Diocesan Internal Control Procedures 

For Preventing Fraud

The Catholic Diocese of Belleville, with the recommendation of the Diocesan Finance Council and the approval of The Most Reverend Edward K. Braxton, Bishop of Belleville has adopted a Fraud and Theft Prevention Policy.  The Diocesan Internal Control Procedures (“Procedures”) developed below are an integral part of the Policy.  These Procedures apply to all organizations under the jurisdiction of the Catholic Diocese of Belleville (“Diocesan Organization”), broken down into two (2) groups: Parishes and their affiliated organizations (PTOs, schools, etc.) and Non-Parish Organizations that cover all other organizations of the Diocese.  The Procedures are to be reviewed and acknowledged by the Parish Leadership or, in the case of a Non-Parish Organization, the Director and all other individuals that handle the funds of the entity.  For purposes of this Procedure, reference to the Director of a Non-Parish Organization means the head of the organization responsible for the direction and general oversight of the organization (i.e. President, Executive Director, etc.)
1. In Parishes, the Pastor or Administrator shall receive the bank statements of all accounts (including the organization bank accounts) unopened, and review the statements for any unusual items. Any impropriety or suspicious transaction shall be reported to the Diocesan Financial Director.  
2. In Non-Parish Organizations, the Director shall receive the bank statements of all accounts associated with the organization unopened and review the statements for any unusual items.  After the review by the Director, the complete bank statement shall be given to the head financial officer or individual that handles the funds for their review of the bank statement for any impropriety.  

3. On each bank account the Pastor, Administrator and Director shall ensure that the following segregation of duties regarding financial procedures and operations are accomplished:

a. The Pastor, Administrator or Director is listed on every account, including organizations of the Parish.

b. At least two (2) signatures are required on every check, including organization accounts.

c. The person who receives cash from the payer does not take the deposit to the bank or record the transactions in the accounting records.

d. The person who prepares the checks for disbursement does not sign the checks.  

e. The person who prepares the checks for disbursement does not prepare the monthly bank reconciliation.

f. All checks from third parties shall be made payable to the respective Parish or Non-Parish Organization.  

g. A monthly bank reconciliation is prepared, compared to the general ledger account, and acknowledged by written signature from the Pastor, Administrator or Director.

4. Collection for Parishes.  

a. The Parish shall assign money counters for Sunday and Saturday night Collections.

b. The money counters are rotated on a regular basis.

c. Tamper Evident Bags are utilized for storing the Collections.

d. The Collections are held in a locked safe, with access to the safe limited to one (1) to two (2) people, with one being the Pastor or Administrator.

e. The money is counted in a secure area with at least two (2) unrelated people present.

f. A Collection Report is completed, signed, and dated by the money counters.  The Collection Report is given to the Pastor or Administrator.
g. All collections are deposited intact.

h. The Pastor or Administrator verifies the deposits to the Collection Reports. 
5. Money counters (at least two ((2)) unrelated people) are utilized for other parish events, such as festivals and dinners. 

a. Pre-numbered tickets are used for the fundraising functions.

b. Reconciliation of tickets sold to cash collected is performed.

c. A Collection Report is completed, signed and dated with the original delivered to the Pastor or Administrator.
d. Deposits to the bank accounts are reconciled to the Collection Reports by the Pastor or Administrator.

6. Non-Parish Organizations and their workers that collect cash or other donations shall:

a. Immediately transfer the cash to the Director with a record of the amount transferred provided to the head financial officer other than the Director.

b. The Director and head financial officer shall verify all deposits of cash and checks.

c. All checks should be made payable to the Diocesan Organization.

d. All cash collections shall be supported by a Collection Report signed and dated by the individuals collecting the money and making the deposit.

e. The Director shall specify such procedures and safeguards necessary to ensure the integrity of the system to provide that all funds are properly accounted for and deposited.

f. For those occasions and events where it is appropriate, the Director shall utilize money counters charged with adhering to the principles set forth above.

7. The Pastor, Administrator or Director shall regularly oversee the money collecting and counting process.  
a. The Pastor, Administrator or Director (or their delegate) reviews, initials and dates the Collection Report completed by the money counters.

b. The Pastor, Administrator or Director regularly compares the Collection Report to the weekly deposit, and immediately investigates discrepancies.

8. All invoices for Parish and Non-Parish Organizations shall be reviewed for accuracy and written approval of the person requesting the goods or service shall be obtained.  All approved invoices must be signed by the individual authorizing the payment.  All approved invoices (with the written approvals) shall be retained for a minimum of seven (7) years.

9. Invoices are attached to the checks when they are given to the check signers.  The check signers carefully compare the invoice to the check.

10. Blank checks are never signed.

11. Checks are never made payable to Cash.

12. The Pastor or Administrator prepares a budget annually.  The Pastor or Administrator monitors its operation against the formally prepared budget.

a. The Finance Council performs an internal audit function.

b. The Finance Council shall assist in the budget process.

c. The Finance Council reviews budget versus actual reports on a regular basis (quarterly recommended).

13. In Non-Parish Organizations, the Director shall prepare an annual budget in those instances where a budget is appropriate.  In the event the Director decides no budget is necessary, this decision shall be confirmed by the Diocesan Finance Office.  
14. In all Diocesan Organizations, all expense reimbursements must be supported by receipts for the goods or services requested to be reimbursed.  The receipts shall be retained by the Diocesan Organization for not less than seven (7) years.

15. All Diocesan Organizations perform background checks, and check applicant references and previous employment before hiring an individual.

16. The Parish facilities are locked when not in use.  

17. The Parish facilities have a security system.

18. In all Diocesan Organizations, there is limited access to the computer which contains the accounting software.

a. The computer is password protected. The password shall be changed whenever an individual leaves the function that previously required their access to the computer and the accounting software.

b. A back-up is performed on a regular basis.

c. The Pastor, Administrator or Director shall maintain and have access to all passwords utilized on a Diocesan Organization’s computer.

22.
Any person becoming aware of any suspected inappropriate transactions or dealings shall immediately contact the Pastor, Administrator or Director of such finding; except if the Pastor, Administrator or Director is the person suspected of the behavior, then contact the Diocesan Financial Director.  

By signing this document I acknowledge that I have read it and understand its application. Further I agree to follow its terms and incorporate these procedures into the financial operation of the Diocesan Organization.  This document is acknowledged by:
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