first conferring with the confererstaff and securing
their agreement. We believe that the procedurémed and the forms
illustrated in the manual cover all the necessaiwptp of internal
control and of accumulation of accounting datastatisfactory
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reporting. Given sufficient time for adaptatione tprograms in the
local conferences will develop so as to comply lith basic principles
that are here set forth.

Section 304  Incoming Funds
304.01 Sources of Funds

The church treasurer receives most of the funasutir the medium of
church and Sabbath school offerings. The treasidrie school does
not have this once-a-week inflow of funds. Ratlie#,cash and checks
are received from patrons and others through thieanaver the
counter every day of the week. The principal sewftthis cash, in
terms of number of transactions handled, is frotngpa who either
mail their checks to the school office or call Ergon to make
payments. Checks from the constituent churcheth&r monthly
subsidies and checks from the local conferencadsistance that it
grants usually arrive in the mail. In the casa sfngle church
sponsoring an elementary school as mentioned agpaph 301.05, it
is important that the school funds be kept in aktarctount separate
from those of the church. Therefore, the churehgurer will write a
check for the monthly support agreed upon and fitadhe school
treasurer for receipting. Even though the samwiithgial functions in
both capacities, the transfer of cash from chuockchool should still
be by check, which is properly receipted. In addito cash payments
by patrons and subsidies from supporting orgariratimany schools
operate bookstores, cafeterias, gasoline pumpsotaed service
facilities, all of which generate cash that musnegromptly to the
school treasurer for handling and recording.

304.02 Receipting Funds

The basic rule that must be followed without ext®pts that all cash
flowing into the organization must be receiptedrppdy. The receipt
is to be on a standard form that is either boural ook or is loose in
single copies. Every receipt bears a printed nuparel the treasurer
(or the cashier, if one is employed) is respongiblaccount for every
number. This means that if a receipt is voidedrarsed, both the
original and the carbon copy must be kept. loisaorrect to throw
away the original of a voided or unused receipt.
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304.03 Receipts and Accounting Records

We shall not at this point discuss the integratibthe receipt form as
such with the accounting records. That informatiglhbe brought out
in Sections 308 and 309 that deal with the accogrgystem. It should
be kept in mind at this point, though, that theeiptis an accounting
document and insofar as the inflow of cash is comex it is the basis
for all accounting records. This means that tleeips are not to be
treated carelessly or entrusted to the posses$mmyone other than
the individual designated to handle incoming cadten the custodian
of cash is absent, the receipt book should eithdotked up or
entrusted to another person who is assigned tkeofasriting receipts
and receiving cash during the absence of the reguitodian. This
person is specifically responsible to the reguiestadian for any
receipts written and cash collected.

304.04 Custody of Cash

All incoming cash should be entrusted to a singédvidual—the
treasurer or cashier—who is solely responsibledoeiving, holding,
and depositing the money. The total of receipifiewrin a given
period represents the amount for which that indialds accountable.
If, as mentioned in the previous paragraph, theipedook is entrusted
to another person during the temporary absendeeadésignated
custodian, all cash receipted by that individuaiudth be turned over
immediately upon return of the custodian. As enaethat the cash
has been received, the custodian should initiddaracopies of receipts
written during the custodian’s absence. No othad$ should be
commingled with the receipted cash. The cash fehdsld be kept in
a locked cash box at all times, and no person dtfzer the assigned
custodian should have access to the cash box.

304.05 Cash from Auxiliary Operations

Paragraph 304.01 mentions cash received througstildent store, the
cafeteria, or from gasoline sales. Designated/iddals should be
responsible in each of these auxiliary operationsdceiving and
accounting for cash received and should daily twmer all cash
collected to the cashier. The cashier will writamal receipt for
these moneys, giving the original of the receipht® custodian of the
auxiliary activity and retaining the carbon copytioé receipt for entry
in the accounting records. Each of these auxiatyvities may have a
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change fund (see Section 305). The balance inltAege fund should
remain unchanged and all cash received in a giagrsdould be turned
over to the cashier. It is not permissible for &hwiliary custodian to
retain cash from current collections to “build up& change fund or to
turn in cash in excess of that actually collecthds reducing the
balance in the change fund. The auxiliary custodizould hold in a
file all receipts written by the cashier for caghthrns in.

304.06 Preparing the Bank Deposit

If the cash receipting function is at all activeisidesirable that a daily
bank deposit be prepared. In no event shouldptatcash be held in
the office or in the possession of the cashietdoger than a few days.
We recommend a bank deposit once weekly as a mminiumay be
that daily bank deposits are necessary duringiogtziods of the
month when cash inflow is especially heavy and tvate-weekly or
weekly deposits can be made at other times. Icaaks, the bank
deposit should include all cash deposited in exdb# same form in
which it is received. The bank deposit total sHagree with the total
of all receipts written since the previous deposit.the end of the
month, the total of all receipts written during thenth will agree with
the total deposited in the bank for that monthe Téquirement for
depositing cash “in the same form in which it isgi@ed” means that
no checks will be cashed for individuals from theds destined for
deposit, nor will any other changes be made indéstify of the actual
cash and checks received.

304.07 Foreign Currency

From time to time foreign currency of various natiawill be turned in
to the cashier. In the United States the kinduofency varies with the
section of the country: In the Southwest, Mexipasos may be
tendered; in the Southeast, currencies of variaréean nations
must be handled; and along the northern tier éést&anadian coins
and currency are turned in. Foreign currencieslishwot be receipted
immediately. It is necessary for the treasurdimm out from the local
bank the rate of exchange on the particular cuyrand the actual
value that the bank will credit to the school's@aat in U.S. dollars.
When that is determined, a separate deposit tiskgepared in the
usual way for the foreign currency, and a receiptritten showing
both the foreign currency amount and the U.S. daltaount.
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304.08 Endorsing Checks

The cashier should ask that all checks presentpdyiment of accounts
should be written payable to the order of the sthuat to “Cash” or to
any individual. Immediately upon acceptance ofdheck, the bank
endorsement stamp should be affixed to the battheotheck. It is not
good practice to wait until the bank deposit ispared and then
endorse all checks included in the deposit. Imatedendorsement,
while not a complete safeguard, does make it miffieudt for any
unauthorized person to cash or deposit the check.

Section 305  Petty Cash Funds
305.01 The Imprest System

Although it is desirable that all disbursementsdfool funds be made
by check, a means must be provided for the handfirsgnall
expenditures in cash—purchase of postage stampmzeror
payments for small purchases of office suppliedreaght or express
bills on incoming shipments. Also the individuaischarge of
auxiliary cash operations need to have a smallgdhémnd available.
All of these are legitimate needs and can be peal/idr by the
establishment of petty cash funds assigned to gaathindividual in a
fixed amount. Receipts or vouchers for expenditfirem the fund are
held in the petty cash fund until they are reimbdrfom the school’'s
bank account as will be described later in thigisec This plan means
that at all times the total of actual cash in thshcbox plus the total of
all expenditures for which receipts are presenukhequal the total of
the fund, the amount for which the custodian iggéd. This plan of a
fixed balance, with periodic reimbursement of exgienes, is called
animprestsystem. From the standpoint of operation androgrit is
much more satisfactory than the practice sometiiEsved of
“holding out” from cash collections a varying ambofimoney to be
used for petty cash purposes.

305.02 Recording the Basic Fund
At the time an imprest fund is set up, the procedsito write a check
payable to “John Doe, Petty Cash Custodian” forattm@unt required

in the fund. Writing the check in this way requaitbat the custodian of
the fund endorse the check in order to cash itth@@&ndorsement is
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proof that the cash has been turned over to thedias. At this time
the custodian of the fund should also execute @ipetor the money.
This receipt is then held in file and provides &iddal documentation
as to the responsibility for the fund. The amaafithis basic balance
is not changed by reason of expenditures fromuhd.f As described
in the preceding paragraph, thalance of the fund is always the same
being represented at any particular time by tha tftcash plus
unreimbursed vouchers for expenditures. If itiscdvered with the
passage of time that the fixed balance in the fambt adequate,
another check for an additional amount can be evrith the same way
and added to the fixed balance. If, on the otlaedhthe balance is
found to be more than necessary, a portion of it b@turned in to the
cashier and receipted as a credit to the Petty Eastl. In either case,
a new receipt is taken from the custodian of thwl fior the new
amount and the original receipt is returned toftimel.

305.03 Custody of Cash

We have emphasized in a previous section the irapogtof entrusting
all cash to specific individuals, each of whomatesy responsible for
the money in his or her hands. This applies tqo#téy cash funds, as
well as to funds received for deposit. In the lsoftithe school cashier
or any one of the auxiliary activity cashiers, pegty cash fund should
be available only to the person to whom it is assifj It is a complete
loss of control of cash if, for example, in theatafia several
individuals collect cash and make change out a@fgles change fund.
This is certainly unfair to the individual who issponsible for the
change fund, and any errors that are made canrt@dt any one
individual. For the protection of the varioustdians, it is essential
that no other person have access to the fundshesktg them.

305.04 Disbursements from Petty Cash

The whole concept of a fixed balance representeachyal cash and
receipts means that no payments should be madetifimmetty cash
fund for any purpose without a valid invoice ortgetash disbursement
ticket being taken in exchange for the cash patd tius always
preferable to secure an invoice from a third péotyan expenditure.
Where that cannot be done, a petty cash voucheal{ys printed

form) should be filled out in ink showing the ambohthe
disbursement and the description and signed bintheidual receiving
the money. In no case should temporary payrolhades or IOUs
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from employees or others be handled through thy pash fund. The
general rule is that all expenditures should bsush a nature that they
could be reimbursed from the school bank accountadiately. It is
not proper practice to hold unreimbursed vouché&eng kind for any
purpose in the petty cash fund.

305.05 Cash Collections

The preceding paragraph deals with expenditures fhe petty cash
fund. In the case of auxiliary operations, thevitgttypically involves
collections of cash, not expenditures. Takingdhfeteria cashier as an
example, the procedure should be for the custaafitime cash to make
a cash proof daily and to turn over to the schashér all money in
excess of the fixed balance in the fund, retaiinky the amount of the
fixed balance. The school cashier will then rec#ip proceeds of the
daily collections, and the cafeteria cashier willchthese receipts. It is
desirable to have a cash register in each of theséiary activities that
will accumulate the total of the transactions for tay. This total
should agree with the amount of cash in excesseothange fund
balance and should represent the amount of casédimn. Most cash
registers produce a printed tape showing all ripg-uThis tape, with
the total of transactions for the day, should badd in along with the
cash to the school cashier. If small expenditaresmade from the
auxiliary activity fund—and, while this is not desdile, it is sometimes
permitted—the vouchers for those expenditures shiogifdirned in
daily to the school cashier as a part of the waah for the day. The
school cashier will then put these vouchers inpbigy cash fund,
taking out of the fund the equivalent amount othcasd putting it in
the cash for deposit. Two points in this procedimeuld be kept in
mind:

» The auxiliary cashier shouttbt accumulate expenditure vouchers
in the cash fund, but should turn them in dailyresequivalent of
cash.

» The school cashier should put these vouchersigdkh fund,
taking out the equivalent amount of cash, and shadd that cash
to the actual cash turned in by the auxiliary caisto make up the
total cash receipted and destined for deposit.
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305.06 Reimbursement of Petty Cash

The procedures outlined in the previous paragraphie the effect of
putting in the school cashier’s petty cash funtls@lchers for
unreimbursed expenditures. All auxiliary cashisils have turned

over to the school cashier all receipts for exptemds that they have
made from their funds, and all are now in the sthkashier’s petty
cash fund. At stated intervals—usually not lessrofhan once a week
and in all cases at the end of each month—the sdasbier will
summarize and total all the vouchers and will waiteheck on the
school bank account for the total amount. Thicklshould be made
payable to “John Doe, Petty Cash Custodian” antbsilcashed at the
bank and the cash proceeds replaced in the pettyfaad which then
has the fixed balance all in cash. When thesehargcare numerous, it
is advisable that they be summarized on the fage63fx 9” manila
envelope showing the amount of each voucher anddbeunt to be
charged for each, with the total agreeing withgh®unt of the check.
Before the actual reimbursement is effected, tmensary and the
individual vouchers should be scrutinized by thagpal or other
individual senior to the cashier and approved. yTdre then filed in

the summary envelope.

Section 306 Disbursement of Funds
306.01 Disbursements by Check

All disbursements of school funds should be made blgeck drawn on
the school bank account. This rule applies icadles. Even where
expenditures are made from petty cash funds, tmediorecord of the
expenditure is made when a check is written foa@umulation of
small disbursements to replace money in the peth éund as
described in paragraph 305.06. The details obgeration of the bank
account are discussed in Section 307. At thistpeénare considering
only the actual drawing of the check and the dosuat®n supporting
that action.

306.02 Form of the Check
It is recommended that a “voucher” type of checlubed. This form

includes the familiar check form itself as the taif of the form with a
detachable section of the same size as the bothtimm The detachable
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bottom section is provided for a statement of tbits of the
transaction: a brief explanation, a list of inwitumbers and amounts
and discount deducted. The form is prepared heeiuplicate or
triplicate. In every case one carbon copy reptssiie school’s record
of the details of the disbursement and is filed atically, along with
supporting documents (see paragraph 306.04).e l§¢hool
administration feels that it is desirable to mam&separate record of
all disbursements to individuals and firms on ghabetical basis, the
triplicate copy of the check can be used for thigppse. As the
accounting record of deposits and disbursementsges for a running
record of the bank balance after each transadti@pnot necessary to
keep a check stub that repeats this information.

306.03 Authorization

The concept of the treasurer (or cashier) as adiast of funds
belonging to others implies that every disburseméfiinds must be
authorized. Generally the school administratioaughorized by the
governing board to make routine disbursements witkpecific
individual authorization of each transaction. Tisiknown as “general
authorization” and is comprehended in the boarpjgaval of the
operating budget. However, major purchases inuglgignificant
outlays of funds and such items as purchases dgpegumt should be
backed up by specific authorization by the govegrinard or its
finance committee. Such specific authorizationusth@ppear in the
minutes of the governing board. As a general tthle board should
authorize specifically any expenditures that arepnovided for in the
budget.

306.04 Payment for Purchases

Most of the routine disbursements of the schodlbélfor the purchase
of materials, supplies, and services from outsidiéviduals and firms.
In every such case, an invoice from the vendoritaatizes the
particular goods or services, and shows quantitiei prices,
extensions, and totals, should support the disingaé Such bills
should be authorized before they are paid by #estirer (or cashier).
In the larger schools a purchase order systenmbwilised, and each
invoice should be supported by a purchase ordérwiiich it is in
agreement. The head of the department or actitigre the
disbursement will be charged should approve aniéevioefore giving
it to the principal or his or her designee for fiapproval. All
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supporting documents are to be attached to thenartpy of the
check covering the disbursement, and the check playsyall
supporting documents are maintained in a numefileadby check
number. These documents become the source datadbrentry of
check disbursements in the accounting records.

306.05 Other Disbursements

Wherever possible, the same standards of suppadisbursements
should be adhered to for other payments as wet#iquently, in the
case of such payments as those to the conferedoghacks for
auxiliary payroll, if any, no such supporting docemts are available.
In those cases a complete explanation of the refasdhe payment
should be prepared on a separate sheet of paparetiessary
authorization should be secured, and the additipapér should be
attached to the check voucher. Some churchescibls use a
“disbursement voucher” form for this purpose. Angde of such a
form is shown in the discussion of the Church Tueass activities as
Exhibit 2-2.

306.06 Check Exchange

Occasionally as a matter of accommodation for eygae, the school
writes a check for the employee in exchange fon.caghile this
practice should not be encouraged, it sometimeaseecessary. Itis
important that certain definite rules be establishi should be
understood thato “check exchange” check would be written unless the
cash has been paid in and receipted before th& chegitten. When
the cash is received, the check for the same anstanid be written
immediately. If this practice is followed faithfy] it is possible to
trace both sides of the transaction—receipt of eashwriting of
check—on the same day, in an identical amount. keaa example of
a transaction that is properly handled as “checkarge.” Suppose a
class, under the direction of its teacher, wisbdsuty merchandise for
sale by the students, with the net profit going tdassroom project.
The check is written for check exchange, with #ienbursement to be
turned in later to balance off the amount of theatt) the remainder to
be held for the classroom project. Obviously, ttogs not come
within the standards for a check exchange transactihe check
should be charged to the classroom account, and thieeproceeds of
the sales are realized, the payment should beptedeas a credit to the
classroom account. To repeat: a check exchangévas the payment
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of the casHirst, with the check written immediately for the same
amount.

306.07 Church School Payroll

It is customary that the payroll for teachers indiad through the
conference records. The school reimburses theecamfe in a stated
sum each month, which usually does not cover ttieeecost of
salaries and allowances for the teachers. Iniaddihe church school
may have other employees who may be paid eithéndogchool
directly or through the conference. In either dasse individuals are,
for purposes of Federal and state tax laws andatgus,employees
and thus are subject to all the requirements felhwiding of income
tax, payment of Social Security contributions, ang other Federal or
state taxes related to their employment. When eyimpdoan individual,
the remuneration should be evaluated as to whetteot the
prospective employee will be exempt (salaried)ar-axempt
(hourly), as determined by the federal wage and lews. The
conference, of course, handles the tax involverfeerdll individuals
on its payroll. When the local church school makessalary

payment% direct to its employees it is, as subsidiary oizmtion of
the conference, obligated to pay the Social Sectak on behalf of its
employees, and to comply with all Federal and dtats for income
tax withholding. The local church school comeserritie Federal
Employer Identification number of the conferenasd] anust report all
such withholdings and tax liabilities through tedl conference to the
appropriate government entities. The local chis@liso responsible
for submitting to the employee the required anmeports of Federal
and state income tax withheld, and Social Secaotytributions
deducted from his or her salary. The church tneaiss urged to
counsel with the conference treasury staff to nsake that the
procedures fit in with the conference program, #uad all legal
requirements for Social Security and all other pliyaxes and
withholdings, both Federal and state, are met.

1 Where an individual performs services in exchamgefedit on his tuition
account, the fair value of those services are densd as salary or wages, and
are subject to the same requirements for withhgl@acial Security
contributions as if the payment were made in cash.
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306.08 Checks Returned by Bank

Because of insufficient funds or for some othezgrrdarity,
occasionally the bank will refuse a check turnellyira patron. Most
banks put such checks through a second time beftrming them to
the depositor. When they are returned, they haea lcharged back by
the bank to your account and must be handled iotlyxdde same way
as a check you have drawn against your accouig.nicessary that
you prepare a voucher form and enter the returhedlcas a
withdrawal against your bank account. The returctestk is a
decrease in your bank balance, and the chargedsheub the same
account (patron account or income account) thatived the original
credit.

306.09 Redeposit of Returned Checks

If the maker of the check requests that you pilirdugh again for
payment, this may be done. If so, it should bat&@ as an entirely
new transaction. The check should be receiptesasmoney and
deposited in the usual way. Some accountantsrpefendle these
redeposits as separate deposits. There is notioinjea this plan; the
point is that the re-acceptance and redepositeottieck should be
treated as a new transaction.

Section 307 Bank Accounts and Investments
307.01 Separate Bank Accounts

The provisions of th€hurch Manuaimply, and this manual
recommends, that the funds of the school be keptiank account
separate from that of any of the constituent cheschr his rule should
apply even when the church treasurer and the st¢reasdurer are the
same person. The accounting records must be riradtaeparately,
and it follows, logically, that the funds of thedwntities should be
kept entirely separate.

307.02 Authorizations for Bank Accounts
No bank account should be opened, closed, or chanikout formal

action by the school board, evidenced by writtenutds. This applies
not only to the school checking account, but adsarty savings or
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investment accounts that are established. Thearttion should
include specifically the names of individuals authed to sign checks
and whether one or two signatures are requiretibaklk accounts
should be carried in the name of the school, natngfindividual.
Whenever any of those authorized to sign checkekethe position, or
for any other reason the authorization is cancelexlboard must take
an action recording the removal of the authorizatiod the
replacement with another. When any bank or investraccounts are
closed out or discontinued, the board again shiake action
authorizing the discontinuance.

307.03 Two-Signature Accounts

If the board requires that two individuals sigrheeX, it is important
that the intended feature of control be recognamedl implemented. It
is not consistent with the spirit of the requirerfen the treasurer (or
cashier) to sign the checks at the time they aaedtand the second
party to sign a group of checks in advance orda giem after
preparation without really scrutinizing them. \Whihe treasurer will
know the details of each disbursement, the secarty phould be
satisfied that the disbursement is reasonable attbazed. It follows
that neither party should sign blank checks and them over to
anyone else to be completed. Another practidetdiscouraged is
that of the treasurer or principal taking blankaksefrom the office
and writing them while away from the school’s pladdusiness.

307.04 Savings Accounts

On occasion the school will have in its possesgiods that are being
accumulated for a specific major project, or fundéch are
temporarily not required for current operationsictsexcess funds
should be kept in a savings account or some otiseréd bank deposit
in order to take advantage of the possibility aheg interest. The
school board must specifically authorize any sumoants.
Withdrawals should be only for the purpose of tia@sfer of the funds
to the checking account. No expenditures shoulchége directly
from the savings account. No investments shoulchdée in any other
type of security than insured bank accounts or lsankngs instruments
without prior counsel and authorization from thafesence officers
and the conference Department of Education evengththe rate of
interest may seem very attractive. No loans oaades of school
funds should be made to any individual, employeetber, except as
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provided for in policy, and then only with the aotization of the
school board.

307.05 Reporting Savings and Investments

The method of reporting cash in banks and investsnsill be covered
in a later section. It must be emphasized thabgdrfinancial reports

should cover not only the balance in the schodiec&ing account, but
balances in other types of approved investmenigets

307.06 Bank Reconciliations

The necessity for monthly reconciliation of all Badyalances is covered
in detail in paragraphs 205.07 through 205.09 isfittenual. The
school treasurer should review these paragraphbefamiliar with

the proper procedure for preparing and securingosap on bank
reconciliations.

307.07 Change of Treasurers

Under normal circumstances, all funds belonginthéschool will be
on deposit in bank accounts, or evidenced by bawings instruments,
or be assigned to various custodians of petty csi¢hen there is a
change of treasures by vote of the governing baadda new person is
named to the office, the board will arrange focdiginuance of the
signature of the outgoing treasurer on all accoantsfor authorization
of the signature of the incoming treasurer. Thigoing treasurer
should prepare a bank reconciliation up to the datee change in
treasurer (see paragraph 307.06) and make a kgt ather bank
accounts or savings instruments belonging to thedc This list
should include serial numbers and complete desmniptincluding
amounts, of all such accounts. The incoming tneasghould confirm
that the bank reconciliation and the listing ofestmvestments are
correct and complete. The incoming treasurer shsigih a copy of the
reconciliation and the list, acknowledging acceptaaf the funds, and
give this signed copy to the outgoing treasurer.

307.08 Cash Status Report
The need for information on the part of the treeasand principal of

the school is nowhere more pressing than in théemat the balance of
cash available for current needs. A complete tepfazash and bank
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transactions should be prepared by the treasuréiger her own use
and for the information of the principal, prefemabh a weekly basis.
A set form should be developed and, the informapi@msented should
include the beginning balance in the operating mrdount from the
previous report, a summary of cash received andsitsg, a summary
of disbursements, including itemization of majenits, and the new
bank balance. A report of savings and investmeoants and other
bank accounts, if any, should be included alsdiighly simplified
Cash Status Report is shown as Exhibit 3-1. lukhbe adapted to
meet the specific needs of your school.

Section 308  Accounting: The Basic System (Smaller
Schools)

308.01 Definition of the System

As mentioned in paragraph 303.06, this manual ptesen accounting
system for church schools on two levels: a bagitesn for the smaller
school and a more comprehensive plan designedifged schools.
This section will describe the operation of theibagstem that is
maintained on a cash basis. This term requireeapon. Acash
system such as this operates on the assumptiondhatome will be
recognized until the amount due is paid to the stimocash and that
no expense or outlay of funds will be recordedluh&é amount is
actually paid out. Under this plan the amountiidion and other
charges billed to patrons but not actually collddtem them are not
reported as income. On those rare occasions wistaading bills are
not paid in full at the end of the month, theraasrecord of an expense
having been incurred until the bill is actually ghaiThere are some
obvious advantages to this plan. The entire reobtlle operations of
the school is found in the cash (or bank) accahig;makes it simple
to operate. As to income, we are sure that thenmechas been realized
when the cash is received. There is no problerspdrting as income
an amount of tuition due which may never be pa&dd if the school
operates on a pay-as-you-go basis, the bills feratmg expenses will
be paid promptly and will show up in the bank agtouGranting all of
this, it is undeniable that there are some setrigfisiencies in the
“cash” system of accounting. They will be discusgext.
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308.02 Limitations of the System

The basic flaw in the “cash” system is that it dnesmatch incomes
with expenses. The school’s charges for tuitiomtindy month are
earned as the teachers perform their duties icl#gsroom and as the
incidental costs of running the school accumuldf¢he patron does
not pay the tuition promptly, then the school ighia position of having
paid teacher salaries and other running expenagsn September, and
the income from a particular patron to match theggenses is not
reported perhaps until November. Or to look atoaenpleasant
situation, suppose a patron pays an entire sertestiion in advance.
It is obviously not fair to recognize the whole sster’s tuition as
income when the services for which it has been paigk not yet been
rendered. The same inconsistencies show up im#ter of purchase
of materials and supplies. With the cash systeenmuist recognize a
payment as an expense when it is made. If we paecblassroom
supplies sufficient to last for several monthsyéhis no way, under the
cash system, to assign the usage of those supplies months in
which they are actually consumed.

308.03 Criteria for Application

The discussion in the previous paragraphs makgstié evident that a
more sophisticated system of accounting than thk basis is highly
desirable. We recognize, though, that in manyefdmaller schools,
where the work is done on a part-time, voluntesishand where the
constituency is small, qualified accounting helpymat be available.
In the smaller schools, too, the effect of the imgistencies described
may not be so great—although at times it can be wapprtant—and
with a small student body it is possible to keeperdosely in touch
with these various circumstances on a personas baan it is in a
larger institution. For all of these reasonssitécommended that the
cash basis of accounting as described in thisesebt limited to
schools having three or fewer teachers and to ssloperated under
the sponsorship of a single church. Putting itdtkeer way, if a school
is operated for two or more churches or if the héag staff numbers
four or more, the comprehensive system describ&kation 309
should in all cases be used. It is highly desgaislen for the school
treasurer who is working with the basic cash sydtestudy carefully
the description of the comprehensive system as vider the
blessing of God, our schools have a tendency tew,gaad the treasurer
who is prepared to move into the more highly depetbsystem
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described in Section 309 can be a source of stienghe institution
and the constituencies served.

308.04 The Receipts Journal

We have discussed in Section 304 the mechaniexcefpting and
depositing income funds. It is necessary now & lat the method by
which the receipts are recorded and made a pé#neciccounting
system itself. Exhibit 3-2 illustrates a “Receiptirnal” as used in a
conference educational system. Your conferencehaag a slightly
different form and that point should not be a caoseonfusion. The
basic use of the form will be the same in evergcdsis a means by
which a consecutive record is madethfreceipts of cash, and
identification is made of the types of income tthedt cash represents.
Please have the sample form in front of you asiaeuds it in detail.

» Ignoring for the moment the first column, “Totaméunt
Deposited,” the several columns following it, ughe center of
the page, record the total amount of cash receinddhow it is
broken down into the various categories of incombese left-
hand columns cover all types of income from theqret—tuition,
fees, cafeteria, and so on. The total of the &gumtered in the
individual income columns must equal the total anigaceived in
cash from patrons. We shall look at the columngherright-hand
half of the sheet a little later.

» For miscellaneous items of income, there is a &adlumn
provided. This will identify those types of incomich are
encountered less often than tuition and fees, Iithwmust still be
recorded. Those sources of income should be fashfor your
particular school and an alphabetical code adoptedh can be
used consistently throughout the year to desigthate.

» For each line entry it is necessary to inserindume of the
individual from whom the cash is received, theiast of the
person receiving the cash, and the receipt nunilséag shown on
the receipt form itself.

» The principle followed for recording cash from noets will be
carried out identically as cash from other soureesived for
various purposes. The right-hand columns provides for
recording the funds received from the confereno&i(an 7) and
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from constituent churches. Note that an alphahktiode can be
used to identify type of subsidy. (This form pmes for subsidies
from as many as six constituent churches; probialyis more
than will be needed for the smaller schools udiegdash system.
There is no objection to using the columns for ptheome
sources.) The section at the extreme right previgace for
recording incomes from other sources for other pseg. Most of
the column headings are self-explanatory. In uaimgof these
right-hand columndye surethat the “Total Amount Received”
column is filled in for the total of the receiptdathat the date,
name, and receipt number columns are also completed

» Note the column toward the right-hand end of trenfheaded
“Check Exchange.” We will see in a later paragrhptv the
check to be written is recorded in a Disburseméotsnal. The
Receipts Journal takes care of the actual recéipeamoney. If
the provisions of paragraph 306.06 are adherettiéa,ecord of the
check in exactly the same amount will balance éwerd of the
receipt.

» We have recommended that all cash collected besiteg on a
daily, semi-weekly, or weekly basis. The firstuooh of the
Receipts Journal form, “Total Amount Deposited,pisvided to
record the deposit of cash collections. (You ieidirn that this
same amount will also be recorded in the Disbursgésngournal.)

When the deposit is prepared, enter the total, hvbiould agree
with the total receipts written since the prevideposit, in this
column. In order to be sure that the depositpasperly made, it
is well to “foot” thefirst two columns, “Total Deposits” and “Total
Receipts,” each time a deposit is entered. Adthelldeposits for
the month to date and insert the total in lightgifiigures
immediately below the last deposit entered. Dostirae with the
receipts: put the pencil footing immediately belihe amount of
the last receipt written. These two running totdleuld always
agree. They tell you that the total amount of deshbeen
deposited in the bank up to that point.

» Itis probable that your school will use more tlwme page of
Receipt Journal forms in a month. All pages (beigig with the
beginning of your school’s fiscal year, which isially July 1)
should be numbered consecutively in the space geodvin the top

308.04



margin of the form. (We suggest number the pa§&s06-1, 05-
06-2" and so on. This will identify the year aslives the
sequence of the pages.)

When the first page for the month is completetiltall columns
and make sure that they “cross-foot”: Total Defsosihould equal
Total Receipts, and both should balance with tked tif the
remaining columns (except “Balance Due” which naetibe
totaled).

When you have completed the second page for ththntmtal
that pagein the same way, and then enter on the line “Total
Brought Forward” the figures from page 1. Add te lines
together and insert the total on line 3, “TotaD@te, Present
Month.” Repeat this process until the end of tlemth. On the
last page for the month, after determining thel tditze 3) for the
present month, bring forward from the previous rmlast page
the figures on line 5 of the previous month. Etese figures on
line 4 of this month’s journal. Adding line 3 ($hinonth’s totals)
and line 4 (total of previous months) will give yan line 5, the
accumulated totals for the year to the end of threecit month. Be
sure that each line balances: total income colusgosl total
receipts and equal total deposits.

308.05 Patrons Ledger

Exhibit 3-3 shows a sample of a form that is idiéediat the bottom as
“Accounts Receivable Ledger.” This form will beagisfor amounts
due from both patrons and constituent churcheghisnparagraph we
shall discuss only the recording of amounts bitte@atrons and cash
collections from patrons.

» As has already been noted, income from patrorecizgnized as

income only when the cash is received. It is dssethough, to
keep an account of the amounts due from each pfdrahe usual
tuition and fees charges and for other chargesabyally to the
service rendered to the students. In the caskrayshese charges
are entered month by month in the Accounts Recé&addger
form for the individual patron. Each patron haseparate ledger
card. Be sure to fill in all blanks in the headlrgfore beginning
to record the monthly charges.
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» Each month enter the date in the first column o amount of
thechargesfor that month in the second column (this colusin i
headed “Total Amount Received,” but do not let tt@tfuse you;
enter the total charges in this space), and dig&ithe total into
the separate columns for tuition, music, fees\ambus other
charges. If a charge is made for some service tithe those for
which separate columns are provided, enter itér'khisc.”
column (Column 6) and insert a code letter in tGede” column
to identify the nature of the charge. After thstfentry is made,
the amount in the “Balance Due” column will be Hzene as the
total charges in that entry. The use of the “BeégaDue’ column
will be explained in later sections of this pargura

» When a receipt is written for the cash paid byagn and entered
in the Receipts Journal (see paragraph 308.04%ame
information is entered on the ledger card for thatton: date of
receipt, total amount received, and a distribugbthe amount in
the remaining columns. If the exact amount alregtthrged is
now paid, the amounts entered in these columndwithe same
as the charges.

Supposing that only a part of the total chargaaisl, what then?
The distribution of the cash should first to the incidental charges
(music, fees, etc.). The credit to the tuitionrgjeais entered for
any excess of the payment above the total of thés charges.

In other words, tuition collections are entetast

» To arrive at the figure to be entered in the “Ba®Due” column,
subtract the cash received from the previous amiouthe
“Balance Due” column and enter the difference asnéw balance
due. After each entry of either charges or paymenis advisable
to make a pencil footing of each column. This wilbvide you
with information as to the amount remaining unpaidach of the
income classifications. The total of these incamleimns, after
applying cash paid in, will always agree with thengil footing of
the “Total Amount Received” column and the “Balamhge”
figure.

308.06 Subsidies Ledger

The same Accounts Receivable Ledger form shouldskd to record
regular monthly subsidies due from constituent ches. These entries
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should be made each month (assuming that subsigiesd upon with
the constituent churches are payable each mowollgwing the same
procedure as for recording charges to patrons. aifeunt of the
subsidy due should be entered, in this case, ifiMliegc.” column
(column 6). Payments received from the local chesdo apply on their
subsidies due will also be entered just as cash fratrons is recorded,
and the “Balance Due” column will be brought dowitimveach entry of
a new charge or a payment. If cash subsidiescamenitted by the local
conference, either for routine operating or forizd@xpenditures or
other purposes, these subsidies, too, can be dntdren word is
received from the conference of their definite catmment to make these
payments. Cash received from the conference impay of these
subsidies will then be handled in just the same asagash received
from patrons or churches.

308.07 Accounts Receivable Data

Remember that thehargesentered in the ledgers, under the cash
accounting system, are not considered income tinatyl are paid in cash
and entered through the Receipts Journal. Thebala each ledger
account, though, will show at all times the amafrpatron accounts or
subsidies unpaid. Because the ledgers themselwawacompletely
integrated with the recording of incomes and expsnand there is no
arithmetic control of the accuracy of the unpaithbees brought down
after each transaction, it is especially importhat the transactions
recorded and the balances in each column are ceahpatefully. This
lack of an interlocking control of accounts recéiesis one of the
deficiencies of the cash system, which is overcontee comprehensive
plan described in Section 309. It is acceptabigotalong with this
weakness in the case of smaller schools. Theshiskld be recognized,
however, and special care should be taken to seéhih figures are
accurate.

308.08 The Pegboard System

The treasurer who has followed carefully the exatams of the
Receipts Journal and the Accounts Receivable Laggéw this point
will recognize that the columnar arrangement ofi¢fichandhalf of the
Receipts Journal corresponds exactly with the gerarent of the ledger
form. In order to eliminate the necessity for dogyinformation from
the receipt itself to the Receipts Journal and tbehe ledger
(preparation of the receipt and two operationsojpyadhat same
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information to journal and ledger), a system isdusemost
conferences that produce all three of these recnaigitaneously. The
plan involves the use of a heavy plastic or mesgking board, with
pegs arranged on the left- and right-hand edgeshich the Receipts
Journal is anchored. The receipt form is desigethat all the
information corresponding to the columns of therjal is written on
the top line of the receipt. This top line is aamtzed so that a carbon
impression of exactly what is written on the ret&gransferred to the
journal page. The receipts are “shingled” so Wia¢n the top receipt
of a group is removed, the next receipt is lineduith the next line on
the journal. To record the same information onldager for the
individual patron or church, the ledger form isarted between the
receipt and the journal, lined up so that the caibgpression of the
receipts shows on the first blank line of the ledgehus when the
receipt is written, the posting appears on thededigrm and is listed in
sequential order on the Receipts Journal. In qeeation, writing the
receipt, we have recorded the identical informatiothree places:
receipt, ledger, and journal.

308.09 Cash Payment of Subsidies

Because subsidies received are recorded in colomitse right-hand
half of the Receipts Journal, whereas the amoutiteo$ubsidy has
been recorded in the “Misc.” column (column 6) lnd fedger, we have
a problem in writing the receipt for cash paymedrgubsidies. We
recommend that the receipt be written in the usiaal, with the
amount paid on the subsidy entered in the “Misolumn of the
receipt and the ledger. Of course the carbon isgiwa also shows in
the same column of the Receipts Journal, whichdsrrect insofar as
the journal is concerned. The treasurer should @rtine through this
figurein the journal and enter the amount in the columns provided on
the right-hand half of the journal sheet. As theiléprobably not be
more than a few such entries each month, thistipauicularly
inconvenient. Itis an important point, thoughd ame that must be
kept in mind each time a payment on a subsidydsipted.

308.10 Disbursements Journal
Exhibit 3-4 shows a sample Disbursements Journal+eit@rd made
of each check written. The page size is the santbad of the Receipts

Journal shown in Exhibit 3-3. Note, however, tthég is a double-page
form—the left-hand side begins with “Check No.” &Réyee,” and
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many columns are provided, both on the left-hargke@nd on the
right-hand spread, for identifying the purposesvibich the
disbursement was made. Because it is necesshrgdal down
payments into a large number of specific expenssgosies, it is
convenient to have separate columns for each tiyfrequently used
expense. The columnar arrangement shown in thpleamay be more
comprehensive than is required for some of the lemsthools, and
your conference may have a somewhat abbreviated faihe
principles for recording disbursements are alwagssame, though,
and while the form used in your conference may vaigome respects,
you should understand the basic procedures asieggla the
following paragraphs.

» The heading of the form is similar to that desedifor the
Receipts Journal: name of school, month, and pag®er.

» The first several columns provide for entry ofibasformation for
each check written: check number, name of payse, dross
amount of invoices, cash discount allowed by thedee, if any,
and amount of the check. Do not delay entry otkhénto the
journal. They should be enteratithe time the check is writteor
no less often than once each day.

» Each time a deposit is made it must be entergdymiy in the
Receipts Journal, but in the Disbursements Joasalell, using
the columns “Deposit Amount” and “Date of Depogiée
paragraph 308.04). It is essential that the entnighe two
journals be exactly the same at all times. AsRBeeipts Journal
columns for total cash received and total depesgdooted, the
“Deposit Amount” column in the Disbursements Jousfeuld be
footed, too, to make sure that the amounts agree.

» This journal provides space for keeping a runfiagk balance
after recording each check or deposit. The opmratoes not
require explanation because the balance is entertbée
appropriate column after each transaction is reshrdMaintaining
this record makes it unnecessary to keep a chabkretord, and
the balances shown in the journal provide all theessary
information.

» As each check is recorded, the amount of the chlealld be
extended into the remaining columns to classifyetagenditure as
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to the type of expense or other category. NaedRpenses are
grouped under the following headings: Instructidigense,
Other Expense, Utilities, Insurance, Plant and @dsu
Maintenance, and Bus Expense. Additional columageovided
for other types of expenditures that are not abjtugderation
expenses: Refunds, Check Exchange, and accouriedoaith
Home and School, ASB, and classroom projects.

» Entries for check exchange transactions are ehtareolumn 34,
“Check Exchange.” Paragraph 306.06 discussesttigelgnes for
check exchange transactions. We repeat herehhatteipt of
funds and the writing of the check should take @lac
simultaneously. This means that the recordingnefreceipt and
the recording of the check will always balance.néttime should
there be a difference in the amount involved, mautd there be
any time lag between acceptance of the cash atishgvaf the
check.

» In the sample form, column 35 is headed “Cafeterigis
desirable that several columns be provided forouartypes of
expense related to the Cafeteria Operation. 3uBua Expense is
broken down into several categories, so there shoell at a
minimum, columns for wages, student labor, and kepp

» The last column of the Disbursements Journal plexs/for transfer
of funds from the checking account to a savingseestment
account. In no case should funds received be dedadirectly to
a savings account. All money receipted shouldirgbto the
regular bank account of the school, and if it isice that the
money be put in savings, a check should be writethe regular
bank account and deposited in the savings accathien the
money in the savings account is to be expendstioild be
withdrawn from savings and deposited to the regodank account.

» A check returned by the bank because of insufficiends or other
irregularity is exactly the same as a check writigryou on the
bank account and should be recorded in the sameenaithe
extension of such a transaction will be in colurBn 2t the time
the extension is made, it should be identifiedt ®an be charged
back as a decrease in the amount of income alreadyded. In
each case it will be necessary to refer to theipeeeitten when
the check was accepted, to see what income ace@stredited.
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The charge for the returned check should then etiiied as
being applied in reverse to the same income account

308.11 Closing the Disbursements Journal

Please refer to paragraph 308.04 which descrileefotiting of each
page of the Receipts Journal, the carrying forvaditthe page totals,
and the closing of the journal at the end of thetino The same
procedure is followed with the Disbursements Jdurt@al each page
bringing forward the accumulated totals from pregigpages for this
month and bringing down a new total for this motdtdate. When the
end of the month comes, this total for the montidte (line 3) is
added to the cumulative total of previous montls ybar (line 5 of last
month’s journal) to yield the total for the yeardate of checks
written, all categories of expenses, and otherexpense accounts.

308.12 Review of the System

Section 308 deals with the accounting records teéms. Now that all
transactions relating to the bank account have bemarded, the
records are in condition for the preparation offthancial reports. All
incomes have been recorded through the Receiptaalpand all out-
of-pocket expenses have been recorded throughighei3ements
Journal. Keep in mind that in this basic systemaveedealing with and
reporting only those items of income and expenathave involved
cash. The preparation of the reports for the maanld for cumulative
year-to-date figures, is covered in detail in Set810.

Section 309  The Comprehensive System (Larger
Schools)

309.01 Definition of the System

Section 308 discusses the format and operatiorbab& accounting
system built around cash transactions only. Weaareready to move
into a comprehensive system based on double-ernitrgiples of
accounting and involving the accrual features wigemmit the
recognition of income as it is earned and expeasdhkey are incurred
in the production of income. While the cash sys&#ready described
permits the reporting of results of operations #rdcurrent status of
the cash account, the comprehensive system alleevschool to
prepare a periodic statement of income and expemd@ balance sheet
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in conventional form in compliance with generalbcapted accounting
principles.

309.02 “Double Entry” and “Accrual’
A double-entry system is based on the equation:
Assets = Liabilities + Stockholders’ Equity

(Equity is the equivalent of net worth or fund brada in the non-profit
organization.) Every business transaction hasubldceffect and must
be recorded in two or more accounts: for everyeale receive, we
part with an equivalent value. Thus when we chargatron for

tuition, we haveparted withcertain services of a specified value; at the
same time we haveceivedthe expectation that the patron will pay us
cash in the same amount. Tdexrualfeature touched on briefly in the
preceding paragraph means that a transactionaseghtvhen a specific
agreement is reached in economic terms or whe@menic event

has occurred. The application of this principlean®that we record an
income when the services are rendered; we recogrieest payable

to a creditor on a note as the time passes durinighwve use the
money, rather than waiting until we are require@ay the interest in
cash. The same concept applies to the purchagmodf or services

for use or for resale, the using up of the valua pfece of equipment
as times passes, and the recognition of the vdlae mventory of
goods on hand which are destined for eventual usage

309.03 Criteria for Application

Paragraph 308.03 states that the cash basis afirstoog described in
Section 308 should “be limited to schools havirgéhor fewer
teachers, and to schools operated under the sphisa@f a single
church . ... If a school is operated for twaorare churches, or if the
teaching staff numbers four or more, the comprekersystem
described in Section 309 should in all cases bd.udeis safe to
assume that in these larger schools the help ofbfigd accountant is
available, and the application of the principlescdssed in this section
should represent no serious problem. Two stroogmenendations
should be given at the outset:

» All the material in Section 308 should be studiadefully as a
basis for the approach to the comprehensive acicmusystem.
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Much of the material in Section 308 is equally égaddle to our
present discussion, and much of it will not be etpé here, but
will simply be incorporated in this discussion lefarence.

» The accountant or treasurer should not expegbéoate the
system, particularly at the start, without confegrivith the local
conference Department of Education and Treasuffsstad with
the local conference auditor.

When a question arises, first use the guidanckisfitanual and then
the counsel of these qualified conference staff bem

309.04 Similarities and Differences

A reading of Section 308 will reveal that most e basic procedures
for the entry of business transactions are ideintith those which will
be required under the comprehensive system: Rscaijl
disbursements can be recorded in substantiallgahee way, deposits
and withdrawals of funds are handled the samettantboting and
forwarding of journal pages does not differ. e thasic system,
though, there is no ledger. The function of tlgks is covered in the
bringing forward from month to month of previousyalative totals of
each column in the Receipts and Disbursements disuriAnd the
basic system is restricted in that there is no méanrecognizing
income as earned, or expenses as incurred, cedording purely non-
cash transactions such as inventory/expense adjusindepreciation,
etc.

309.05 The Pegboard System

The operation of a pegboard system for the Recémimal is
described in paragraph 308.08. We encourage thefusich a system
for accounting applications wherever possible, iarttie
comprehensive system, the Receipts Journal arlti¢bene Journal
(the latter to be discussed in a subsequent paofagrfathis section)
lend themselves to such an application. The Dsdraents Journal
does not adapt itself quite so well to a pegboagthod (although some
organizations have designed bank check forms wisehthe top line of
the form for all essential information, which i€oeded in the journals
as a carbon impression of the date on the cheelf)itdNeither can
general journal entries involving ledger adjustredre put on a
pegboard.
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309.06 The Chart of Accounts

The double-entry system we are describing invotliesuse of a general
ledger. Postings are usually made on a monthlis li@sn the various
books of original entry—the journals. The ledgesriganized into
specific accounts for various assets, liabilitieet, worth, income, and
expense. These accounts are arranged generdtly order in which
they will appear in the financial statements. Thart of Accounts
shown in Exhibit 3-5 lists the accounts that wéihgrally be required in
a school of moderate size and typical activity.té\ehat each account
bears ditle and anumber As far as possible, these numbers have been
assigned on a logical basis, and gaps have bdén tbE sequence to
accommodate additional accounts as may be requirbd.logic of the
numbering system is summarized as follows:

Assets 100
Current 101-150
Fixed 151-160

Liabilities 200
Current 201-260
Long-term 291-299

Fund Balances (Net Worth) 300
Unallocated (Regular) 301-304
Allocated (Net Worth Reserves) 305-310

Capital Additions 351-399

Operating Income 400

Operating Expense 500
Instructional 501-525
Bookstore 526-530
Pre-school 531-535
Cafeteria 536-540
Bus Operation 541-550
Administration 551-565
Utilities 566-570
Building and Grounds 571-580
Miscellaneous 581-599

When it becomes necessary to open new accountstb#rethose listed
in the Chart of Accounts, they should be put ingheper sequence
according to the above outline. As previously rieergd, the accounts
are in the order in which they will normally be shoin the financial
reports. Putting a new account in some place ahzar that
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to which logic assigns it can cause a good demooinvenience and
confusion.

309.07 Fixed Assets

Note that the Chart of Accounts provides for reaaydhe value of
equipment purchased and used by the school, ard&foeciation on
the equipment. This is a feature that has not eeerrally applied in
our school system in the past—the common practisdban to write
off the value of equipment purchased as an expeBeand accounting
practice requires that we recognize that when eepié equipment is
purchased, we are acquiring a value that will dighirover the years,
with use of the equipment, and that this graduadgsap of the
equipment should be recognized as an expas#eoccurs not
immediately upon acquisition. More will be said abthe accounting
procedures involved in the application of this pijite in later
paragraphs of this section.

309.08 Opening the Ledger

Many of the schools that will be using the compredinee accounting
system have in the past operated solely on a sk &s outlined in
Section 308. Others will have been using a doehley system with a
general ledger, but they may not have been follguie principles
embraced in the present discussion for the recgmfiinventories,
prepaid expense, fixed assets, and accumulateédaton. In the
first instance it will be necessary to open ledgmrounts for all data
reflected in the cash system records. In the skcase it will be
necessary to make certain entries to adjust thetiegiaccounts. The
procedures to cover these requirements will bet detil in the
following discussion.

» From the cash basis records, make a journal émtransfer all
active balances to the new ledger. First of adlkensure that the
final totals for the journals at the end of thenjfealance:

Cash in Bank + Savings Accounts =
Total all Income columns — total all Expense cahsm:
Total all Classroom Project, ASB, etc., columns

When it is determined that the above equationnoals, make an
opening journal entry as follows (be sure to pig #ntry on a
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journal vouchefform first, as shown in Exhibit 3-6, then post the
entry to the general ledger):

Debit 101 Cash in Bank XXX XX
102 Bank Savings Account XXX XX

Credit 211 Home and School XXX XX
212 A.S.B. XXX. XX
223 Classroom Project’%rade XX.XX
225 Classroom Project"&rade XX.XX
301 Unallocated Fund Balance XXX. XX

The last credit item, Unallocated Fund Balancd,lve the total of
all the income columns from the Receipts Journalusithe total

of all the expense columns from the Disbursememtsnal. In
other words, the Unallocated Fund Balance is theusrn
belonging to the school itself, as distinguishemhfithose balances
that are held for other organizations.

» Even for the cash basis system, there will bededgrds for each
patron, showing the amount of money due from th&atgm. Make
sure that all the balances shown on these ledgds eae correct
and collectible If not all are considered to be 100 percent
collectible, then, with the help of your principathool board
chair, or finance committee, estimate the total amboecorded in
the patrons’ ledgers that may not be collectiti®member, this is
only an estimatand may be arrived at by designating certain
accounts that may be collectible only in part arataall; or it may
be determined by estimating that of all accounttheriedgers,
perhaps an average of 10 percent will be uncolikectiWhen
these data have been determined, make the follogvitry (we
assume a total of $4,982.50 of balances due framoms it is
estimated that $750 is uncollectible):

Debit 111 Accounts Receivable, Students$4,982.50
Credit 119 Provision for Bad Accounts $750.00
301 Unallocated Fund Balance $4,232.50

» Follow the same procedure for subsidies due apdidrfrom
churches at the end of the year. Here it may aotdressary to
make any provision for uncollectible accounts—yad sour
administration may wish to assume that all chuedoants are
fully collectible. Be guided by existing circumstes, and take a
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realistic view of collectibility. Assuming that@lSubsidies ledger
shows $821.50 due from churches, the entry wikdéllows:

Debit 112 Accounts Receivable, Churches $821.50
Credit 301 Unallocated Fund Balance $821.50

Determine, for the end of the year, the amoumhohey invested
in various inventories of supplies: cafeteria feodl supplies,
gasoline and other bus supplies, instructionaladrdinistrative
supplies, etc. If the amounts are small (say $36gs in any one
case), ignore them. If they are significant, kettt up as
inventories as follows:

Debit 121 Instructional Supplies XXX XX
123 Bookstore Supplies XX.XX
125 Cafeteria Supplies XXX XX
Credit 301 Unallocated Fund Balance XXX XX

One of the most important opening entries reled¢ke
establishment of account balances for various tgpeguipment.
Assume that the conference association carriesttitthe school
buildings and that they do not appear on the scremmrds at all.
An inventory should be taken of all equipment ie,uend
wherever possible, the purchase price of the iddadi items
should be determined. In those cases where tleh@se price is
unknown, an estimated value should be placed oitehe As a
last resort, it may be necessary—but it is defipitedt
recommended—to agree upon a lump sum value fogalpeent
presently in use. Inasmuch as all this equipmexs, when
purchased, charged as an operating expense, wenaesztord
any present value for it, but will consider thasicompletely
depreciated. Assume that the total purchase pfie# items of
equipment now in use is found to be $18,743.90keévthe
following entry:

Debit 151 Equipment $18,743.90
Credit 152 Accumulated Deprec, Equip $18,743.90

Let us suppose that at the end of the year, uriplsdor supplies
purchased (which have already been included imitorg values
recorded in the entry above) and other running esge of the
school applicable to last year amount to $329 &R0, the school
has a revolving fund with a balance of $3,500 auging of which
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an installment of $700 is due during the coming yélhe
following entry records these facts:

Debit 301 Unallocated Fund Balance  $3,829.78

Credit 201 Accounts Payable $329.78
209 Notes Payable, Current Portion $700.00
291 Long-term Notes Payable $2,800.00

» The above entries are typical of what will be reseey in setting
up the beginning balances in the ledger for stattie new system.
The sample entries are for the school that has ted¢he cash
system in the past, with no record other thantidévidual
amounts of Accounts Receivable from patrons or titoiesit
churches and with no record of inventories, equiptmear
outstanding liabilities. In the case of those sdhohat have
already established a double-entry system withnaige ledger, it
will be necessary only tadjustthe balances that are already in
existence. Most schools, for example, carry negdredger
record of equipment. Under this system that wagdessitate
making an entry such as is shown in fifth point\aho

309.09 Income Journal: Part 1

Under the basic system the Receipts Journal fumeti@s an Income
Journal because only those amounts paid in cash ieeognized as
income. Using an accrual system, though, recoraliogmeas it is
earnedrather than when it is paid must be provided fbnis means
that there must be a separate Income Journal ihataebit the
accounts receivable from patrons and constituemtoties and credit
the appropriate income accounts. Such a form, wisizery similar to
the Receipts Journal shown as Exhibit 3-2, istilated as Exhibit 3-7.
Some of the column headings have been changedfir§heolumn
now is “Previous Balance,” the second is “Total (geg’ and instead
of “Name Received From,” there is “Name Account rgjea.” This
form can be used with the pegboard system. To raalentry for a
charge for tuition and fees to an individual patrake the patron
ledger card and lay it over the Income Journagdinop so that the entry
on the ledger card will show on the first unusee lof the journal. As
there is no spot carbon on the ledger cards, & shearbon paper
between ledger and journal is necessary. Makeetingired entry,
bringing down first as “Previous Balance” the amiogimown on the
previous line of the ledger card as “Balance Dugtien enter the total
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of the charge, make the distribution to the varimitson-and-fees
columns, enter the date, and write in the namaepatron.

309.10 Income Journal: Part 2

Monthly subsidies due from churches are enteréddrsame way.
Usually these are all entered at one time eachhreomd can be
grouped together. For purposes of posting todtigdr card, distribute
the “Total Charge” into the “Misc.” column. Be edul, however, not
to include entries in this column on the journathamiscellaneous
income from charges to patrons. It is best toaline through each of
these entries in the “Misc.” column on the jouraatl to make the
correct extension in the columns provided in theli'Sdies” section.

309.11 Closing the Income Journal

As each page of the income Journal is completed fiiven month, it
is footed, and the footings are carried forwarthe®next page using
the procedure described for the Receipts Jourrzdtiagraph 308.04
(point 7). On the last page for the month, you hdlve on line 3 at the
bottom of the page the accumulated totals forr@tth. It is not
necessary that lines 4 and 5 be completed. Instieadotals from line
3 are posted to the proper accounts in the gelsetgér: Total Charges
to patrons as a debit to account 111; Total Chameburches to
account 112. These two debits must be in exaanbalwith the credit
postings to account 401 for regular tuition, 408rfausic charges, 404
for fees, and so on through the student-relatedhmas; then 411 for
church operating subsidies. Entries for variougdiental charges to
patrons in the “Misc.” column must be analyzed iy ¢ode letter or
figure entered in the “Code” column and postechtappropriate
income account—Preschool, Bus Income, Cafeteriak&ooe, or
whatever. Do this analysiseforemaking the postings of columnar
totals. At least until you are confident of thegedure, make a list of
debit postings to be made, make a separate legedit postings, and
be sure they are in balance.

309.12 Tuition Discounts
Policies differ as to the allowance of tuition disats. In some cases
the discount is granted when the charge is matteetpatron, while in

other instances the discount is allowed only winenaccount is paid.
In either case it is necessary that a credit ferdiscount be recorded
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and reflected both in the operating accounts oktteol and in the
balance due from the patron. If the discount @ggd when the charge
is made, proceed as follows:

Enter in the Income Journal the full amount of¢harge for tuition,
fees, etc., in the appropriate columns. Enteatheunt of the discount
in parenthese the “Misc.” column, with a letter code to idéwtit as
a discount. Enter in the “Total Charge” column tiel of all charges
for tuition and fees, minus the discount grant&tlus while all the
tuition and fees items are added, the discourpidhentheses) is
subtracted. If the discount is allowed only whie@ &ccount is paid,
the same basic procedure is followed, but the egtity the Receipts
Journal instead of the Income Journal. In eitlksedhe month-end
posting of discounts is@ebitto account 402.

309.13 Receipts Journal

The basic procedures for entry of transactionbénReceipts Journal
are the same as described in paragraph 308.04puFooses of
analyzing the patron accounts to keep track ofgdgrayments and
balances due, it is necessary to follow the sarmalgiown of cash paid
by patrons, applying it first against fees and otii@rges, and last
against the tuition charge. Receipts written faurch and conference
subsidies are handled just as described in para@@®.04. Receipts
from other sources, or for other purposes, ardewrias usual, with the
amounts extended to columns in the section atittrerae right of the
journal form. The variation in procedure comeshwtite month-end
postings. Total cash received is posted, of comsa debit to account
101, Bank Checking Account, as all cash receivethduhe month

will have been deposited. Special care is neet@dsting the credits:
The total of all entries in columns 1-6 (those atg payments) is
posted as a credit to account 111. If subsidigs baen received from
the conference and entered in column 7, they wilpbsted to the
appropriate income accounts—412 for operating sigsi@51 for
capital appropriations. Payments by constituentaes on their
subsidy accounts will be posted as a credit to At2pounts
Receivable, Churches. All entries in columns 14+i&t be entered as
direct credits to the accounts provided in the garledger. Bookstore
income, for example, is posted as a credit to atcd?2; gifts and
donations to account 421, Home and School cashipaidaccount
211, and so on. As with the postings from the inedournal, it is

well to make a rough listing of the various combiimas of column
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totals before doing the posting, to make surettitat debits (usually
only to Bank Checking Account and to Tuition Disnguaccount 402)
agree with total credits (to Accounts Receivabtad&nts, Accounts
Receivable, Churches, and the various miscellanaccsunts for
which cash has been paid in). Note that an acdmasbeen provided
for Check Exchange, 289. Credit to that accoutitbei posted from
the Receipts Journal column 16, and a balancintingpas a debit will
come from the Disbursements Journal.

309.14 Subsidiary Accounts Receivable Ledgers

With the introduction of a procedure to record imgoas earned, a new
element is brought into the handling of the patrtedger. We now
have in the general ledgecantrol account for Accounts Receivable
from patrons. It is important that this generalder account and the
total of the individual accounts with patrons begreement at all
times. We have seen that all entries made faotudnd other charges
in the individual patron accounts are also entdrethonthly totals, in
the general ledger account. In the same wayaah paid by patrons
on their accounts is entered as credits to thevighgial accounts when
the receipt is written. The total of all thesedit®is posted to the
credit of the general ledger account at the erti@fmonth.

As long as all entries in the individual accounts i@flected in postings
to the general ledger, and as long as all entni¢isa general ledger
account are reflected in postings to an indivigagton account, the
two will agree. It is basic to this feature of #hecounting system that
the control account and the patrons’ ledger acao{oailed a
subsidiaryledger because it is subsidiary to the generaidedontrol)
are in agreement at all times. This is ho proldsniong as the
principle outlined above is unfailingly followedll entries in the
subsidiary are reflected in the control, and affies in the control are
reflected in the subsidiary. Obviously, this agneeat between the two
is lost if some unauthorized person makes a changee of the patron
accounts without letting the treasurer know so thatcontrol account
can be similarly changed. Loss of agreement wsUit, too, if one of
the patron ledger cards is removed from the lefigeand finds its
way into someone’s desk drawer or into the corradpoce files. The
integrity of these accounts must be carefully sadeded.

At the close of each month, after all postings hasen made to both
the subsidiary ledger and the general ledgert alisuld be made
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showing the balance due on each patron accounthertdtal of this
list should agree with the balance of the geneddiér control account.
Of course, all that has been said about the patieshger applies with
equal force to the accounts for church subsidies(deneral ledger
account 112). In this case, there will seldom loeenthan a very few
accounts, and the problem does not loom so lafte. necessity for
constant agreement between the total of individaabunts and the
general ledger control is exactly the same, angibef of their
agreement should be performed monthly.

309.15 Disbursements Journal

The Disbursements Journal shown in Exhibit 3-4sihle in the
comprehensive accounting system as well as inakk basis system.
Instructions for its use found in paragraph 30&hA6uld be studied
carefully. In most cases, these instructions apiply in the present
system. The columnar arrangement for the recordinige debit side
of the disbursement transaction, you will notedsin account-number
order as shown in the Chart of Accounts. The sarfgsin represents
only one possibility for columnar arrangement. the system
described in this section is implemented, your ewarice staff will no
doubt wish to develop a form that will fit the neeaf the schools in the
conference.

The application of the principle does not différpagh, whatever the
particular columnar arrangement may be. Checksldhill be
recorded as written, or no less than once a dapoBits will be
recorded, repeating the entry of deposits in theeipes Journal. The
bank balance will be brought down after each tretisa, or at least at
the close of each day’s business. Each checkjssntered in the
journal, will be extended to the appropriate dsition column. In
case of a purchase on which a cash discount iwedldor prompt
payment, be sure to extend in the distribution icwisi thenet
amount—the amount of the check—not the gross anwmfithe
invoices paid. The principle here is that the depant or activity
should receive the benefit of the cash discourdrtaind be charged
only with the actual amount of cash expended fergarticular
purchase. Treatment of payment of invoices ddiauxk to a previous
month that have already been recorded as AccoayabiRe in the
ledger will be discussed in paragraph 309.24.
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309.16 Closing the Disbursements Journal

As is the case with the Income and Receipts Josiritas not
necessary to complete lines 4 and 5 at the botfahedast page of this
journal for the month. Page totals during the rhomil be
accumulated and brought forward, and at the enldeofnonth the
monthly totals of the columns are posted to the@mate general
ledger account. As suggested previously, it id teelun an adding
machine tape prior to posting to make sure that#di®t and credit
postings balance. Some column totals are not gosggoss Amount,
Discount, Deposit Amount, and Bank Balance. Crossk the total of
the Deposits column with the related column inReeeipts Journal—
no posting is necessary. For the distribution icwis, those that relate
to a single general ledger column are handled Isyimmpthe column
total. For the various “Miscellaneous” columngsihecessary to
analyze them and post to individual accounts irgéweral ledger. The
total of column 33, “Refunds and Returned Checkdl]’be posted to
the debit of account 111, Accounts Receivable,dPatr Be very sure
that each entry in this column has been postedcharge to the
individual patron’s ledger card (see paragraph B3g)9.

309.17 Cash Status Report

The practice of bringing down the current bank be¢aafter each
transaction, or each day, has already been dedcribleis plan of
maintaining a running bank balance in the DisbuesgsiJournal
eliminates the need for using the old-fashionecklistub that
accomplishes the same thing in a less efficient wilyis plan makes it
easy to prepare periodic reports of the statusisifi on hand and in
banks. Preparation of a Cash Status Report isished in paragraph
307.08, and a suggested form is shown as Exhibit 3-

309.18 Other Bank Transactions

Please review the statements in paragraph 308aliit¢®, 8, and 9)
relating respectively to Check Exchange transastitansfers from
checking to savings accounts, and recording ofmetlichecks. We
call attention to these points here because, \hédransactions are
entered in the Disbursements Journal in the sargeagander the
basic system, it is now necessary to post thesesite the general
ledger. Check Exchange transactions will be poasea debit to
account 289 (the credit entry having come fromRkeeipts Journal in
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the same amount). Transfers of funds from theldhgdo the savings
accounts are shown in the last column on the tigimid sheet of the
journal—the total will be posted to the approprisd®ings account in
the general ledger. As to returned checks, weiowed in paragraph
309.16 that the total (assuming they are patrookd)avould be
debited to account 111, with corresponding entrigke individual
patron ledger accounts. If the returned checkaviggnally tendered
for some other purpose than payment on a patrasuat@o notenter
the distribution in column 33, “Refunds and Retur@hecks.” Enter
it instead in column 36 (a blank column in the skniprm) and
indicate the account to be debited—the same act¢bantvas credited
when the check was originally receipted.

309.19 General Journal Vouchers

The three special journals discussed in previousgraphs—Income,
Receipts, and Disbursements Journals—take careofigally all of
the routine day-by-day business transactions oftheol. Other data
need to be recorded, however, which do not fit arg of these special
journals: adjustments between inventories andresgoaccounts,
recording of unpaid bills at the close of the momttyear, recognition
of interest due but not yet paid on loans, recagmiof depreciation
expense on equipment, and write-off of uncolleetidtcounts, to name
a few. In order to record these sorts of traneastia form of “General
Journal Voucher” is used. A suggested form is shasExhibit 3-6,
and we have already encountered its use in ounshsan of entries
required to open the general ledger in paragraplh080 We shall see
further uses for this form in the paragraphs imratsdy following. At
this point, a few general observations are pertinen

It is not required, as stated in some textboole@émentary accounting,
to recopy the information on the journal voucheoia ruled book.
The vouchers themselves, filed numerically, are‘gemeral journal.”
Every journal voucher should be numbered; for &igiyear, the
numbers might be shown as “05/06-1, 05/06-2" andrsoEach
journal voucher should include the initials of fferson preparing it,
and if it records a transaction in any way outhaf ordinary, it should
be approved before entry by the principal, chathefschool board, or
chair of the finance committee. Each voucher ghbalance, the
debits and the credits being equal, and each anddhontain an
adequate explanation of the need for the entryt@tvs being
accomplished by the entry.
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309.20 Supplies Inventories

The Chart of Accounts (Exhibit 3-5) provides fonamber of accounts
in the Current Assets section for inventoriesis Hot required that
every school maintains every one of these inveesorif the dollar
value of materials carried in any one of thesegmaties is significant,
the inventory should be recognized. Two typesrotedure are
commonly employed, and either one is acceptaliidadt, one plan
may be used for one inventory and the alternate folaothers. The
two plans are described briefly as follows:

» At the time materials are purchased, they aretel@hbod the
inventory account. As materials are used and wathd from
inventory, a record is made debitthe appropriate expense
account and tareditthe inventory account. For example,
transactions affecting the inventory of gasolineuse by the
school buses would, under this plan, be debiteglraily—at the
time purchased—to account 124. As the gasolinead,wor at the
end of the month based on a running record thrélugimonth of
usage, account 124 is credited for the value otifage, and
account 543 is debited.

» The alternate plan is the reverse of that justiilesd. Purchases
are debited to the expense account originally,arbe close of
the month or year, an entry is made to transféneanventory
account the amount remaining on hand unused. \Woigpthe
example above, the original purchase would be déltg account
543; the inventory at the end of the period is rded by a credit to
account 543 and a debit to account 124.

Depending on the experience in the individual tosbn, it may be
satisfactory to make monthly adjusting entriesescdbed above on
the basis of aecord of usage. However, at the end of the year
certainly, and in some cases more frequently, aiphlinventory of
the materials on hand should be taken, recordedliimmg as a
permanent record, and the inventory ledger accadjoisted to reflect
the value of the stock actually on hand. If theiakinventory were
morethan the ledger account shows, the entry woult lebit the
inventory account for the difference and creditriflated expense
account. If the physical inventorylessthan the book account, enter a
debit to the expense account and a credit to trentery account for
the difference.
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309.21 Fixed Assets

In our discussion of ledger opening entries, weeced the recording of
the historical cost of equipment now on hand andauivalent figure
as a credit to Accumulated Depreciation. Thisoselbecause all
equipment now on hand was written off as an expeiien the
payment was made, and it is not required that lroeght back on the
books at its present value and depreciated. Rdpewgnt purchased in
the future, however, it is necessary that the &cist (which will
include base cost, sales tax, and transportatitmetechool) be
recorded as an asset in account 151, 153, or Abthe time of
purchase of each piece of equipment other thaarltdsooks, which
can be handled as group purchases, a form wilkéegped showing
the description of the equipment, from whom purelasvhen, on what
check number, and the total cost. A sample of suftiim is shown as
Exhibit 3-8. The historical cost of all equipmegnirchased as shown
on these individual forms will always agree witle thalance of the
general ledger account. In other words, we have dsubsidiary
ledger with a general ledger control, quite simitathe arrangement
for Patron Accounts Receivable.

309.22 Depreciation of Equipment

Each piece of equipment is expected to last favengnumber of
years. This life expectancy is used as the basisstimating the
portion of the value of that equipment which isdusp year by year. A
desk with an expected life of ten years and anmalgost of $250 will
thus be depreciated $25 each year. The total ofdividual
deprecations for a given year will be divided by 42d that amount—
1/12 of the annual total—will be recorded as dejatem expense for
the month. This process necessitates enteringrtheal depreciation
on the individual forms at the beginning of theryeanning a total of
all such entries, and recording 1/12 of that tedh month. The entry
is:

Debit 518 Depreciation, Industrial $XXX.XX
547 Depreciation, Buses XXX, XX
558 Depreciation, Administration XX. XX
575 Depreciation, Bldg & Grounds XXX XX

Credit 152 Accumulated Depreciation, Equipment XEXXX
154 Accumulated Depreciation, Buses X, XXX. XX
156 Accumulated Depreciation, Library XXX XX

309.21



This entry will be repeated for each of the filgiven months of the
year. During the year, however, purchases, of @gupment will be
made, and additional depreciation for fractionthefyear will be
entered on this new equipment. Also, some equipmesy be sold,
retired, or otherwise disposed of, and depreciatiothose items, as
described in the following paragraph, will be effee only for a part of
the year. These changes make it necessary toaldHe actual
depreciation on all equipment at the end of the.y&aom the annual
total as corrected, deduct the amount already decbon the eleven
monthly entries, and for the twelfth month recdrd amount necessary
to bring the total recorded for the year up toahtual total as
recomputed.

309.23 Disposal of Fixed Assets

In dealing with sales or other dispositions of pguént, the complete
entries to remove the asset and its related degi@eifrom the books,
and to record any loss or gain on the disposisbould be made as
soon as the transaction takes place. Assumingsset with an original
cost of $300 and an estimated life of ten yeassid on September 30
of the fifth year for $200, the following are thepss to be taken:

» The principal or other administrator will preparenemorandum
outlining the sale price and terms of sale, anti@i#ing entries to
remove the asset from the records.

» Correct the depreciation entry in the equipmetigés to ¥4 year
(July 1 to September 30) instead of a full yeahisTneans that
depreciation for the fifth year is $7.50 (1/4 of$3depreciation at
$30 per year has been recorded for each of thedius years, so
total depreciation to the date of sale is $1273D (x 4 +$7.50).
The net value of this piece of equipment on yowksowill then
be $172.50 ($300 original cost minus $127.50 degtien).

» Prepare a general journal voucher to remove thet #i®m your
records. The entry will be:

Debit 152 Accumulated Deprec, Equipment 127.50

435 Loss & Gain on Sale of Equip.  172.50
Credit 151 Equipment 300.00
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» At the same time a receipt will be written for @00 sale price of
the equipment. This appears in the Receipts Jbwittathe entire
$200 credited to account 435, Loss and Gain on@&ale
Equipment.

» The result of this combination of entries is that:

w  The original cost of the equipment has been remdnged the
Equipment asset account;

= The total accumulated depreciation for 4 ¥, yeasshiegen
removed from the Accumulated Depreciation accoamdt

= The Loss and Gain on Sale of Equipment shows balahce
of $27.50 credit (a debit of $172.50 and a crefli$a00),
which represents the net gain on the sale.

309.24 Accounts Payable

We assume that all current bills for operationhaf $chool are paid
promptly at the end of the month, and that ordipdhere is no carry-
over of unpaid bills from one month to the nextot&lthat the
statement is “paid promptly at the end of the mdnirhis means that
the checks should actually be written for all catsting bills during the
month in which they are to be recorded. It ispraiper to “hold open”
the Disbursements Journal for a week or ten dags tife actual end of
the calendar month and pay the bills after the mbat actually
closed. With the assumption of payment in the im@mtvhich the
purchase is made, the necessity for recording atsqayable—
unpaid bills—seldom arises. When an account isezhover the
month-end, or especially over the year-end, ieguired that the
purchase be properly recorded in the month in whielas made, and
that a liability be set up for the unpaid amounhis is done by a
simple General Journal entry debiting the approprexpense or other
account—inventory, operating expense, or other—aaditing
account 201, Accounts Payable. This has the edfestiowing the
expense or inventory value at the close of the mantd reports a
liability outstanding at the same date. When inéecedure is followed,
it is proper tareversethis journal entry on the first day of the new
month—debit 201 Accounts Payable, and credit inwgntuperating
expense, or other account. When the bill is phiel disbursement can
be entered in the conventional way, as a crediagh in bank, and a
debit to the expense, inventory, or other account.
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309.25 Long-Term Liabilities

A long-term liability is defined as one that is doe payment at some
date beyond one year from the date of the finarst#ément. Let us
suppose that you enter into a contract for thelpsge of a bus:

» The total purchase price is $25,000

» You have traded in the old bus for $5,000 (anderthd proper
entry for disposition of the old bus, as descrilvegaragraph
309.23)

» The balance of $20,000 is payable over the naxtyears in equal
payments monthly payments of $416.67 plus intexe$2 percent
per year on the unpaid balance

The purchase will be recorded as follows:

Debit 153 Bus Equipment 25,000.00

Credit 435 Loss & Gain on Sale of Equipment 5,000
209 Notes Payable, Current Portion 5,000.00
291 Notes Payable, Long-term 15,000.00

This recognizes the total cost of the new bus,its¢kde Loss and Gain
account with proceeds of the “sale” (trade-in)ha# bld bus, and
divides the remaining unpaid balance into $5,008 diuring the
coming year ($416.67 x 12) and the remainder asig-term liability
due in subsequent years. Interest is computed pedcent per year on
the initial unpaid balance of $20,000: 12 perce$20,000/12 = $200.
Of course the amount of monthly interest will desre with each
payment as the unpaid balance of the loan decred$esentry to
record the first payment on the new bus is asViilo

Debit 209 Notes Payable, Current Portion 416.67
548 Bus Interest Expense 200.00
Credit 101 Cash in Bank 616.67

The accounting aspects of such an arrangemenbammplicated.
The administrative details of the transaction aghlly important: No
transaction incurring a long-term liability or fany other long-term
commitment should be entered into without the espfermal
approval of the governing board of the school. sTdttion should be
taken in advance of consummating the transactidrsaould include
authorization for the transaction, specifying theoant of the loan,
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interest rate, terms of payment, and type of sic(in this case
probably a conditional sale agreement or chattetgage on the bus).

309.26 Closing the Ledger

In previous paragraphs we have outlined the praeefdu closing the
special journals—Income, Receipts, and Disbursemdnts advisable
that general journal entries be posted during thatinas soon as they
are prepared and approved. At the close of thetmedfiter all the
remaining postings have been made, the accourtbevikviewed to
determine which of them need to be adjusted baf@meystem is ready
for the preparation of the financial reports. Meend entries typically
include the recording of the month’s depreciatibequipment,
adjustments between inventory and expense accantshe
recording of any unpaid bills carried over the efithe period. Itis at
this time that the Patrons Accounts Receivablededfould be totaled
and brought into agreement with the control accddritin the general
ledger. When all of these adjustments have bemrded in General
Journal vouchers and posted to the ledger, thédtea in preparation
for the compilation of financial reports is the pagation of a trial
balance of the ledger. This will be discussed@rext paragraph.

309.27 General Ledger Trial Balance

We have emphasized throughout this discussiorethaty posting
made to the general ledger must be a balanced-etttsl debits for
each entry must equal total credits. This is tiue final month-end
postings from the special journals, and equallthefposting of
General Journal vouchers. If all entries to theegal ledger are in
balance, it follows that all the account balancethe general ledger,
when combined, will be equal between debit balaaoelscredit
balances. The process of proving this is the pegjom of thetrial
balance

1. Foot all debit and credit postings for each accauthe general
ledger; subtract debits from credits or vice vetsaletermine the
balance of the account. Be sure to differentiatevben account
debit balances and credit balances.

2. When this has been done for every account in thgele prepare a
list of all accounts, showing debit balances in coleimn, credit
balances in another. Add the debit balances; laeldredit
balances. The total of the two columns shouldegre
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3. If the trial balance is out of balance, it is adigation that either:

a. The basic entries from the journals were ndallance

b. The amounts from the journals were incorregtigted (posted
as a debit instead of a credit, perhaps, or pastadvrong
amount)

c. The footing and balance of each ledger accaast
incorrectly done

d. The balances were incorrectly entered in tlaétialance

e. The trial balance itself was incorrectly adtedrrive at the
column totals

4. To check for these possible erraisyersethe order in which they
are listed in 3 above:

Check addition of trial balance columns

Check recording of balances from ledger td biédance
Check footing and balancing of ledger accounts
Check postings from journals to ledger

Check journals to determine that column tatisesent a
balanced entry

caooe

When the General Ledger is proved to be in balaneegre assured
that all entries are arithmetically correct andbatance. A trial balance
does not prove that the entries themselves arectarr principle, only
that they balance and that debits equal creditheV¢his point is
established, we are ready for preparation of thenigial reports. This
subject will be dealt with in Section 310.

Section 310  The Budget Plan of Operation
310.01 The Budget Plan of Operation

The Church Manuakpecifically recommends the budget plan of
operation for all churches, and by implication éburch schools as
well (see paragraph 105.05). This principle isifer mandated in the
North American Division Working Policy 2001-20B215 15 as
follows:

Budget Plan—All denominational organizations shall follow the
budget plan of financial operating. The contrgltommittee
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shall approve the annual operating budget. It fieathe
responsibility of the officers of each level of argzation to
require subsidiary organizations in their territtmyfollow the
budget plan.

Essential points in the above policy, which willdiscussed in detail in
this section, are

= Adoption of the budget plan
ww  Approval by the governing board

310.02 Preparation of the Budget

If the budget is to be considered as an effectig&riiment of control
for the institution, it is essential that the budige prepared, approved,
and put in operation at the beginning of the sclyeal. Budget
preparation is frequently a process involving déstons, decisions,
and trade-offs. Therefore, the mechanics of pedfmar should be
started well in advance of the close of a giverostiear for
implementation at the beginning of the new yeane Treasurer is not
the final word in the preparation of the budgeg budget itself is an
administrative tool, and its form and content Wil determined by
administrative decision by the governing board.wieer, the
treasurer, as custodian of the financial recordscertainly be
responsible for furnishing factual data as to costl areas of school
operation. These data, usually based on actuahtipg figures and
compiled in a form very similar to that of the ®taent of Financial
Activity, will be presented by the treasurer, prafgy at least sixty
days prior to the opening of the new school yeathé principal, who
will consult with his staff as to necessary modifions in past
performance to accommodate increasing costs, névitigs, etc.
Either the governing board as a whole or—a moreiefit plan—a
budget or finance committee of the board will teark with the
principal and the treasurer in bringing the budggt final form for
submission to the full board.

310.03 Budget Base

It is the usual situation that budgeted incomeotssufficient to cover
all the cost requirements that grow out of the plahthe
administration for the coming year. Income shdgdbudgetedirst
and should be based, not on unduly optimistic ptaas, but on
conservative expectations as to
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Student enrollment

Assistance in the form of subsidies from constitwdmrches
Agreed subsidies to be received from the local @@mfce
Miscellaneous income such as bookstore, cafetdoi@ations, etc.

When the first computation of costs is made, itdsa solution simply
to increase projected income to meet those cé&asher, the incomes
must be realistic, and costs must be tailoredttwithin those incomes.
Obviously, there will usually be a good deal of oiggtion by the
principal and treasurer with staff members whoexgected to operate
within the budget, and with the constituent chusch&he budgeted
costs are not to be imposed on staff members aduardfrom higher
authority. A broad consensus must be reachedrenstaff—who are
the individuals who will be required to live withiheir budget
limitations—must be in general agreement and réagymbark on the
new year’s program in a spirit of cooperation. YOadter all these
preliminary steps are taken—history of past yeaperational costs,
modification to recognize new plans and new prograconsultation
with staff members, and involvement by administnatistaff, and
budget or finance committee—is the draft budgetydade submitted
to the governing board for consideration and adopti

310.04 Approval by the Board

It is at this point that the budget as developeitsipreliminary stages
is presented to the full governing board for itprawal. If the work
has been done well and faithfully, only a few ctemghould be
expected at this point. It must be rememberedjghpthat the final
budget is the decision of the board and is thedisanandate and
authorization to the administration to operate imiits terms. The
budget should be approved by formal action of th&rth and evidenced
in the minutes of its meeting, and a copy of thedai should be filed
with the board minutes. When this action has lteken, it constitutes
the general authorization by the board for the adtration to make
routine disbursements for operating purposes withénimitations of
the budget.

310.05 Monthly Financial Reports

The North American Division Working Policy 2001-20B2D5 25
states:
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Financial Reports—Monthly financial reports showing the actual
operating expenses and budgetary provision tostett be
prepared and studied by the organization’s admatise officers.
Treasurers shall keep controlling boards and coteestinformed
by providing monthly financial statements excepthie case of
relatively inactive organizations in which casdestaents may be
submitted quarterly. Boards and committees shooidpare these
statements with the budget adopted at the begirofitige year

and be prepared to act with the officers in indrepscome

and/or decreasing expenditures as may be necessary.

This policy requires the submission to the boarthohthly operating
statements, with a budget comparison column fonbath (or for the
year-to-date), which affords the board an oppotyuii compare actual
operating results with the budget. This necessithteaking down the
annual budget into monthly increments so thatetetid of each month
it is possible to report on the amount of budgefanyision for that
month, or for the year-to-date, of each item obime and expense
shown in the operating statement. The simplesttealp this is to
divide each item in the budget by 12 and to comsid&? of the total
provision for the year as accruing each month.s Thbest done by
using a columnar work sheet, with columns headeduty, August,
Total Two months, September, Total Three Monthd, smon through
the year. If this is done at the beginning ofybar, the treasurer will
be able, with the publication of each month’s ofiegastatement, to
take from the work sheet the budget amount fosthgle month and
for the year-to-date.

310.06 Variable Budget

The plan of accumulating 1/12 of the annual budgetch category of
income and expense, as described above, is sirftpdees have
obvious drawbacks, though, in school operation eleromes and
expenses do not accumulate on an even basis thooutite year.
Tuition income usually is booked on a nine-montkifiasome salaries
are based on twelve monthly payments, others amaiien months;
some operating expenses accumulate evenly thranegyear, while
others are incurred only while the school is irsg@s A more
sophisticated approach is available. This plarotsequired in the
reporting system for all schools. Many of the &rgchools, though,
with a highly qualified full-time staff in the buséss office, may find it
feasible. The plan involves using a work sheetessribed in the
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preceding paragraph. Instead of dividing each ahipudget item into
twelve equal installmentsach iterin the budget is broken down
separately into nine, ten, or twelve segments,th@onthly
increments, thus determined, are entered in theopppte months.
Thus, tuition may be entered in the monthly budgéamns for
September through May. If some salaries are paid tn-month
basis, that portion of salary expense will be exttén the ten-month
columns in which the salaries will be paid; if ctiusubsidies are
payable on a nine- or ten-month basis, they wiksinglarly divided.
All other items will then be divided on the 1/12rgaonth basis. Each
column (including the year-to-date columns) willtotaled, and the
total for the final year-to-date column will equlaé total of the budget
as approved by the board. We repeat: This plantisequired in the
reporting system. We encourage its use in thosescahere the need
for such a breakdown and the necessary persormbbén present.

310.07 Basic System, Monthly Reports

If the work of recording and summarizing the busggansactions of
the month has been properly done, the preparafitreanonthly
financial reports, as required by policy, is notd@nsome. In
succeeding paragraphs we shall go over the pretegdy step; now it
will be helpful to take a final look at the conditi of the accounting
records to make sure they are at the stage whemeports can be
compiled. As the basic accounting system is maiathon a cash
basis, our interest is in the Receipts and Dishesgs journals, which
between them record all cash transactions. TheiRiscJournal will
have been totaled for the month, the month-endstot#l have been
combined with the cumulative totals from the endhaf previous
month, and it will have been determined that tHaroos “cross-foot”;
that is, the total of cash received and depositerls the totals of all
the other columns. This procedure is describgzhilagraph 308.04
(point7). Similarly, the disbursements Journal Wilve been totaled
for the month, completed to include cumulative feg) and the
columns cross-footed and balanced (see paragrabhBtor details).
Be sure that the total deposits entered in theusshments Journal
agrees with the similar figure in the Receipts dalrand that the bank
balance figure is properly computed (beginning hadaplus receipts
minus disbursements equals new bank balance)dditien to the two
journals, there will be a file of ledger cards fatrons, each one
showing charges due for tuition and fees, cash paggrmade on the
accounts, and the balance due for each patrorh aWNiof this
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information in hand, the records are in readinesg®mpilation of the
monthly financial reports.

310.08 Basic System, Statement of Financial Activity

Appendix 3-1 (1) illustrates the recommended foomtiie Statement
of Financial Activity. This statement has alsom&aown as the
Operating Statement, Income Statement, or Profitlanss Statement.
For a number of reasons, the new title is the oateped, and we
recommend its use. Preparation of the statemgahies simply
transcribing pertinent figures from the Receiptd Bisbursements
Journals to their proper places on this stateniesgrting the budget
figures for the month and for the year-to-date ggaaph 310.05 and
310.06), and totaling the various sections of ezdtimn.

ww  Note the heading of the report: It includes firet name of the
school, then the title of the statement, followgdspecification
“Cash Basis.” It is important that, for the baa@rounting system,
the basis of the report be shown. The date lieeiips the period
covered by the report. This statement picturesitswehich have
taken place over a period of time, and it is nofper to date it
simply “December 31, 20xx.” Specify the lengthtloé period, six
months in this case, and the ending date of thegher

= The columnar arrangement fulfills the policy regaient for a
statement that compares actual performance witautteorized
budget. The December figures as to incomes anensgs will be
taken from line 3 of the respective journals; tearyto-date
figures will come from line 5 of the journals. Byet figures for
the month and for year-to-date will come from tiueldpet work
sheet mentioned in paragraphs 310.05 and 310.06.

ww  For the smaller schools for which the basic acdagrgystem is
designed, it may be that some of the entries irsémaple
statement in Appendix 3-1 are superfluous. If yeehool does not
operate a cafeteria, or a bus, or a bookstoree thess will be
omitted. If, on the other hand, you do operateeagghool or
kindergarten, you will want to report the detaifshmt operation.
Keep in mind that the statement forms presentedargles only.
With the counsel of your conference Departmentaiidation,
treasurer, and auditor, they may in all cases bptad to meet
your specific needs.
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= When the income journal entries, as explained énséibcond point
above, have been made, you will have picked up ff@Receipts
Journal the totals of all columesceptthe “Total Cash Received”
and those distribution columns which relate tostriunds”
(accounts such as Home and School, ASB, and classpoojects,
which do not belong to the school itself, but whiak being held
for other persons or organizations) and amountsived as
appropriations intended to be expended for capitgboses, such
as purchases of equipment. Disposition of alléttesals (total
cash received, trust fund receipts, and capital@pjations) will
be covered in later discussion in this paragraph.

w  Entries in the “Expense” section will follow thetman described
in the preceding paragraph for incomes: Totallloafolumns will
be included except those pertaining to total disbonents, total
deposits and bank balance, transactions involvimg funds, and
disbursements for capital expenditures such adpasas of
equipment. It is important that the expense ent@respond
wherever applicable with similar entries for inc@nd hus
instructional income will be matched by instrucabexpense. If
there is an entry for bus income, there should laésan entry for
bus expense, and so on. As will be brought oet latthis
discussion, this relationship between categoriesafme and
classifications of expense is particularly impottan

= When all of the income and expense items have eetned,
bring down the totals as indicated in the samptenfoTotal
Earned Income, Total Operating Subsidies, and ifabamation of
the two) Total Operating Income. Total Operatingp&nse is
entered, and subtracting total operating experms® fotal
operating income, the Net Excess (Deficiency) #goorresponds
to what has commonly been called Net Income frorar@jons, or
Net Profit, or Net Gain. The reason for the chainggesignation
is that the school is not a profit-oriented entitys established to
perform a service to its patrons. While the incerimesome
periods will exceed the related expenses, therdiffee is not a
“profit” in the generally accepted meaning of then.

w  The remaining sections of the report are desigogaick up those
columns of the journals which were omitted eardied which do
not pertain to the day-to-day operation of the sthéirst, from
the Receipts Journal any appropriations receivet the
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churches, the conference, or other sources desig)fat
investment ircapital assets (equipment, a new bus, or whatever)
are entered in the appropriate spaces in the Caulthtions
(Deductions) section. Then from the Disbursem@éatsnal any
expenditure for these purposes is entered. Thaduition to or
reduction of the cash account from these capaalstctions is
entered on the proper line.

iz Just an explanation on the use of parenthesesadndial
statements: The line Net Excess (Deficiency) dfa good
example of this use. If incomes exceed expenked]ifference is
anet excessf income over expense, and the figure is entered
without parentheses. If, however, the expenseesiscthe income,
there is a deficiency, and the figure is enteregarentheses.
Similarly, in the Capital Additions section, if appriations
exceed expenditures, there has been a net adttitibe cash
account from these transactions. If expenditurxesed
appropriations received, there has been a deciedise cash
account, and the figure is entered in parenthe$hs.rule is that
use of parentheses denotes a reversal of the neigmificance of
the amount entered.

i One remaining line must be discussed: Net CaskiRRedt
(Disbursed) from Trust Funds. In order to redunsée
transactions to a single figure, it is necessagotobinethe
figures from the Receipts Journal and from the Disbments
Journal to arrive at the net amount received drudsed. The
resulting figure is entered on this line—in theacldé cash received
is more than cash disbursed and in parenthedes dfisbursements
exceed the receipts.

w  The final line of the report represents the net amof cash
received or disbursed during the period—the monthernear-to-
date. We have entered all operating incomes apdreses to
arrive at the net excess or deficiency in norma&rapons. We
have combined with that figure the transactionatied) to capital
appropriations and capital expenditures to detegrtfie total cash
flow in or out from school business. Finally, wavk brought in
the cash flow from the various non-school fund4l. oAthese
entries combined should take care of every didtidbucolumn in
both the Receipts and the Disbursements Jouriiéls.proof of
accuracy of the entire process lies now in takiotaTCash
Received (which is the same as Cash Deposited) therReceipts
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Journal, deducting Total Disbursements from théolxisements
Journal, and seeing that it agrees with the final bf the
statement, Net Cash Flow for the Period. For thatmof
December only, the figures from line 3 of the jaalsnmust be
used; for the Year-to-Date column, the figures floma 5 of the
journals are used. To repedt:both journals cross foot for the end
of the month and for the year-to-date, &nal columnar
distribution figures have been picked up correatig correctly
entered in the statement, a@hall additions and subtractions in the
statement itself have been performed correctlyfittad Net Cash
Flow figure will agree with the difference showntie journals
between Total Received and Total Disbursed.

310.09 Account Summary

Appendix 3-1 (2) shows a sample report bearinditlee"Account
Summary.” This report is designed to accomplisb tiings: (1) to
summarize all entries in the cash accounts foetige period, and (2)
to report on other financial matters, which, irstbasic system, are not
a part of the Cash Basis accounting records. @ime fs considerably
simpler than the Statement of Financial Activitgalissed in the
previous paragraph; a few brief comments, howewidirbe helpful.

i Note that the heading in this case bears a sirails ®ecember 31,
because the report includes data as of that ddte.first section,
covering the cash account, has separate colummefmember and
Year-to-Date; the second section shows only tharfzals in
various accounts at December 31.

The Cash Account section is self-explanatory. flilseportion of
this section covers beginning balancalincash accounts (as of
December 1 for the December column; as of Julyr tHe Year-to-
Date column). The net cash flow figures are takem the
Statement of Financial Activity, which in turn iambination of
total cash received and total cash disbursed. Bakince,
December 31, is the beginning balance plus theasti flow (or
minus the net cash deficiency). The second podfdhis section
simply details the balances in various cash an#t baoounts that
go to make up the total cash balance as alreadgipted. It is
essential that the two “Cash Balance’ lines in sgistion agree.
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iz |n the “Other Accounts” section we report on asseis liabilities
of a non-cash nature that, in the basic accoustystem, are not
included in the Receipts and Disbursements JourrRdsagraph
308.05 and 308.06 discuss the ledgers for patneth$ca church
subsidies. Entries of charges in these ledgera@reecognized in
the financial reports until cash is paid in. |e ti©Other Accounts”
section of the present report, we give the statssich accounts at
the end of December. Similarly, the two journagart only the
cash transactions affecting trust funds held bystit®ol, but do
not show balances in the accounts. Those balaneedetermined
by the formula (applied to each individual trushduaccount):

Balance, Beginning of Year
+ Cash Received (Receipts Journal line 5)
- Cash Disbursed (Disbursements Journal line 5
= Balance, End of Period

= \We now have total accounts receivable and tathllities.
Subtract liabilities from total accounts receivatadarrive at “Net
Non-Cash Assets.” Bring down from Section 1, CAsbount, the
ending cash balance, add this to the Net Non-Caskt4, and the
result is “Total Net Worth, December 31.”

310.10 Basic System, Supporting Schedules

The Statement of financial Activity is quite obviy a highly—
condensed report of operations for the periodortter to supply the
administration and the governing board with dethitdormation as to
each aspect of the operation, it is necessaryepaoesupporting
schedulego accompany the basic statement. Samples of such
schedules are shown in Appendix 3-1 (3), (4). Mduhave noted that
the Statement of Financial Activity has, on mosé$, a notation “S-1,”
“S-2,” and so on. These references pertain tatipporting schedules
and give details of the makeup of each item showtotal in the parent
statement. Let us examine some of these presmmat detail.

w  S-1 covers a breakdown of activity in the instroc#l area. In
essence, it is a miniature Statement of Finanoisivy for the
classroom operation. Note that income is brokenrdimto several
categories; similarly, expenses are itemized tavshe type of
expense. As noted previously, it may be that secheols do not
have the need for as detailed a breakdown as wsrshmthese
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schedules. The treasurer should counsel withiiheipal and
with the board chair or Finance Committee to deteerjust how
much detail is required in order for them to paridheir functions
properly and on a well-informed basis.

iz Each supporting schedule and each breakdown efnsgs and
incomes should be tailored to the particular openat covers.
The expense categories are not the same in eveey wacessarily,
expenses for bus operation will differ from thosethe
instructional area, or for the cafeteria or thekstore.

i For some categories of expense (Administratiorljtigs, Building
and Grounds, for example) there are no offsettiegines. This is
perfectly proper. The point to keep in mind istttine supporting
schedules should follow exactly the pattern ofgheent statement.
And they shouldgupportthe parent statements; the figures in the
supporting schedule must alwaagreewith those in the statement.

iz |n the sample statements and schedules in App&atljxhe
schedules have been numbered consecutively, anshguid
follow this plan in the preparation of your finaakieports. In the
individual schools the need for supporting scheslwidl vary.
Some schools may not operate a cafeteria or a tmeksnd no
schedules will be required. It is not proper iolsa case to leave
Schedules 2 and 3 unaccounted for, simply becalmmkdoes
not have those operations. Number your schedolesecutively,
leaving no blank or unaccounted-for numbers.

310.11 Comprehensive System, Monthly Reports

Much of the information in paragraphs 310.08 an@d.3Q regarding the
monthly financial reports for the basic systemexgeally applicable to
the comprehensive double-entry system with fullaals. The user of
the double-entry system should by all means reesktiparagraphs
carefully before studying the discussion of thafiaial reports to be
prepared. Of course, there are important diffegento. The basic
system is built on the records of cash flow onhyd does not recognize
income as charged to the patrons or expense asedcuThe basic
system lacks a general ledger, and all data fofitla@cial reports are
picked up from the journals. And while the Statatref financial
Activity is nearly the same in form for both systrthe basic system
includes a listing that we call an “Account Sumniampereas the
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comprehensive plan will present a conventionali@dasheet. With
these preliminary remarks in mind, we can proceehtexamination
of the statements themselves and their supportingdsiles. The
statement forms, completely filled out, are showppendix 3-2.

310.12 Comprehensive System, Balance Sheet

The concluding paragraphs of Section 309 desctibegrocess for
making month-end adjusting entries and takingad bralance of the
general ledger after all postings from all jourrtzdsl been completed.
Assuming that this has been done and that the geleeiger is now in
final form for the month, we can proceed with thegaration of the
balance sheet. The recommended form is shown peAgix 3-2-1.
Every accountant is familiar with this form, whititludes a listing by
category of various types of current and fixed @sdabilities, and
fund balances (with which you are probably familiader the terms
Capital Stock, Retained Earnings, or Net Worthe Brder of
presentation follows exactly that shown in the €b&rccounts.
Actual procedure for preparation of the statemdhtprobably involve
first a preparation of the supporting scheduleswha@s to the balance
sheet, in Appendix 3-2-3. Every account in thebeé sheet section of
the ledger (i.e., accounts 101-349) will be listétier as part of the
supporting schedule to be transferred in totahéoltody of the balance
sheet, or as a separate item in the balance sbelét iComments on
specific items in the balance sheet and its supppschedules follow.

iz Schedule 4 for Fixed Assets summarizes the stétie separate
equipment accounts and their related depreciatitnes. The
historical cost figures are shown, followed by tlepreciation
expense for the current year-to-date, and the aclated
depreciation. Cost minus accumulated depreciaields the net
value of each category at balance sheet date.cddidigures as
shown in the schedule agree with those in the bealaheet. The
depreciation expense for the current period masntivith
schedules of expense that support the Statemétinaificial
Activity (to be discussed in a later paragraphg, ttital
accumulated depreciation in the supporting scheaigilees with
the similar figure in the balance sheet, and thesakie totals in
schedule and parent statement must agree.

= Notes Payable, both current and long-term, is shiova single
supporting schedule (Schedule 6). The columnangement is
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self-explanatory. The figures in each of the fived amount
columns tie in with the listings in current lialidis and long-term
liabilities respectively. It is important that estof disclosure
similar to those shown in the schedule be includédimple
statement that $20,000 is “due after one yearbissofficient.
The reader wants to know the details of the traimae-how the
principal amount is to be paid off, installmentangements,
interest rate, and security, if any.

= Unallocated Fund Balance is shown in the balaneetsis
beginning balance, increase (or decrease) forutrent year, and
the total unallocated at the balance sheet date. ificrease or
decrease figure will agree with the final year-tdedfigure in the
Statement of Financial Activity. The terminologyé&llocated
Fund Balance and Allocated Sub-Funds is preferabiRegular
Net Worth and Net Worth Reserves, both terms af@guous and
not generally accepted.

310.13 Comprehensive System, Statement of Financial Activity

This statement takes the place of that which has bariously known
as the Income and Expense Statement, Profit angl Smdéement, or
Operating Statement. The change of title is waedby the fact that it
includes data not only as to operations, but adsio @apital additions
and expenditures. A sample statement, which relesnimp most
respects the one for the basic system, is showpjrendix 3-2-2. The
supporting schedules are displayed on pages 4 ahédppendix 3-2.
Detailed instructions for preparation of the stagatrand supporting
schedules follow closely those for the basic sydtaund in paragraph
310.08, except that data will be taken from theegainedger accounts,
not from the columnar totals of the journals. Agais in the balance
sheet preparation, it will be advantageous to peefiee supporting
schedules first, and transfer the summarized data them to the body
of the parent statement. Some incidental obsemnsti

i Note particularly the heading of the statemente d@ate line
specifies a period of time rather than a specidited This
statement covers events that have occurred ovrfmaasth
period, and it would be inexact to date the statéragnply
December 31, 20xx. The length of the time pertooutd be
stated, “Six Months Ended . . .”
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i Budget figures will be transferred to both the sutipng schedules
and the parent statement from the work sheet destin
paragraphs 310.05 and 310.06. Note that each gimpo
schedule, as well as the statement itself, catlbdidget data for
comparison with actual performance.

iz For those activities which generate income as aglhcurring
expense, data from the supporting schedules wiitdresferred to
two locations in the statement: Income from suppgrschedule
will be located in the upper portion of the statetmand total
expense will be entered in the Expense section.

310.14 Numbering Schedules

In the sample statements and schedules in the Appesthedules
have been numbered consecutively. In the individciaools, the need
for supporting schedules will vary: some schooéymot have “Other
Current Liabilities” or may not operate a cafeteniaa bookstore.
Number the schedules consecutively for your owrosetatements. It
is not proper to leave Schedule 8 unaccountedrigulg because you
have no “Other Current Liabilities.”

Section 311 The Annual Audit
311.01 The Basic Plan

The Church Manuaknd theGeneral Conference Working Policy
provide that every set of accounting records, ftbenlocal church
through to the General Conference, be audited gaa&hby competent,
professionally-qualified auditors. These auditans elected or
appointed by the General Conference in all leelthi¢ local
conference. The conference executive committeeiafsplocal
conference auditors, who audit the records ofdlellchurches and
church schools, with the concurrence of the Ger@oalfference
Auditing Service. In light of this policy, the chaln school treasurer
and principal should expect a biannual audit revimm the local
conference auditor and should understand in getenrak what the
auditor will do and which records will be required.
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311.02 Preparing for the Audit

If the instructions and recommendations in this nahave been
followed carefully, if all reports have been sulietitaccurately and on
time, and if all records and files have been maieth and held
available, there should be no question of “gettewdy” for the auditor.
It is helpful for the treasurer to know, though,athecords the auditor
will ask for and examine. If all the enumeratecorels are available
and up-to-date, the auditor will undoubtedly beapksl with the
treasurer’'s work. The following points are onlygastions:

i Carbon copies of receipts written (or sequentsing of all
receipts in the Receipts Journal if a pegboarcegyss used).

iz Validated copies of all bank deposit tickets, eattthem agreeing
with the entry of the deposit in the accountingores, and all of
them indicating that there has been no undue deldgpositing
cash received.

iz Disbursement journal showing a listing of all cheekitten, with
proper distribution of the check amounts. A progaucher or
invoice, preferably a document originating outdiaie local church
or school organization, should substantiate eatily @anthe
journal.

iz A separate numerical file of canceled checks. riboattach
canceled checks to the supporting vouchers otHéen with the
bank statements. They should be kept in a sepfimta
numerical order.)

= A file of all monthly financial statements preparmtt presented to
the board.

i A file of bank statements and bank reconciliatiamree for each
month of the year, evidencing that reconciliatibase been
prepared promptly and regularly and have beenwadeby
someone other than the treasurer.

= School board minutes containing authorizationgherannual
budget, for all out-of-the-ordinary expenditures, 6pening and
closing of bank or investment accounts, and fohazation of
signatures and signature changes on accounts.
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As has been said, all of these items are a pdhieafoutine of the
treasurer’s job and should be done whether theaa &udit or not. If
the work is done properly and on time, there iSpreparation”
necessary.

311.03 Relationship With the Auditor

The efficient school treasurer has no reason onf®ous when the
auditor arrived to do the audit. In fact, the aodshould and can be
the school treasurer’s best friend. The auditerdraintimate
knowledge of the difficulties and frustrations tliaé¢ treasurer faces
and is sympathetic with the problem of trying torkvthe burdensome
tasks of the treasurer into an already overcrovmtedram of family
responsibilities, regular employment, church agwignts, and other
tasks. In most cases, the auditor will have hékafiggestions as to
how the treasurer’s work can be done more effibjearid how the
treasurer can save time while still doing a topdgraf work. The
treasurer’s contact with the conference auditoukhnot be limited to
the annual audit. It is well to get in touch witie auditor immediately
when a problem or a question arises. The timeli@ghe problems is
when they occur, not months later when the audipprears for a
regular visit.

311.04 Relationship With the Department of Education

All that has been said in the previous paragramutthe treasurer’s
relationship to the auditor applies with equal &te contacts with the
local conference Department of Education. The atj@r of a school
of any size on any level is a highly-specializeskfand the local
conference Superintendent of Schools and the atafépecially trained
to help you, your principal, and your school boer@¢ope with the
multitude of problems and to make the decisionctvhiill make your
school an effective instrument for the evangel@atf our youth.
Your contact with the conference staff should betioning and
cordial. At the close of the school year whenahdited financial
statement is available, the Department of Educatiaff will probably
use the financial data as a basis for making @etaihformative cost
analyses. The alert school treasurer will be @gtiexd not only in the
results of these analyses, but in the methods tasetke them and in
the significance of the results as a means of gemémg past efficiency
of operation and possible corrective action forftitare. Itis in such
analyses that the value of the accounting systerarbes apparent: It
should be not simply an accumulation of interestirggorical facts, but
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also a means in the hands of the administratioddtecting possible
weaknesses or inefficiencies, and taking timelyaxdive action. With
what you can learn from your conference Departroé&iducation
staff and conference auditor, you can employ timgithods to keep
your administration and governing board informexhfrmonth to
month of areas that might require their attention.

Section 312  Other Responsibilities of the School
Treasurer

312.01 Accountant or Administrator

Assignment of duties to the school treasurer vamids circumstances.
In some cases the treasurer is simply chargedthétiduties of
receiving and disbursing funds and maintainingatbeunting records;
and the job may be a part-time arrangement. Inyro&the larger
schools, the treasurer is an administrator in gdmefiarge of all aspects
of the financial administration. There may beafsivailable to
perform the duties of the cashier and the accountBine principal may
care for some of the matters discussed in theviitig paragraphs; in
other cases the treasurer may be assigned thegsmsdslities. In
either case, the information in this section cam lggiide to whatever
individual carries these duties.

312.02 Commitment of School Funds

It is sometimes overlooked that any individual nmaka purchase in the
name of the school is thereby committing the schoglay for that
purchase out of school funds. This being the dasenecessary to
make sure, in advance of any purchase, that fureda\ailable to pay
the bill and that the expenditure will fall withihe terms of
authorization, either general or specific, grarigdhe school board.
Especially in the larger schools where several [geopay be involved
in making purchases of various kinds, it is weditta purchase order
system be used, and that all concerned personsstade that no
purchases are to be made without a purchase agaexdsby a
designated individual—the principal or the schoeasurer, in most
cases. That individual will need to be sure toatf are available
within the budget to cover the purchase befordrigsthe purchase
order.

312.02



312.03 Local Church School Insurance

Most conferences in the North American Division nioave a
designated Loss Control Officer who is responsibidooking after
the insurance program not only of the conferergsdfitbut of the local
churches, schools, and conference institutionsedls s school
treasurer, you should work closely with this coafere representative
to make sure that your school is properly proteetgainst the usual
property loss risks from fire, flood, windstorm¢ etagainst public
liability claims covering both students and memrthe public who
may be injured while on school property; workemsiipensation
coverage for teachers and for all other employédiseaschool; and
coverage for risks of burglary, holdup, vandaligte, You should
inquire, too, if it is the policy of your conferemto carry a fidelity
bond on local school personnel responsible fohtmalling of school
funds or other assets.

312.04 Repairs and Upkeep

In an extensive school plant, there will probaldysbperson assigned to
the physical tasks of repairs and upkeep. Asdtiiwity invariably
involves the expenditure of funds, the school teaswill necessarily
become involved in it. The treasurer should keefpuch with plans
for major expenditure of funds and should make ,sueéore
commitments are made, that funds are availableaiged for and
that the proper authorization has been voted bgctheol board. As
the financial officer of the school, the treasurerst keep in touch with
all such arrangements. Financing should alwayartsnged in
advance, not after the work is done and the moasybken spent or
obligated.

312.05 Building Projects

In the case of major building projects, the schoedsurer will be
required to assume an additional load of respditgifor proper
maintenance of the accounting records and the &gk accounts
involved in the project. A complete discussioraofounting for
building projects is contained in Section 208 d$ tihanual. Before
such a project is adopted for the institution,¢harch school treasurer
should study that section carefully and become imédrmed as to just
how to administer the funds and maintain the rezord
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312.06 Legal Documents

As mentioned in th€hurch Manualparagraph 107.01), the local
conference association is the custodian of alllldgauments relating
to the local church and school properties or talldgsiness with
anyone. The reason for this is that the local stisousually not a
legally incorporated body; rather, it is a “voluntassociation” which
has no legal standing as a body. The Conferensechktion is legally
incorporated and is authorized to hold title togeny. Therefore, any
deeds or other documents pertaining to the propériye school
should be in the name of the conference assocjaimhthe documents
should be sent promptly to that office.
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Seventh-day Adventist Church School

WEEKLY CASH STATUS REPORT

at9a.m. , 20xx
Bank Operating Account:
Ending Balance, Last Report
Cash Receipts: On Accounts Receivable
Rcpt. Nos. Cash Sales
Other
to
Sub-Total
Disbursements:  Check # to #
BALANCE, Bank Operating Account
Other Checking Accounts:
Payroll Imprest Account (Fixed Balance)
Time Deposits:
Union Natl. Bank CD due '4/1/xx
Imprest Cash Accounts
TOTAL CASH on Hand and in Banks
Remarks:
Signed

General Cashier
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School Name

RECEIPTS JOURNAL

Month
Total Amoun{ Total Amoun — TUlTIQN - MISCELLANEOUS - 3 .
: . Tuition Music Fees Cafeteria Gas Sales Misc. o | Balance Dug Date Received From By
Deposited Received &)
@) 2 3 4) 5) (6)

TOTAL THIS PAGE

TOTAL BROUGHT FORWARD

TOTAL TO DATE FOR PRESENT MONTH

TOTAL BALANCE FOR PREVIOUS MONTHS

TOTAL INCOME YEAR-TO-DATE
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Page Number

SUBSIDIES OTHER INCOME
Conf (7) | Church (8)| Church (9) Church (14)) Church (1Ghurch (12)) Church (13 Misc Op (144) Other (15) Ck Ex Home & |Student
A-Library A-Bk Store |A-Stud Aid (16) School (17)[Projects (18
Receipt B-Equip B- B-Equip Grades 1-10
Num C-Op C- C-
D-Sub Teach D- D-
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A SEVENTH-DAY ADVENTIST SCHOOL

Statement

Student's Name

Home
Address

Home Phone

Grade

Denomination

Church Membership

Address
Discount Rate
Remarks
City
Total TUITION MISCELLANEOUS o
e]
Date of | Amount 8 Balance| Date of
Charge | Receive: [Tuition Music Fees CafeterinGas Sale Misc. Due Receip

ACCOUNTS RECEIVABLE LEDGER
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School Name

DISBURSEMENTS JOURNAL

Month
CHECK GROSS CHECK BANK DEPOSIT |DATE OH
NUMBER PAYEE DATE AMOUNT DISCOUNT AMOUNT BALANCE AMOUNT DEPOSIT

TOTAL This Page
TOTAL Brought Forward
TOTAL for Present Month

TOTAL From Previous Months

TOTAL Year-to-Date
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INSTRUCTIONAL EXPENSES

WAGES

SUPPLIES

OTHER

Teachers

Sub Tch

Tchr Aids

Other

Office

Class Rm Exp Library

Test Books

Sports/Plygr _Furniture/f

X
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Page Number

UTILITIES INSURANCE PLANT and GROUNDS MAINTENANCE
Telephone Equip Repail Wages (21) Bldg Maint | Grounds Suj
Gas (14 Lights (15 Water (16 (17) (20) Codes M C ( (22) Sup (23 (24) Custodial (2&
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BUS EXPENSE

Wages
(26

27)

Parts &
Repairs
(29

Insurancse
(30

Gas & Ol
(31

Misc Op
(32

Ref/Ret
Ck (33)

Check ExcH
(34)

Cafeteria
(35)

Home &
Sch (37)

Student Projects

ASB (38)] Classrm (3

9) Savings
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CHART OF ACCOUNTS

Account Account
Number Title Number Title
ASSETS FUND BALANCES (NET WORTH)
Current Assets 301 Unallocated Fund Balance
101 Bank Checking Account 302 Current Changes in Baidnce
102 Savings Account Allocated:
(Use as needed 103, 104, 105, etc.) 305 Bus sub-fund
109 Imprest Cash Funds 306 Building Sub-fund
111 Accounts Receivable, Patrons (Use as needed 307 onward)
112 Accounts Receivable, Churches
119 Allowance for Bad Accounts
Inventories: CAPITAL ADDITIONS
121 Instructional Supplies 351 Capital AppropriatioBsnference
122 Administrative Supplies 352 Capital Appropriatip@surches
123 Bookstore Supplies 353 Capital Donations, Other
124 Bus Operating Supplies
125 Cafeteria Supplies
OPERATING INCOME
Fixed Assets 401 Tuition
151 Equipment 402 Tuition Discount
152 Accumulated Depreciation 403 Music
153 Bus Equipment 404 Fees
154 Accumulated Depreciation 405 Pre-school or Kindeem
155 Library 412 Church Operating subsidies
156 Accumulated Depreciation 421 Donations, Operating
422 Bookstore Income
423 Bus Income
LIABILITIES 424 Cafeteria Income
Current Liabilities (Use 425-430 or other auxiliary incomes)
201 Accounts Payable 431 Interest Income
202 FICA Taxes Payable 438 Miscellaneous Operating Income
203 Federal Withholding Payable
204 State Payroll Taxes Payable
209 Notes Payable, Current Portion OPERATING EXPENSE
211 Home and School Instructional
212 Associated Student Body Wages
213 Yearbook 501 Regular Teacher
Classroom Projects 502 Music Teacher
221 Grade 1 503 Home Economics Teacher
222 Grade 2 504 Substitute Teachers
(etc.) 505 Teacher aides
251 Pre-registration Deposits 506 Payroll Taxes, Terach
252 Check Exchange 507 Teacher Travel
508 Field Trips
Long-term Liabilities Supplies
291 Long-term Notes Payable 511 Classroom
512 Music Teacher
513 Home Economics Teacher
514 Library
515 Grading & Testing
516 Professional Growth
517 Student Insurance
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Account Account
Number Title Number Title
OPERATING EXPENSE (cont'd)
518 Depreciation Expense Administration:
519 Provision for Bad Debts 551 Wages
552 Payroll Taxes
Bookstore: 553 Travel
526 Wages 554 Office Supplies & Stationery
527 Cost of Goods Sold 555 Postage
528 Supplies 556 Insurance, Property/Liability
557 Taxes
Pre-school or Kindergarten 558 Depreciation Expense
531 Wages
532 Payroll Taxes Utilities:
528 Supplies 566 Gas and Fuel
567 Electricity
Cafeteria: 568 Water
536 Wages 569 Telephone
537 Payroll Taxes
538 Food and Supplies Building and Grounds Care:
571 Wages (Maintenance/Custodial)
Bus Operation: 572 Payroll Taxes
541 Wages 573 Supplies
542 Payroll Taxes 574 Repairs, Outside Charges
543 Gasoline and Oil 575 Depreciation Expense
544 Repairs
545 Other bus Supplies Miscellaneous Operating Expense:
546 Taxes and Insurance (Use 581-599 as needed)
547 Depreciation Expense
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SEVENTH-DAY ADVENTIST SCHOOL

Journal Voucher

No.

DEBIT

Explanation:

CREDIT
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School Name

INCOME JOURNAL

Month
- L
Previous Total Charg — TUlT_ION - MISCELLANEOUS - 8 Balance Du¢ Date Name Account Charged
Balance Tuition (1) | Music (2) Fees (3) | Cafeteria (4) Gas Sales () Misc (6) O

Total This Page:

Total Carried Forward:

Total Balance for Present Month:
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Page No.

SUBSIDIES

Conf (7) Church (8) Church (9) | Church (10 Church (1

)

Church (12Church (13)

A - Library

B - Equipment

C - Operation

D - Sub Teach
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Name of Asset

FURNISHINGS AND EQUIPMENT RECORD

Date Acquired

Ident. No.

Model No. Serial No. Color or Finish
Purchased From Invoice Price Other Costs
Total Cost Salvage Value Depr. Base Est. Life
Year Ending Annual Deprec |Accum Deprec| Net Value Year Ending Annual Deprec |Accum Deprec| Net Value
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S-1

S-2
S-3

S-5

S-6
S-6

S-2
S-3
S-4
S-5
S-7

S-9
S-10

LOCAL SEVENTH-DAY ADVENTIST CHURCH SCHOOL

STATEMENT OF FINANCIAL ACTIVITY

(Cash Basis)

Six Months Ended December 31, 20xx

INCOME
Operating Income

Instructional

Auxiliary Service:
Bookstore
Cafeteria
Bus Operation
Other

Total Earned Income

Operating subsidies

Church A

Church B

Conference

Other Operating Donations
Total Operating Subsidies
Total Operating Income

EXPENSE
Instructional
Auxiliary Services:
Bookstore
Cafeteria
Bus Operation
Other
Administration
Building & Grounds
Utilities
Other
Total Operating Expense

Net Excess (Deficiency) of
Cash from Operations

CAPITAL ADDITIONS (DEDUCTIONS)

Capital Appropriations:
Churches
Conference
Other

Capital Expenditures:
Equipment
Other

Net Additions (Deductions)

Net CashExcess (Deficiency)
from School Operations

Net Cash Received (Disbursed)
for Trust Funds

Net Cash Flow for the Period

December Year-to-Date
Actual Budget Actual Budget
5,810 22,870 22,870 21,500
581 600 3,025 2,400
1,820 1,800 7,187 7,200
8,211 7,775 33,082 31,100
600 1,800 2,400
900 900 3,600 3,600
900 1,500 5,400 6,000
9,111 9,275 38,482 37,100
4,875 5,000 21,497 20,000
474 525 2,850 2,100
1,681 1,800 7,054 7,200
912 900 3,875 3,600
460 450 1,904 1,800
700 600 2,728 2,400
9,102 9,275 39,908 37,100
9 -0- (1,426) -0-
850

500 500

150 150

(450) (1,250)

200 250

209 (1,176)

50 250

259 (926)
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LOCAL SEVENTH-DAY ADVENTIST CHURCH SCHOOL
Account Summary
December 31, 20xx

December Year-to-Date
CASH ACCOUNT:
Beginning Balance 1,570 2,755
Net Cash Flow (Deficiency) for the Period 259 (926)
Cash Balance, December 31 1,829 1,829

Cash on Hand and on Deposit:
Bank Checking Account 1,829 1,829
Savings Account

Petty Cash Funds

Cash Balance, December 31 1,829 1,829
Balance
December 31
OTHER ACCOUNTS:
Accounts Receivable:
Patrons--Current 1,871
Patrons--Previous Year Balance 320
Other Receivables:
(List) church A 600
Total Accounts Receivable 1,791
Liabilities:
Home and School 142
Associated Student Body 71
Others (List) worth Student Aid Trust Fund 322
Total Liabilities 535
Net Non-cash Assets 2,256
Cash Balance, December 31 1,829

Total Fund Balance, December 31, 20xx 4,085
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LOCAL SEVENTH-DAY ADVENTIST CHURCH SCHOOL

S-1 Instructional
Income:
Tuition
Less Tuition Discount
Net Tuition Income
Music
Fees
Other (List)
Total Instructional Income

Expense:
Wages:
Regular Teacher
Music Teacher
Other (List)
Payroll Taxes
Teacher Travel
Field Trips
Supplies
Other (List)
Total Instrucitonal Expense
Net Income, Instrucitonal

S-4 Bus Operation

Income: Bus Fees

Expense:
Wages

Payroll TaxesGasoline and Oil

Repairs
Other Supplies
Taxes and Insurance
Total Bus Expense
Net Income, Bus Operation

S-6 Operating Subsidies
Cash Received:
Church A
Church B
Total Church Subsidies
Cash Received, Conference
Total Operating subsidies

Statement of Financial Activity
Supporting Schedules

Six Months Ended December 31, 20xx

December
Actual Budget
5,610 5,200
70 200
5,540 5,000
180 155
90 220
5,810 5,375
3,300 3,000
452 500
300 280
170 220
125 100
427 800
101 100
4,875 5,000
935 375
600
900 900
900 1,500
900 1,500
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Year-to-Date

Actual Budget

21,540 20,800
185 800
21,355 20,000
650 620
865 880
22,870 21,500
13,000 12,000
2,100 2,000
1,208 1,120
740 880
515 400
3,653 3,200
381 400
21,497 20,000
1,373 1,500
1,800 2,400
3,600 3,600
5,400 6,000
5,400 6,000




LOCAL SEVENTH-DAY ADVENTIST CHURCH SCHOOL

S-7 Administration Expense
Wages

Payroll Taxes

Administrative Travel
Supplies and Stationery
Postage

Insurance, Property/Liability
Taxes

Other (List)

Total Administraiton Expense

S-8 Building and Grounds Care
Wages (Maintenance/custodial)
Payroll Taxes

Supplies

Repairs, Outside Charges

Other (List)

Total Building & Grounds Expense

S-9 Utilities

Gas and Fuel
Electricity

Water

Telephone

Total Utilities Expense

Statement of Financial Activity
Supporting Schedules

Six Months Ended December 31, 20xx

December
Actual Budget
600 600
47 48
62 50
107 75
41 25
70
55 32
912 900
273 250
22 20
64 90
64 50
37 40
460 450
320 260
257 225
15 15
108 100

700 600
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Year-to-Date

Actual Budget

2,400 2,400
206 192
310 200
350 300
108 100
350 280
151 128
3,875 3,600
1,210 1,000
97 80
301 360
166 200
130 160
1,904 1,800
1,210 1,040
1,033 900
54 60
431 400

2,728

2,400



S-1
S-2
S-2
S-2
S-3

S-4
S-4
S-4
S-4

S-6

LOCAL SEVENTH-DAY ADVENTIST CHURCH SCHOOL
BALANCE SHEET
December 31, 200xx

ASSETS

Current Assets
Cash and Bank 41,538
Accounts Receivable: Patrons 5,217
Churches 2,200
Other 804 8,224
Inventories 2,785

Total Current Assets 52,547

Fixed Assets
Equipment (at cost) 27,192
Buses (at cost) 12,722
Library (at cost) 5,091 45,005
Less: Accumulated Depreciation 14,743
Total Fixed Assets 30,262

Total Assets 82,809

LIABILITIES AND FUND BALANCE
Current Liabilities

Accounts Payable 1,597
Notes Payable, Current Portion 4,000
Payroll Taxes Payable 604
Trust Funds 1,811
Other Current Liabilities
Total Current Liabilities 8,012

Long-term Liabilities
Notes Payable, due after one year 9,000

Total Liabilities 17,012

Fund Balance
Unallocated, Balance July 1, 200xx 44,319
Increase, Year-to-date 6,929
Unallocated Fund Bal, December 31 51,248
Allocated:
Bus Sub-fund 4,549
Building Sub-fund 10,000
Total Fund Balance 65,797
Total Liabilities and Fund Balance 82,809
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S-9

S-10
S-11
S-12
S-13

S-14
S-14

S-9

S-10
S-11
S-12
S-13
S-15
S-16
S-17
S-18

LOCAL SEVENTH-DAY ADVENTIST CHURCH SCHOOL
STATEMENT OF FINANCIAL ACTIVITY

INCOME

Operating Income
Instructional
Auxiliary Services:
Bookstore
Cafeteria
Bus Operation
Other
Total Earned Income

Operating Subsidies
Churches

Conference

Other Oper Donations
Total Operating Income

EXPENSE
Operating Expense
Instructional
Auxiliary Services:
Bookstore
Cafeteria
Bus Operation
Other
Administration
Building and Grounds
Utilities
Other
Total Operating Expense

Six Months Ended December 31, 20xx

NET EXCESS (Deficiency)

from Operations

CAPITAL ADDITIONS

Capital Appropriations
Conference

Churches

Other

Total Capital Additions

INCREASE (Decrease) in

Fund Balance

December
Actual Budget
23,240 22,500
2,471 2,250
3,209 3,000
1,870 2,000
30,510 29,750
5,000 5,000
185
35,695 34,750
19,330 20,250
1,820 2,125
2,598 2,750
1,629 1,825
3,952 3,600
1,840 1,800
2,880 2,400
34,049 34,750
1,646 -0-
500
400
900
2,546
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Year-to-Date

Actual Budget
91,480 90,000
8,880 9,000
12,220 12,000
7,851 8,000
120,431 119,000
20,000 20,000
720
141,151 139,000
85,248 81,000
2,405 8,500
11,087 11,000
7,200 7,200
15,244 14,400
8,016 7,200
10,872 9,600
140,072 139,000
1,079 -0-
2,000
3,000
850
5,850
6,929



LOCAL SEVENTH-DAY ADVENTIST CHURCH SCHOOL

Schedule 1: Cash and Bank
Bank Checking Account
Savings Account #1
Savings Account #2
Petty Cash

Total Cash and Bank

Schedule 2: Accounts Receivable
Patrons:

Current

Previous Year Balance

Less Allowance for Bad Accounts
Patron Accounts Receivable, net
Churches
Other

Total Accounts Receivable

Schedule 4: Fixed Assets
Equipment, Instructional
Administration
Building and Grounds
Total Equipment
Buses
Library
Total Fixed Assets and
Accumulated Depreciation

Schedule 6: Notes Payable

(1) Security Pacific Bank

(2) Blank Union Revolving Fund
Total Notes Payable

Note:

(1) Conditional sale agreement on Bus #3, paymentxsop®r month, principal and interest, all due

within one year.

Balance Sheet

Supporting Schedules

1,488
20,000
20,000
50
41,538
5,887
581
6,468
1,251
5,217
2,200
807
8,224
Depreciation Accumulated Net
Cost This Year Depreciation Value
12,225 1,524 4,981 7,244
7,879 604 2,478 5,401
7,088 520 2,010 5,078
27,192 2,648 9,469 17,723
12,722 725 5,274 7,448
5,091 5,091
45,005 3,373 14,743 30,262
Current Due After
Portion One Year Total
3,000 3,000
1,000 9,000 10,000
4,000 9,000 13,000

(2) Unsecured promissory note to Blank Union ConfeeeRevolving Fund, payable $xx per year for tearye
with interest on unpaid balance at 8 percent. €unpayment due March 1, 20xx.
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LOCAL SEVENTH-DAY ADVENTIST CHURCH SCHOOL
Statement of Financial Activity
Supporting Schedules
Six Months ended December 31, 20xx

December Year-to-Date
Actual Budget Actual Budget
Schedule 9: Instructional
Income:
Tuition 22,440 21,800 86,160 87,200
Less Tuition discount 280 800 740 3,200
Net Tuition Income 22,160 21,000 85,420 84,000
Music 720 620 2,600 2,480
Fees 360 880 3,460 3,520
Other (List)
Total Instructional Income 23,240 22,500 91,480 90,000
Expense:
Wages, Regular Teacher 13,200 12,250 52,000 49,000
Music Teacher 1,808 2,000 8,400 8,000
Other (List)
Payroll Taxes 1,200 1,120 4,832 4,480
Teacher Travel 510 880 2,220 3,520
Field Trips 500 400 2,060 1,600
Supplies 1,708 3,200 14,212 12,800
Other (List) Depreciation 404 400 1,524 1,600
Total Instructional Expense 19,330 20,250 85,248 81,000
Net Income, Instructional 3,810 2,250 6,232 9,000
Schedule 12: Bus Operation
Income: Bus Fees 1,870 2,000 7,851 8,000
Expense: Wages 1,050 1,200 4,400 4,800
Payroll Taxes 84 85 352 340
Gasoline & Oil 321 350 1,409 1,400
Depreciation 108 120 725 480
Repairs & Supplies 31 35 174 140
Taxes & Insurance 35 35 140 140
Total Bus Expense 1,629 1,825 7,200 7,200
Net Income, Bus Operation 241 175 651 700
Schedule 14: Operating Subsidies
Church A 1,200 1,200 4,800 4,800
Church B 1,800 1,800 7,200 7,200
Church C 2,000 2,000 8,000 8,000
Conference
Total Operating Subsidies 5,000 5,000 20,000 20,000
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LOCAL SEVENTH-DAY ADVENTIST CHURCH SCHOOL

Statement of Financial Activity

Supporting Schedules

Six Months ended December 31, 20xx

Schedule 15: Administration Expense
Wages
Payroll Taxes
Administrative Travel
Supplies & Stationery
Postage
Insurance, Property/Liability
Taxes
Other (List) Depreciation
Total Administration Expense

Schedule 16: Building & Ground Care
Wages (Maintenance/Custodial)
Payroll Taxes
Supplies
Repairs, Outside Charges
Other (List) Depreciation
Total Building & Grounds Expense

Schedule 17: Utilities
Gas & Fuel
Electricity
Water
Telephone
Total Utilities Expense

December

Actual Budget
2,400 2,400
192 192
248 200
428 300
164 100
300 280
220 128
3,952 3,600
1,092 1,000
88 80
256 360
256 200
148 160
1,840 1,800
1,280 1,040
1,028 900
60 60
512 400
2,880 2,400

Appendix 3-2-5

Year-to-Date

Actual Budget

9,600 9,600
768 768
1,240 800
1,400 1,200
432 400
1,200 1,120
604 512
15,244 14,400
4,840 4,000
388 320
1,604 1,440
664 800
520 640
8,016 7,200
4,840 4,160
4,132 3,600
216 240
1,684 1,600

10,872

9,600
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All references are to part, section, and paragraphbers.
(310.09 refers to Part 3, section 310, paragraph 9)

A-

Account Summary

B0.09, Appendix 3-1

Accountant, School Treasurer as 312.01
Accounting, Building Projects Section 208
Church School 106.07
And Reporting 303.07
Accounting System, Basic Section 308
Comprehensive Section 309
Criteria 308.03, 309.03

Local Church

Accounts Payable

Sections 206, 207

Accounts Receivable

207.09, 309.24

Ledger

308.07, 309.08
309.14

Accrual system

Administrator, School Treasurer

309.01, 309.02
312.01

Adventist Book Center Business
Analysis of Church Expense

209.02

Analysis of Financial Statements

207.07, 210.07
311.04

Annual Audit
Annual Report, Church

Sections 211, 311

Approval, Budget

210.13, Appendix 2-3
310.04

Audit, Annual
Local Church

Sections 211, 311

Preparing for

Section 211, 102.14

211.02, 311.02
106.08

Auditing

Auditor, Conference
Relationship with

301.04

Auditor, Internal

211.03, 311.03
202.08

Authorization, Bank Accounts
Disbursements

205.01, 307.02

Auxiliary Operations
Cash from

204.04, 306.03

Auxiliary Organizations
Funds of

304.05, 305.05

102.07

Balance Sheet, Church

School

240.08, Appendix 2-2

310.12, Appendix 3-2



Bank Accounts Sections 205, 307

Church School 205.02
Interest on 206.15
None Maintained 203.15
Bank Deposits 203.08, 304.06
Entry of 308.10
Bank Reconciliations --------------- 205.07-205.10Hibit 2-4, 307.06
Bank Transactions 309.18
Board , School 301.02
Budget, Church 206.04, Section 210
Budget, Church Expense 105.05, 105.06
Comparison 210.06
Monthly 310.05
Preparation of 210.10
School 310.01-.06
Unified 206.04, 210.11
Budgeting and Reporting Section 310
Building Campaigns 203.17
Building Projects 312.05
Accounting for Section 208
Financing 106.05
-C-
Capital Projects 302.06
Cash, Custody of 304.04, 305.03
Cash Basis 308.01, 308.02
Cash Exchange (%.06, 308.04, 308.10
Cash from Auxiliary Operations 304.05
Cash Status Report 308,809.17, Exhibit 3-1
Changes, Bank Accounts 307.02
Chart of Accounts ------------- 207.03, Exhibit 2-809.06, Exhibit 3-5
Check, Endorsement of 304.08
Form of 306.02
Check Disbursements Section 306
Check Exchange (85.06, 308.04, 308.10
Checks Returned (.08, 204.09, 306.08
Church Expense, Analysis of 207.07, 210.06
Church Expense Budget 105.05, 105.06
Church Funds, Local 102.06, 206.03
Church Manual Pat 1, 201.01
Church School Subsidies 302.03
Collections, Cash 305.05

Comparative Reports 210.09




Conference Funds

206.02

Remitting
Conference Receipting

102.12
203.11

Conference School Subsidies

302.04-302.06

Continuing Education

303.04

Custody of Cash 304.04, 305.03
-D-
Debt, Avoidance of 106.04
Department of Education ----------------- see EduoatiDepartment of
Deposits, Bank 308.10
Depreciation, Equipment 309.07, 309.22
Disbursements Section 204
Authorization 204.04, 306.03
Building Project 208.04
Check Section 306
Documentation 204.02, 306.04
Petty Cash 305.04
Disbursements Journal ------------ 206.10-12, 207 bghibit 2-6, 2-9,

30504, 308.10, Exhibit 3-4

Disbursement Vouchers

102.13, 204.03

Discount, Tuition
Disposal of Fixed Assets

309.12
309.23

Documentation, Disbursement

204.02, 306.04

204.03

Documents, Filing
Documents, Legal

{17.01, 209.05, 312.06

Donations, Non-cash

203.16

Section 207, 309.02

Double-entry System

Dual Custody of Funds

203.03

-E-
Education, Department of 301.03, 311.04
Education and Training 303.04
Endorsement, Check 304.08
Envelopes, Tithe, Handling 203.12
Equipment 309.07309.08, 309.21-309.23
-E-
Fees, School 302.02
FICA 204.06, 306.07
Financial Management 302.07
Financial Statement Analysis 311.04

Financial Statements

see Reports, Financial



Fixed Assets

309.07, 309.21-309.23

Foreign Currency
Fund Overdrafts

203.07, 304.07
204.07

106.06

Funds, Accounting for

Auxiliary Organizations
Commitment of

102.07

209.01, 312.02

Conference 1023, 204.04, 206.02
Remittance of---------------------- 210.02, Exhiki2-3, 2-7 206.11
Custody of 102.02
Disbursement of Section 204
Dual Custody of 203.03-203.05
Imprest Cash Section 305
Incoming Section 304
Local Church 102.06, 206.03
Personal Literature Orders 102.09
Receiving and Receipting Section 203
Receipting £3.10-203.14, 304.02
Remitting to Conference 102.12
Report of 210.03
Sabbath School 102.04
Funds, Safeguarding Purpose 102.08
Solicitation of 106.01
Sources of 304.01
Transfers of 206.16, 308.10
Youth Society 102.05
-G-
Gain and Loss, Equipment 309.23
General Journal 207.05
Gifts, Special 105.03
Gospel Finance Section 103
Growth, Professional 202.06
-l, J-

Imprest Cash

203.09, Section 305

Imprest System 305.01
Miscellaneous 308.04
Income Journal 309.09-.11, Exhibit 3-7
Insurance 107.03
Church 209.05
School 312.03
Interest Expense 309.25

Interest Income

205.05




Internal Auditor 202.08

Inventories, Supplies 309.20

Investments Sections 205, 307
Reporting 205.06, 307.05

Journal, Disbursements----------- 206.10-.12, 207 Bxhibit 2-6, 2-9,

308.10, 309.15, 309.16, Exhibit 3-4
General 207.05
Income 309.0%809.11, Exhibit 3-7
Line Proof 206.13
Posting 207.04
Receipts 206.05-206.09, Exhibit 2-5, 308.04, 309Exibit 3-2
Journal Voucher 3099) 309.19, Exhibit 3-2
Judgment, Church Treasurer 202.03
-L-

Ledger, Accounts Receivable 309.14
Closing 309.26
General 207.01
Opening 309.08
Patrons 308.05, Exhibit 3-3
Subsidies 308.06

Legal Documents 17.01, 209.05, 312.06

Liabilities, Long-term 309.25

Line Proof, Journal 206.13

Literature Ministry 209.02, 209.03

Literature Orders, Personal 102.09

Long-term Liabilities 309.25

Loss and Gain, Equipment 309.23

-M, N-

Maintenance and Repairs 102, 209.07, 312.04

Management, Financial 302.07

Manual, Church 201.01

Members, Payment by 102.10
Relationship with 102.15

Miscellaneous Income 308.04

Miscellaneous Offerings 206.06

Non-cash Donations 203.16

NSF Checks

See Returned Checks



-O-

Offerings Section 105
Miscellaneous ------------- 105.02, 203.05, 203.266.06, 210.11
Poor Fund 105.04
Sabbath 203.01
Sabbath School 105.01

Office Operation 202.07

Officers, Church
Duties of Section 101
Quialifications of 101.01

Opinion, Auditor’'s
See Statement, Auditor’'s

Outside Groups, Offerings 203.06
Overdrafts, Fund 204.07
-P, Q-

Patrons Ledger 308.05, Exhibit 3-3
Payroll, Church 204.06, 207.08

School 306.07
Pegboard System 08.08, 308.08, 309.05
Petty Cash

See Imprest Cash
Poor Fund 105.04
Posting Journals 207.04
Preparation, Budget 310.02

Receipting 203.12, 203.13
Projects, Building 203.17
Properties, Maintenance of 107.02
Purchases, Church Members 209.03

Open Account 207.09

Payment for 306.04
Qualifications, Church Officers 101.01

Church Treasurer Section 202

School Treasurer 303.03

Technical 303.03

-R-
Receipting Funds 203.10-203.14, 304.02
Receipts, Cash 304.03
Church Members 102.11
Distribution of 203.14

Numbered 203.18




Receipt, Quarterly Exhibit 2-1
Receipts Journal 206.05-.09, Exhibit 2-5, 308.04,. B8, Exhibit 3-2

Receiving and Receipting Funds Section 203
Reconciliations, Bank ------------------- 205.07-.08xhibit 2-4, 307.06
Records Retention 211.04
Redeposit, Returned Checks 204.08, 306.09
Reimbursement, Petty Cash 305.06
Relationships, Church members 102.15
Department of Education 311.04
Personal 202.04, 303.02
With Auditor 211.03, 311.03
Remittance, Conference Funds204.05, 206.11, 218xX4bit 2-3, 2-7
Repairs and Maintenance 102, 209.07, 312.04
Report, Annual 210.13
Comparative 210.09
Financial Sectior210, 310.07-310.14
Local Church Funds 210.03, 219.04
Reporting and Accounting 303.07
Reporting and Budgeting Section 310
Reporting, Basis for 206.17
Savings and Investments 205.06
Returned Checks 204.08, 209, 306.08, 308.10
Redeposit of 306.09
Revolving Fund Loan 208.03, 208.07
-S-
Sabbath Church Offering 203.01
Sabbath School Funds 102.04
Sabbath School Offerings 203.04
Savings Accounts 205.04, 204, 206.15, 307.04
Reporting of 307.05
Schedules, Supporting----- 310.10, 310.13, 310.hendix 3-1, 3-2
School Accounting 106.07
School Bank Accounts 205.02
School Board 301.02
Social Security 204.06, 306.07
Solicitation of Funds 106.01

Statement of Financial Activity----310.08, 310.2pendix 3-1, 3-2
Statements, Financial
See Reports, Financial
Steward, Treasurer as 303.01
Stewardship 103.01
Reporting on 210.01




Subsidiary Ledger, Accounts Receivable --------------------- 309.14
Subsidies, Church 302.03

Conference 302.04-302.06
Subsidies Ledger 308.06
Subsidies, Payment of 308.09
Supplies Inventories 309.20
Support, Schools Section 302
Supporting Schedules

See Schedules, Supporting

-T-

Tithe Section 104

Use of 104.02
Tithes and Offerings 106.03

Transfers Between Funds

206.16, 308.10

Treasurer, Change of
Church

205.10, 307.07

Custodian of Funds

Section 102
102.02

Qualifications
School

101.01, Section 202

School, Other Responsibilities
Trial Balance

Section 303
Section 312

309.27

Trustees of the Lord’s Finances
Tuition and Fees

202.6, 303.04

Tuition Discounts

302.02

309.12

Two-signature Bank Accounts

-U,V, W, Y-

205.03, 307.03

Unified Budget

206.04, 210.11

Variable Budget 310.06
Voucher Check 306.02
Vouchers, Disbursement 102.13
Filing 204.03
Form of Exhibit 2-2
Journal 309.08309.19, Exhibit 3-6

Youth Society Funds

102.05



