Internal Controls Questionnaire
Revised: Summer 2017
Adapted from Manual of Business Methods in Church Affairs (chapter II).  Please see the manual for further detail. 
Note:  A member of the audit committee should ask the treasurer the following questions in order to find out how procedures are presently being handled.  Then, the audit form is used to review and verify the items.
Name of Church:_________________________________________

City:___________________________________________________

Audit Year:__________

Treasurer: ___________________________________
Please circle response:
	1
	Does the church have the most current (2012) Manual of Business Methods in Church Affairs?
	Yes
	No
	

	2
	Have you read it?
	Yes
	No
	

	3
	Has the vestry adopted an accounting policy and procedure manual?
	Yes
	No
	

	4
	If so, have you read it?
	Yes
	No
	None

	5
	Besides the vestry, are other groups are authorized to spend money?  If so, please list them:

	Yes
	No
	None

	6
	If there are other groups with funds, are minutes available from those groups?
	Yes
	No
	None

	7
	How does the vestry protect the cash following the Sunday offering?

	
	
	

	8
	Is a deposit made weekly? By Whom?

	Yes
	No
	

	9
	Is there a policy stating that cashing checks from the currency received is not allowed?
	Yes
	No
	

	10
	What is your procedure about making the deposit? Does someone besides the treasurer see the deposit slips?  

	
	
	

	11
	Are budgeted amounts periodically compared to actual amounts and are differences discussed with vestry?
	Yes
	No
	

	12
	Is there a standardized form used for counting cash?
	Yes
	No
	

	13
	Do two different people count the cash each week?
	Yes
	No
	

	14
	Does the person who makes the deposit count the cash?
	Yes
	No
	

	15
	Are pledge or offering envelopes used?
	Yes
	No
	

	16
	Are quarterly statements provided to donors?

	Yes
	No
	

	17
	Are there any bequests contingent on future events (wills or life insurance)?
	Yes
	No
	

	18
	If so, is there a file on future bequests and gifts?
	Yes
	No
	None

	19
	If there are future bequests who is responsible for assuring compliance with the terms and conditions of all grants, restricted contributions etc.?

List:
	
	
	

	20
	Are all disbursements made by check, credit card, or electronic payments (other than petty cash for small items)?
	Yes
	No
	

	21
	If the church uses electronic transfers how are they monitored?

	
	
	None

	22
	What is the approval process for disbursements?  Who is authorized to approve disbursements (including petty cash replenishment)?

	
	
	

	23
	Do the check signers see the original invoices?
	Yes
	No
	

	24
	Is there a policy stating that signing blank checks is not allowed?
	Yes
	No
	

	25
	Is there a policy that using pre-printed signatures or stamps is not allowed?
	Yes
	No
	

	26
	Are there any checks written to “cash?”
	Yes
	No
	

	27
	Are all account signers authorized by the vestry?
	Yes
	No
	

	28
	What are the names of the check signers?   List:

	
	
	

	29
	Is more than one signature required for any check?
	Yes
	No
	

	30
	How is the treasurer protected if you do not have two signers?


	
	
	

	31
	Do you make journal entries? (Bank fees etc.)  If so, who approves them?


	Yes
	No
	

	32
	Are all bank accounts reconciled within 10 days of receipt?

By Whom? 


	Yes
	No
	

	33
	Does anyone besides the treasurer see the bank statement(s)?
	Yes
	No
	

	34
	If there are other groups that hold funds, do you reconcile the bank statements for them? (ECW, guilds, discretionary funds etc.)
	Yes
	No
	None

	35
	How do you handle checks that are outstanding more than 90 days and 180 days?

	
	
	

	36
	Is the bank notified immediately when there is a change to the authorized check signers?
	Yes
	No
	

	37
	Are all bank accounts included on the financial reports to the vestry?
	Yes
	No
	

	38
	Does the church have petty cash? 
	Yes
	No
	

	39
	If yes, how many people have access to petty cash? 
	
	
	

	40
	How often is petty cash replenished? Who reviews the receipts prior to replenishing petty cash?

How often:_________________
Who approves:
	
	
	None

	41
	Are check cashing and making loans to employees from petty cash prohibited?
	Yes
	No
	None

	42
	How is the petty cash protected from theft or misplacement?
	
	
	

	43
	Does the church have investments?
	Yes
	No
	

	44
	Are investments managed by a professional broker? (If not, who manages them?  Does vestry meet with the professional manager at least once a year?
	
	
	NA

	45
	Is formal approval by the vestry required for all property and equipment purchases and disposals?
	Yes
	No
	

	46
	Is there a detailed inventory list of all property, furniture, fixtures and equipment?
	Yes
	No
	

	47
	When was a review comparing actual property, furniture, fixtures and equipment with the inventory listing done?

	
	
	

	48
	Does the vestry discuss theft prevention?
	Yes
	No
	

	49
	Is there a safe deposit box (or safe)?
	Yes
	No
	

	50
	If there is a safe deposit box or safe, is there an inventory of its contents?
	Yes
	No
	None

	51
	Who is authorized to enter the safe deposit box or safe?

	
	
	NA

	52
	Is the church incorporated?
	Yes
	No
	

	53
	Where are permanent records such as articles of incorporation, by-laws, and real estate deeds kept?

	
	
	

	54
	Are articles of incorporation and by-laws up to date?
	Yes
	No
	

	55
	Is there periodic review of insurance coverage for:  property, liability, fidelity bond, sexual misconduct, directors and officers liability, and worker’s compensation?

(circle all those that have been reviewed)
	Yes
	No
	

	56
	Have all staff and volunteers who work with children attended the diocesan Safeguarding God’s children training and had background checks?
	Yes
	No
	

	57
	Does the church have debt?
	Yes
	No
	

	58
	Is all borrowing or indebtedness authorized by the vestry, Bishop and Standing Committee?
	Yes
	No
	None

	59
	Are all loan agreements and/or lease agreements in writing and properly safeguarded?
	Yes
	No
	None

	60
	Are bills paid on time? (including loan or lease payments)
	Yes
	No
	

	61
	Are all liabilities noted on the financial statements given to the vestry?
	Yes
	No
	None

	62
	Are there records for memorials, bequests, endowments or any other restricted gifts that include the date, amount, donor, and any restrictions of the gift?
	Yes
	No
	None

	63
	Does the vestry approve restricted gifts and grants?
	Yes
	No
	None

	64
	Are investment income and other transactions reported to the vestry at least quarterly?
	Yes
	No
	None

	65
	Are written acknowledgments sent to donors for memorial gifts or endowments?
	Yes
	No
	None

	66
	Does the church have personnel files?
	Yes
	No
	

	67
	Does the church have lay employees? (Clergy are not technically employees, but are considered so for some tax reporting purposes).
	Yes
	No
	

	68
	Does the church provide a life insurance policy for the priest or lay staff?
	Yes
	No
	

	69
	Does the church contribute to a health savings account for clergy or lay staff?
	Yes
	No
	

	70
	Do the clergy or lay staff make pre-tax contributions to 403(b) plans?
	Yes
	No
	

	71
	How do you reimburse for travel expenses? Flat rate or with mileage submission?  Circle or note below

	
	
	

	72
	Have you paid anyone $600 or more for services provided to the church?
	Yes
	No
	

	73
	Are files backed up every time they are updated? 
	Yes
	No
	

	74
	Are back up files maintained off premises or in a fire proof area?
	Yes
	No
	

	75
	Is access to computers and programs limited to authorized users?
	Yes
	No
	

	76
	Are there passwords? If so, are they changed periodically?
	Yes
	No
	

	77
	Are all financial statements printed and kept on file?
	Yes
	No
	

	78
	Is there a plan for recovery of data and continuation of operations in the event of a disaster? (other than prayer)
	Yes
	No
	

	79
	Do you use the cash basis or accrual method of accounting?
	
	
	

	80
	Were there unpaid bills at the end of the year prior to the audit?
	Yes
	No
	

	81
	If so, were these items listed as liabilities on the balance sheet?
	Yes
	No
	

	82
	Is the church facing any lawsuits or potential lawsuits?
	Yes
	No
	

	83
	Are reserve funds set up for building needs?
	Yes
	No
	


Please mail completed form (with copy of the audit form and audit findings letter)

 by September 1  to:  Barb Hagen

Episcopal Diocese of Montana

PO Box 2020
Helena, MT 59624
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Contact Barb Hagen, Canon for Finance & Administration with questions, 800-247-1391.



