INTERNAL CONTROL QUESTIONNAIRE

This Internal Controls Questionnaire is provided by the Diocese of Atlanta for completion by parishes with total revenues of less than $500,000.  The Questionnaire is to be completed annually by parish personnel or a designated representative(s) of the parish familiar with the financial processes prior to the commencement of the Agreed Upon Procedures or Financial Inspection by an internal parish committee.  The Questionnaire has been designed to assess the adequacy of the parish’s internal control procedures and to provide the CPA or the Inspection Committee a basis from which to assess the need for recommendations for improvement. Based on guidelines in the Manual of Business Methods in Church Affairs, the references to “MBMCA“ provide chapters and sections in the manual that discuss the specific standards.  
Parish/Town:
For the year:

Completed by Name:
Phone:

Title/Position:
Email:  

Budget 

(MBMCA: Chapter I Financial Management, Sec A-D)
1. Is the budget for parish operations approved by the Vestry?

2. Are all changes to the budget authorized by the Vestry and recorded in the minutes of the meetings?
3. Is there a process in place for the ongoing review of the budget throughout the year?
Reporting

(MBMCA: Chapter III Bookkeeping, Sec D Financial Report Examples)
1. Do the financial reports include all funds and activities including designated and restricted, Trust and Endowment funds? 

2. How often are the reports submitted to and reviewed by the Vestry?
3. Are the operating results compared to the approved budget in the financial reports?
Receipts

(MBMCA: Chapter II-5 Internal Controls CASH and Chapter III Bookkeeping Sec B)
1. How are the collections protected from theft or misplacement from the time of receipt until the time the funds are counted and deposited?

2. When are the collection receipts counted and deposited? 

3. Are there at least two unrelated persons responsible for counting and depositing the collections?

4. How are the persons responsible for counting receipts selected and rotated on a periodic basis?

5. Do the counters have a standardized form for recording the deposit information?

6. How are the counters' sheets reconciled with actual deposits and, discrepancies investigated?

7. Is there a control prohibiting the cashing of checks from the currency received?

8. Are all of the pledge envelopes or other memoranda retained and reconciled to the recorded amounts?

9. Are all other cash receipts recorded and deposited on a timely basis?

10. Under what circumstances are cash receipts deposited into accounts other than the operating account? 

11. How often are periodic statements provided to donors of record?  

What is the procedure for recording donated gifts and fundraising purchases on the statements of the donors? 

Disbursements

(MBMCA:  Chapter II-10 Internal Controls)
1. Are all checks pre-numbered and issued in sequence?

2. What is the approval process for all disbursements?

3. What supporting documentation accompanies checks presented for signature?

4. Are all voided checks properly cancelled and retained?

5. Are all checks payable to specified payees and not to cash or to bearer?

6. What process is in place to prevent duplicate payment?

7. What is the signature policy for checks?

8. Do checks over a preset amount require more than one signature? If yes, what is that preset amount and what procedure is followed in obtaining the co-signature?

9. Are all disbursements requiring special approval of funding sources properly documented in the Vestry minutes?

10. Are checks ever signed or cosigned in blank before the amount and payee information is completed?

Payroll

(MBMCA:  Chapter III Bookkeeping Sec 3 and Chapter IV Taxes Sec A and Chapter IX Records Management Employment & Personnel Records IV 4-5)
1. Are complete personnel files maintained on each employee?
2. Are payroll tax returns filed on a timely basis? 
3. Are Forms 1099 being provided for payments of $600 or more to all non corporate and individuals who are not employees?
4. Are Form W-2 wages reconciled to the general ledger accounts, and all four quarterly payroll tax returns? 
5. Are clergy housing allowances recorded in the minutes of the Vestry no later than the first meeting of the year? (MBMCA: See sample “Resolution and Letter for Housing Allowance”  Appendix A  Forms A-2)
Bank Account Reconciliation

(MBMCA:  Chapter II Internal Controls Section 11)
1. How often are all bank accounts reconciled with amounts shown in financial statements?
2. Who performs the bank account reconciliations?
3. List all bank accounts.

4. Are all bank accounts, including clergy discretionary accounts and organizations such as the Episcopal Church Women in the name of the parish using its Federal Employer Identification Number?
Journal Entries

(MBMCA: Chapter III Bookkeeping Sec 4)
1. What documentation is maintained to support each journal entry? 

Petty Cash

(MBMCA:  Chapter III Bookkeeping Sec 6)
1. What safeguards are in place to protect the petty cash funds or Petty Cash bank accounts? 
Investments

(MBMCA: Chapter II – 11 and Chapter III-7 Bookkeeping for Investments)
1. How often are investment statements reconciled with amounts shown in Financial Statements?
2. Are all investment instruments held in the name of the church only? 
3. List the procedures for recording and reporting income.
4. What is the procedure for protecting investment instruments?
5. Who has the authority to make investment decisions regarding church funds?
6. Who has the authority to open accounts on behalf of the church?
Are payments or transfer of funds to third-parties from Investment Accounts prohibited?

Property and Equipment

(MBMCA: Chapter VI-18)
1. Is formal approval from the Vestry required for all property and equipment additions and dispositions?
2. How are fixed assets (all property, furniture, fixtures, and equipment) accounted for?  Are they carried on the financial statements?

3. What method is used to calculate depreciation?

Insurance and Risk Management

(MBMCA: Chapter VII Risk Management & Insurance)

1. Where are the church’s permanent records such as the articles of incorporation (if applicable), by-laws and real estate deeds kept?
2. Is there a periodic review conducted with an insurance agent to ensure the adequacy of the insurance: coverage?
3. Is there a periodic review conducted to ensure that adequate controls are in place to prevent loss?
4. If computers are used for financial or parishioner data, are files backed up at least weekly?  Is back-up media stored in a secure location?
5. What is the plan for recovery of data and continuation of operations in the event of a disaster?

Liabilities and Other Debt

(MBMCA: Chapter III-14 Bookkeeping Sample Format)
1. Is all borrowing or indebtedness authorized by the Vestry? 
2. Are all liabilities noted on Financial Reports to Vestry?
Restricted Gifts and Income

(MBMCA:  Chapter III-3c Bookkeeping)
1. Are records maintained of all bequests, memorials, endowments, or any other restricted gifts?  
2. What procedures are in place to insure that restricted gifts are used in accordance with the donor restrictions?

Discretionary Funds

(MBMCA: Chapter V Clergy Discretionary Funds)

1. Are all Discretionary Accounts, including monthly bank statement reconciliations, reviewed as part of the Audit Process?

Pledges

1. Explain the process for soliciting pledges from Members and recording the amounts to donor statements.

2. How often and by what medium are periodic statements provided to donors of record?

3. What is the procedure for recording donated gifts and fundraising purchases on the donor statements?
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