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This document identifies roles and responsibilities for management of financial operations at LRUCC.   It involves several organizations, and positions, some of which have principal 

duties other than financial management but are involved also with financial management activities.  The various organizations and positions and their current incumbents include: 

 Governance Board – Rob Peters, Acting Moderator 

 Board of Trustees – Joe Christiansen, Chair 

 Finance Committee  (reports jointly to the Governance Board and the Trustees) – Dave Curtis, Chair 

 Personnel Committee (reports to the Governance Board) – Jean Wheelock, Chair 

 Stewardship Committee – Jen Beckman, Chair 

 Endowment Fund Committee – Rob Peters, Chair 

 Treasurer/Assistant Treasurer – Gary Allen / Mary Summers 

 Comptroller – Dave Curtis 

 Receiving Financial Secretary – staff  (Donna Jones) 

 Recording Financial Secretary – staff  (Donna Jones) 

 Office staff – Donna Jones 

 Contracted Accountant – Your Part Time Controller (YPTC) (Liz Haley) 

 Payroll Company - Paychex 

 Other Boards, Committees, staff, or volunteers involved with particular items. 

Overall Concepts: 

1. Maximize use of the office staff consistent with efficiency and economy of financial operations of the church. 

2. Use contracted accountant for the complex items 

3. The financial management role of the Trustees defined in the By-Laws is to provide authority, guidance, and oversight to the Comptroller and the Treasurer necessary for adequate 

control of the financial operations but to allow efficient practices. 

4. Handling of cash shall be done by two unrelated persons to the maximum extent practical. 

5. At least two persons, unrelated to the payee, shall be involved with activities involving disbursement of funds 
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I. Program Direction & Policy 
Governance Board 

 
Trustees Finance Committee Personnel Committee Treasurer / 

 Assistant Treasurer 
Comptroller Office Staff 

- Approve all 
administrative & 
operational policies 
for the church, 
including: specifically 
financial policies, 
personnel policies, & 
building use policies 

- Provide broad 
overview to Council of 
all business 
operations, including 
financial policies and 
any policies involving 
the building or 
grounds 

- Identify the need and priority 
for defining financial policies  
- Draft such policies and manage 
the process for their adoption. 
- Define and oversee 
implementation of specific 
financial practices consistent with 
approved policies. 

- Identify the need and priority 
for defining personnel policies  
- Draft such policies and manage 
the process for their adoption. 
- Define and oversee 
implementation of specific 
personnel practices consistent 
with approved policies. 

- Position principally 
responsible to implement 
financial policies and 
practices.  This includes 
providing specific 
instruction to other financial 
officers, staff, or support 
contractors. 
 

- Have a broad 
understanding of 
financial policies & 
practices, sufficient 
for independent 
action. 

- Post policies 
approved by the 
Governance Board 
on the LRUCC 
website 

II. Budget 
Governance Board  

&  
Ministry Board 

Trustees Personnel Committee Stewardship Committee Other Boards, Committees, & 
Organizations 

Treasurer / 
 Assistant Treasurer 

Recording 
Financial 
Secretary 

In a joint meeting in 
January: 
-Refine the draft budget 
prepared by Trustees 
-Develop proposed budget 
for approval by the 
Congregation at the Annual 
Meeting. 
 

- Request input 
on all budget 
items 
- Draft budget 
-“Manage” the 
process of 
budget approval  
 

-Working with other 
Boards & Committees as 
appropriate, propose 
employee pay & benefits 
for each employee for the 
budget. 
-Maintain official files of 
employee pay, deduction, 
and benefits. 

- Provide realistic projections to the 
Trustees concerning the anticipated 
contributed revenue. 
- Working with other Boards, 
Committees & Organizations, develop 
and implement a program for 
explaining the proposed budget to the 
Congregation 
 

- Provide timely input 
regarding amount of budget 
request and justification, with 
particular emphasis on any 
changes from prior budget 
levels 

- Once approved, define 
employee pay, deduction, 
& benefits amounts for 
use by payroll company 
- Review and approve 
definition of budget 
entered into ACS 

-Enter 
approved 
budget data 
into ACS 
 

-Review & approve mid-
year budget revisions w/in 
total expense ceiling 

-Evaluate the 
need for, and 
propose, as 
necessary, mid-
year budget 
changes 
 

  -Notify Trustees and Council 
any projected expenses that 
might warrant budget 
revision.  Unless mandatory, 
do not proceed without 
Council approval 
 

-Handle any revised 
budget data the same as 
the initially approved 
budget. 

-Handle any 
revised 
budget data 
the same as 
the initially 
approved 
budget. 
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III. Managing Operating Fund and Designated Fund Accounts 
Governance Board Cognizant Board or Committee Finance 

Committee 
Treasurer / 

 Assistant Treasurer 
Comptroller Other Responsible 

Individuals  
LRUCC Office Staff 

- Define the officially 
constituted Board or 
Committee responsible 
for each line item in the 
Operating Fund 
- Approve any specific 
individuals not a part of 
the Cognizant Board or 
Committee authorized 
to approve expenditures 
from an Operating Fund 
line item 

-Propose appropriate budget 
authority to enable the program, 
cost, or activity involved with each 
Operating Fund account. 
-Design and implement the 
program or activity to fit within 
the constraints of the approved 
budget 
-Monitor reports from the 
Treasurer to manage the assigned 
portions of the Operating Fund 

- Assist the 
Governance Board 
in defining the 
responsible Board, 
Committee, or 
responsible 
individual for each 
Operating Fund 
line item 
 

-Monitor expenses from each 
budget line item.  
- Notify the Board, Committee, 
or other responsible individuals 
of any potential issues so that 
appropriate action can be 
taken. 
- Notify the Trustees, for 
information, of any potential 
issues. 

- Monitor expenses 
incurred to ensure 
they are charged to 
appropriate line 
items in the 
Operating Fund or 
to appropriate 
designated funds. 

Persons not on a Board or 
Committee but responsible 
for a budget line item  
- Implement the program or 
activity to fit within the 
approved budget. 
- Report as necessary to the 
Board or Committee 
responsible for oversight of 
the line item 

-Inform the 
cognizant Board or 
Committee of 
expenditures made 
by staff from the 
Operating Fund  

- Define the officially 
constituted Board or 
Committee responsible 
for each Designated 
Fund 

- Manage the use of funds from 
designated funds under direct 
control.  
- Oversee the overall use of 
designated fund under the 
purview of, but not directly 
controlled by, the Board or 
Committee. 

- Assist the 
Governance Board 
in defining the 
responsible Board 
or Committee for 
each Designated 
Fund  
 

-Monitor revenues and 
expenses for each designated 
fund.  
- Notify the Board, Committee, 
or other responsible individuals 
of any potential issues so that 
appropriate action can be 
taken. 
- Notify the Council, for 
information, of any potential 
issues. 
 

- Monitor expenses 
incurred to ensure 
they are charged to 
appropriate line 
items in the 
Operating Fund or 
to appropriate 
designated funds. 

Persons not on a Board or 
Committee but responsible 
for a designated fund  
- Implement the program or 
activity as necessary to 
maintain an appropriate 
balance in the fund 
- Report as necessary to the 
Board or Committee 
responsible for oversight of 
the designated fund 

-Inform the 
cognizant Board or 
Committee of 
expenditures made 
by staff from any 
designated fund  
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IV. Pledges 
Stewardship Committee Treasurer / 

Assistant Treasurer 
Recording Financial Secretary LRUCC Staff 

-Develop and implement a program to  solicit pledges from the congregation 
- Review pledges turned in and clarify intent on any questionable pledge cards 
- Review pledge data entered into ACS 
- Review pledge data entered into VANCO 

- Enter pledge data 
into VANCO. 

- Pledge data entry into ACS  
- Record any revised pledges into 
ACS and notify Stewardship and the 
Treasurer of the revised total. 

-Prepare and maintain working documents as 
necessary to support Stewardship Committee 
during the stewardship campaign. 
-Maintain record copy of pledge cards 
-Maintain record copy of VANCO transaction 
authorizations. 

- Working with the Senior Pastor, develop and implement a program to solicit 
pledges from new members joining LRUCC during the year 

V. Fundraisers and Special Collections 
Ministry Board Stewardship Committee & Ministry Board Treasurer / 

 Assistant Treasurer 
Comptroller Contracted Accountant 

-Approves all special 
collections and fund raising 
activities 

-Maintain a calendar of special collections and 
fund raising activities 
 

-Define specific actions necessary 
to manage funds from approved 
fundraisers and special collections 

- Define the accounts to be 
used for any fundraisers or 
special collections. 

- Implement actions in ACS to 
accommodate fundraisers and 
special collections 
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VI. Special Gifts  
Governance Board Stewardship Committee Treasurer / 

 Assistant Treasurer 
Comptroller Contracted Accountant 

- Participate as requested by 
Stewardship Committee in 
controversial or complex 
situations 

- In accordance with the By-Laws, determine 
whether to accept special gifts. 
-Refer controversial or complex situations to 
the Governance Board 
- Acknowledge special gifts with thank you 
letter to the donor. 

-Implement any actions with 
bank or investment accounts to 
manage special gifts. 

-With the support of the Finance 
Committee and the concurrence of the 
Trustees and the Governance Board, 
define designated funds to be used for 
special gifts. 

- Implement actions in 
ACS to manage special 
gifts  

VII. Receiving & Recording Revenues 
Treasurer /  Assistant Treasurer Receiving Financial Secretary Contracted Accountant LRUCC Office Staff 

Cash and Checks 

- Maintain info copy of summary of 
each revenue posting 
- Resolve any  questions about 
categorization of receipts 
 

- Participate in counting of cash receipts 
- Copy checks, enter data entry into ACS, and maintain deposit records 
- Enter contributor information into ACS for any contributors not 
presently in the database 
- Categorize receipts 
- Deposit funds in bank 
- Notify Stewardship Committee of any special or memorial gifts 

 - Participate in counting of 
cash. 
 

Regular Periodic ACH Transactions (Vanco) 

- Maintain info copy of summary of 
each revenue posting 
 

- Maintain records -Review records of ACH transactions 
imported into ACS to confirm accuracy 

 

Credit Card Transactions (Vanco) 

- Maintain info copy of summary of 
each revenue posting 
-Notify Stewardship Committee of 
any special or memorial gifts. 

  - Record transaction in ACS 
- Record credit card fees in ACS 
- Maintain records 
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VIII. Processing Payments by Check 
Treasurer / 

 Assistant Treasurer 
Comptroller Cognizant Board or Committee LRUCC Office Staff 

-Review vouchers and invoices supporting 
proposed Accounts Payable actions to assure 
adequate documentation  
-Review proposed transactions for correct 
accounting; refer questionable cases to the 
Comptroller 
-Execute transactions  (sign checks) 
 

- Define the list of routine Accounts 
Payable invoices that do not need a 
voucher 
-Define accounts to be used for 
each of the standard voucher 
entries. 
-Resolve questions of accounting 
referred by the Treasurer 
-Periodically review executed 
transactions for appropriate 
categorization of accounts.  
 

- Identify persons authorized to 
approve vouchers in the name of the 
Board or Committee 

- Separate Accounts Payable requests into routine (not needing a voucher) and 
those that require a voucher.   Request a voucher from the cognizant Board, 
Committee, or responsible individual as required.  
-Enter Accts Payable data into ACS and prepare checks for signature 
- Routinely close the previous month in ACS Accounts Payable before 
processing checks for the first time each month. 
- If voucher initiated by other than Board or Committee, provide copy  to 
cognizant Board or Committee for information  
-File records of payments 

IX. Use of LRUCC Credit Cards 
Treasurer / 

 Assistant Treasurer 
Comptroller Contracted Accountant LRUCC Staff Other Authorized Card Users 

- Arrange with the bank to 
provide credit cards for 
authorized users. 
- In the absence of the 
Contracted Accountant, pay the 
bill in a timely manner to avoid 
late payment charges. 

-Define authorized uses and users 
of the LRUCC credit cards  
-Monitor use of the credit cards to 
confirm appropriate accounts being 
charged. 
 

- Periodically review activity 
and credit card A/P balance 
- Pay the bill in a timely manner 
to avoid late payment charges. 
- Enter credit card charges and 
payments into ACS 
 

-Use credit cards for LRUCC related 
purchases as authorized by the 
Board, Committee, or persons 
responsible for the Operating Fund or 
designated fund account. 
- Notify accountant@lrucc.org of 
each use of the credit card, in 
accordance with approved practices.  
-Maintain credit cards available for 
occasional use in LRUCC office safe.   
 

- Use credit card, as specifically 
authorized for on-line, phone, or in-
store purchases. 
-Provide e-mail documentation of 
credit card use to 
accountant@lrucc.org.   
- Provide voucher and packing slip to 
the Comptroller. 

mailto:accountant@lrucc.org
mailto:accountant@lrucc.org
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X. Petty Cash 
Finance Committee Treasurer / 

 Assistant Treasurer / Receiving 
Financial Secretary 

Comptroller Contracted Accountant LRUCC Staff 

-Define policy for use 
of petty cash system 

- Participate in reimbursing people 
- Authorize replenishment of petty cash 

- Code the uses of 
the petty cash 

- Reconcile petty cash balance 
- Record petty cash transactions in ACS 

-Use petty cash system for reimbursement of 
purchases of less than $20. 

XI. Payroll 
Personnel Committee Treasurer / 

 Assistant Treasurer 
Payroll Company Contracted Accountant LRUCC Office Staff 

- In accordance with approved 
policies and approved budget, 
define the pay and benefits for 
each employee. 
-Interface with employees to 
define deductions from 
paychecks. 
  

- Provide the payroll company 
information on the composition of the 
staff, including information on 
deductions for each employee 
- Provide the UCC Pension Board 
appropriate information on benefits for 
each employee. 

-Data processing 
-Prepare & issue checks or EFT 
- Execute EFT to Federal & State 
agencies 
- Issue monthly, quarterly, and annual 
reports of payroll activity 
- Prepare and issue W-2 statements to 
employees 

- Review reports from 
Payroll Company and 
confirm correct entry into 
ACS 
-Confirm accuracy of W-2 
statements prepared by 
payroll company 
-File records of payments 
 

- Report hours worked for each 
employee to payroll company 
(based on timesheets approved by 
head of staff.) 
- Provide approved timesheets to 
Treasurer 
- Distribute checks upon delivery 
from payroll company 
 

XII. Journal Entries 
Treasurer / 

 Assistant Treasurer 
Comptroller Contracted Accountant 

-May define needed journal entries 
-Review executed journal entries 
-Maintain information copy of journal entries 

-May define needed journal entries 
 

-Execute journal entries in ACS 
- Maintain records of journal entries 
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XIII. Bank & Investment Accounts 
Trustees  Treasurer /  Assistant Treasurer Senior Pastor/Associate Pastor(s) Contracted Accountant 

Accounts other than the Deacons’ and Pastors’ Benevolence Fund 

-Provide  guidance to 
the Treasurer on 
management of the 
various accounts 

-Routine management of  accounts in accordance with 
guidance provided by the Trustees 
- Implement all actions with investment accounts 
-Review bank & investment account reconciliations 
 

 -Receive & reconcile bank & investment 
account statements monthly 
-Calculate distribution of funds in bank & 
investment accounts 
-Data entry into ACS 
- File bank & investment account statements 

Deacons’ and Pastors’ Benevolence Fund 

 - May be authorized to sign checks from this account as 
authorized by the Chair of the Deacons in the absence of 
the Senior Pastor 

- Complete discretion on use of funds from 
this account. 
- Reconcile monthly bank statements 

- Forward monthly bank statements from this 
account to the Senior Pastor 
-Transfer funds into the account from 
designated gifts or the Thanksgiving Offering 

XIV. Managing ACS 
Treasurer / 

 Assistant Treasurer 
Receiving and 

Recording Financial 
Secretaries 

Comptroller Contracted Accountant LRUCC Office Staff Other Authorized ACS 
Users 

-Use ACS as appropriate to 
overview financial 
management and trends 

- Use ACS as necessary 
for recording data 

- Oversee use and 
management of ACS 
- Administrative authority 
for ACS 
-Establish specific ACS 
financial accounts 

-Implement details financial 
management in ACS 
 

-Maintain the ”People”  
database  
-Use the People Suite in 
ACS for effective 
management of LRUCC 
 
 

-Use the People Suite in 
ACS for effective 
management of LRUCC 
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XV. End of Month/Quarter/Year 
Treasurer / 

 Assistant Treasurer 
Payroll Company Contracted Accountant 

-Review & concur with preliminary 
report(s) before “final” closing of 
books 

-Forward to LRUCC 
quarterly IRS statements  
-forward to LRUCC annual 
W-2 forms 

-Define actions for closing books at end of each 
month, quarter, & year 
-Data entry for closing of books as required 
-Prepare Form 1099s 

XVI. Reporting 
Personnel 

Committee 
Stewardship Committee Treasurer / 

 Assistant Treasurer 
Contracted Accountant LRUCC Staff 

-Report at least 
annually to Council 
on Compensation 
and benefits for all 
LRUCC employees 

-Report as appropriate to 
Council and the congregation 
on progress during the 
stewardship campaign 
-Report quarterly to Council 
on updates of active pledges  

-Report status of Operating Budget, 
Designated Funds, and Account Balances 
monthly to the Trustees & the Governance 
Board 
-Report annually to Congregation 
-Make special reports as requested 

-Produce financial reports from ACS as 
requested to support financial operations of 
LRUCC 
- Report details of YTD expenditures monthly to 
responsible Boards & Committees 
-Produce routine reports of giving to individuals 

-Assist in production 
of routine reports of 
giving for individuals 

 

XVII. Trends 
Stewardship Committee Treasurer / 

 Assistant Treasurer 

-Evaluate trends in pledging and report 
to Council and the congregation as 
appropriate 
- Interface with the Senior Pastor, as 
appropriate, regarding trends in giving. 

-Evaluate trends in spending; report to Trustees & 
Council as appropriate 
- Support the Senior Pastor and the Stewardship 
Committee regarding trends in giving 
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XVIII. Audits 
Governance  

Board 
Audit Committee Trustees Finance Committee Treasurer / 

 Assistant Treasurer 

- Review results of 
audits and action taken 
to resolve audit findings 
and comments 

-Audit records of 
financial accounts and 
operations annually, as 
required by the By-
Laws and report to the 
Trustees, the 
Governance Board and 
the Congregation. 

-Review results of 
audits and provide 
overall direction 
regarding action taken 
to resolve audit 
findings and comments  

- Review results of audits 
and support the Governance 
Board review of actions 
taken to resolve the findings 
and comments  

- Review results of audits 
and define specific actions 
necessary to resolve audit 
findings and comments 

 


