Policies and Procedures

Support Ministry (Auxiliary)  Bank Account Guidelines

Germantown Baptist Church

Purpose:  The purpose of this document it to provide guidelines for support ministry bank accounts.  Boy Scouts and Cub Scouts
Support ministry bank accounts must have the approval of the Finance Ministry Team and are subject to the financial policies of the church.
The Church Treasurer, the Pastor of Administration, and the Director of Finance shall be signors on the bank accounts along with the treasurer and president (committee chair) of the support ministry.

The bank statements shall be sent directly to the finance office of the church.

The finance office shall have on-line bank access to reports.  

Accountability:
The support ministry is accountable to the Finance Ministry Team and ultimately the members of the church.

The support ministry will provide a detail accounting of receipts and disbursements to the Finance Office.  

· On the first business day of the month, the Finance Office will submit (electronically) the previous month’s bank statement to the support ministry.  The Support Ministry will reconcile the bank statement and submit a copy of the bank reconciliation along with a monthly income and expense statement to the Finance Office (electronically) by the 6th working day of the month.  

OR    

On the first business day of the month, the support ministry shall submit (electronically) to the Finance Office, an income expense statement (deposits of receipts including date deposited and designation, details of checks written including check number, payee, purpose of expense) to the Finance Office.  The Finance Office, in return, shall reconcile and submit to the support ministry a copy of the bank statement and the bank reconciliation and the GL income and expense report.  The support ministry shall report to the Finance Office any discrepancies by the 8th working day of the month.
· The Finance Office shall enter the details of transactions into the general ledger.  Support ministry activity will be incorporated into the financial reports of Germantown Baptist Church.
Transfer of Budget Funds

Transfer of budget funds will be made as approved by the annual church budget.  If no funds are budgeted, then no funds will be transferred.  

The Finance Office will transfer the funds via bank transfer (we need to make sure that we have this capability on-line)

Changes in the policy and procedures shall have Finance Ministry Team approval.

General Ledger

Recommend that we make this like the homeschool and speech and debate ministries where the congregation can see the cash balance.  So would it show under the operating under designated receipts?  
