WAKE MISSIONARY BAPTIST ASSOCIATION, INC.

FINANCE POLICY

Receiving Funds from Auxiliaries:

· Auxiliary Treasurers will count money at their function, complete a deposit slip, make deposit at Mechanics and Farmer Bank (M&F) and notify Financial Secretary of deposit.

· Transmittal forms (3 copies) are to be completed by the Auxiliary Treasurer and all three sheets are to be placed in the money bag with the original deposit slip.

· Financial Secretary will verify funds in the bag at M&F Bank.  

· Transmittal sheets are to be distributed after processing to the Treasurer and Financial Secretary.  A final copy is to be sent back to the Auxiliary Treasurer.  These copies will be stamped “duplicate” by the bank.

· Financial Secretary will open the money bag at the bank and verify funds.  If funds are out of balance, the Financial Secretary notes this information on all three transmittal forms.  
· Financial Secretary signs off on the bank deposit slip received in the money bag and the original deposit slip given by the bank teller will be kept and filed.  

Disbursement of Funds:

· Request for disbursements will be submitted on the disbursement form.  When submitted for reimbursement it must have the Auxiliary’s President signature indicating approval.  This form will then be submitted to the Financial Secretary.

· Financial Secretary will verify auxiliary budget balance before signing the requisition form and submitting it to the Moderator for final authorization.

· Moderator will send approved form to Treasurer for payment who will process for reimbursement.  

· Treasurer will send approved requisition form back to the Financial Secretary for file.  
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