Section 1

ACCOUNTING
FORM DESCRIPTION FORM NO.
Cash Receipts CoUNt SUMMAIY ......ccvoiioieiieiieeie et sre et sre e enre e 1-01
ENVElope/MONEY ANGIYSIS.....ccoiiiiieiieiiee ettt 1-02
Daily Cash RECEIPLS LOG .....veiviieiiieiieieiesie sttt 1-03
Cash Receipts Posting/Tellers Sheet Summary - General Operating Fund..................... 1-04
Cash Receipts Posting/Tellers Sheet Summary - Restricted Fund .............cccccevveiieennen, 1-05
Cash TranSMITTAL ...........ooiiii et sbe e 1-06
Petty Cash ReIMDUISEMENT ..........oiiiiiiiieee e 1-07
Cash Advance RECONCIHTATION .........ccviiiiiiie e 1-08
Bank Transfer AGVICE ........oiiiiiiiieiee et 1-09
Bank RECONCIIALION.........ccuiiiiiii et 1-10
Request Payment on Returned CheCK............cocoiiiiiiiiiieiicees e 1-11
Cash Receipts Ledger - MONTNIY ........coviiiiiiice e 1-12
Cash Receipts Ledger - Year-End SUMMArY .........ccccocveiiiiieii i 1-13
COoNLHDULION RECEIPL.....ctieiieie et re e 1-14
Acknowledgement of NON-Cash GiftS.........ccooiiiiiiiiiiiiie e 1-15
NOtICE 10 NON-CASH DONOIS........uiiiiiiiiiiieiie e 1-16
Reporting on NON-Cash GiftS .........cccceiieiiiic s 1-17
Informal Pledge/One-Time CONtriBULION..........ccoiiiiiiiiciie e 1-18
LiviNg MemOFial Gift.........oooiiiiiiiiccee e 1-19
Designated Gift NOTITICAtION..........coviieiiei e 1-20
Record of Cash Contributions - ANNUAL ..o 1-21
Record of Cash Contributions - QUarterly ..o 1-22
INVOICE ettt ettt e st e et e e st e s be e et e st e eb e e teeneesreeteeneeare e aeeneenre s 1-23
Vo Lo T T USSR 1-24
Y 1] 111 | PR P PSP PR PPRPPRT 1-25
RequeSt FOr QUOTATION ........eoeiiie et ns 1-26
Vendor INfOrmation SNEEL..........ccviiiiieii e enes 1-27
Justification for Purchase of Equipment/FurnisShings.........cccccvevvvierieereiie e 1-28
PUrChase/FUuNAS REQUEST .........ccveiieiecic ettt ettt e e e ne e 1-29
Purchase/Funds Request CONIOl LOG........couuuiiiriieieiie e 1-30
T 0 (=T N o] o= PR 1-31
Office SUPPIY REQUISTEION .....veeiieieciie et sne e 1-32
RECEIVING REPOIT ...ttt ettt e et e s e sbeeteanaesaeesaeeneeanes 1-33
T =T AV T To N oo U PR R 1-34
CRECK REQUEST ...ttt bbbt 1-35
(08§ T=To3 1 0] o1 o] N 1o o SR 1-36
Spending AUthOriZation LIMItS.......cccuoiiiiiiiiiece e 1-37
EXPENSE AOCALION ...ttt sb et ns 1-38
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Section 1 - ACCOUNTING (Continued)

FORM DESCRIPTION FORM NO.
Purchase/Funds Request ACtion REQUITEM..........cccoviieiieieeie e 1-39
Payables Where N0 INvOices Are RECEIVEA .........cocviiiiiiiiiiiiie e 1-40
Cash Disbursements Ledger - MONthly .........ccocoiiiiiiiie e 1-41
Cash Disbursements Ledger - Year-End SUMMArY .........ccccocveveiiniieie e 1-42
THME SNEEL ...ttt ettt bbb e e s 1-43
Time Sheet - MiNiStry DeSCHPLION .....cooueiiiiiiiieie e 1-44
Time Sheet - BI-WEEKIY ......ocooiiiiiiiee e 1-45
TIME SHEEL - WEEKIY ...t 1-46
Time Sheet - PianiSt/OrganiSt........c.civiieoiiiic s 1-47
Time Sheet - Temporary EMPIOYEE.........covoiiiiii e 1-48
Voluntary Payroll Withholding REQUEST...........cccooiiiiiiiie e 1-49
Minister's Federal Income Tax Withholding ReqUESt ...........ccevveveie i 1-50
Request for Advanced Payment 0f Pay .........ccccceiieiiiiiiicce e 1-51
Employee's Quarterly Earnings RECOIT.........c.oiiiiiiiiiiiiieie e 1-52
Payroll Tax Deposit RECOIT..........coiiiiiiiieieie e 1-53
Employee Monthly EXPENnSe REPOIt........c.coviiiiieiiie et 1-54
Monthly Ministry Mileage LOgG ......cecveiieiiiiieiieie e 1-55
Employee Trip EXPENSE REPOI ........oiieiieiiiie ettt 1-56
Employee's Annual Report for Use of Employer-Provided Vehicle ..., 1-57
Reconciliation of Form W-2 Taxable INCOME ..o 1-58
Amortization of Prepaid INSUFANCE ...........coveiiiieeeiie e 1-59
TUItION aNd FEES SUMMAIY ......eiiiiiiiiiiieeie ettt bbb nrees 1-60
Tuition and Fees Collection Control LOg ..........ccoirieieiiniiinisisieee e 1-61
Accounts RECEIVADIE AQING......coiiieiieieiie sttt e e nre s 1-62
Tuition and Fees Write-Off AUtNOFIZAtioN .........c.ccovvieiiii s 1-63
Mortgage Note Receivable Detail...........ccooiiiiiiiiiiii s 1-64
Schedule Of INVESIMENTS .......cvoiiiieiie et nre e 1-65
Investment Purchase/Sale AUtNOIIZAtioN ...........coviiiieiiiiie s 1-66
SafeKeEPING RECEIPL .. .ooviiie et e e re e e 1-67
Inventory/Stock Balance RECOIM .........ccuoiiiiiiiiiiee e 1-68
Furniture, Fixtures and Equipment SChedule ..., 1-69
Detailed FiXed ASSEt LEAQGET ......ccviiiiieieeie ettt se et sae e nns 1-70
Disposition of Furniture, Fixtures or EQUIPMENL..........cccccveveiieiicie e 1-71
Building Project - BUdQet REVIEW ........cceiiiiiiiieiee et 1-72
Building Project - Projected Monthly Financial ACtIVItY..........ccccoovivviiiiiiieniscne, 1-73
Debt Retirement Budget - Cash FIOW Projections..........ccccecevieeieeieiieieeie e 1-74
Long-Distance Telephone RECOId ..........c.coviiiiieiicie e 1-75
Postage Meter AHOCAION..........cuoiiiiiiie e 1-76
Utilities BIlliNg AHOCALION..........coiiiiiiieiesie e 1-77
JOUINAL ENTIY .ottt ettt e e teene e s teeteeneesreenteeneesneenae s 1-78
Chart of Accounts (Explanation of Numbering Within Account Number)..................... 1-79
Detail Accounting PrintOUL INQUITY ......ooveoiiiiiiieiisie e 1-80
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Section 1 - ACCOUNTING (Continued)

FORM DESCRIPTION FORM NO.
Accounting Transactions STAtISTICS ........c.ecvveiiiiiiccic e 1-81
Year-End Accounting ChecCKIiSt ..o 1-82
Year-End Filing/Storage CheckIiSt...........ooooiiiiiiii e 1-83
Basic Internal Controls ChecKliSt ..o, 1-84

SECOND EDITION ADDITIONS:

Monthly Cellular Telephone LOQ ......cvviveiieieiieieese e 1-85
Electronic FUNAS TranSTer.........ccviiiiiiieee e 1-86
Authorization Agreement for Automatic Deposits (ACH Credits) .........ccccovveerenrienenne. 1-87
Ministry Credit Card REQUEST .........ouiiiiiiiieiisieeee e 1-88
Ministry Cardholder AgQre€mMENT..........ccveiieie e ns 1-89
Real Estate Acquisition Data Sheet (Gifts of Real EState) ..........cccccovevevvevciiiciiccccee, 1-90
Secure ONling DONAtION PAGE ........uoiieiiiie ettt 1-91
Secure Online Planned Giving Contact PAgE .........cccoviveiiiririiiinieieiesese s 1-92
Memorial/Honoring Gift SUMMAIY .........ccoviiiiiee e 1-93
VeNdor UPdate SHEEL.........cviiie e 1-94
FUNAIAISING FACES .....ueiitieitieie ettt sb e sb e nnee e 1-95
Special Projects FundraiSing REQUEST..........ccuiiriiiiieie et 1-96
Credit Card AULNOTIZATION ........oiiiiiieee e 1-97
Acknowledgement of StOCK Gift ..........cccooviiiiiiii e 1-98
Sample Letter from Church Re: Mission Trip GiftS........cccceveiiiiniiiiesee e 1-99
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