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What you need to know about financial policies and procedures if you are  

a MANAGER or TREASURER  

for a PARISH GROUP, ACTIVITY, EVENT or FUNDRAISER  
 

 

This memo is aimed specifically at parish group treasurers – but it contains information that anyone working with 

money at St. Mark’s will need to know.  For more, please contact: 

• The Parish Administrator for Finance & Membership (PAFM): Susan Block (susan.block@stmarks.net) 

• The Bookkeeper:  Warren O’Hearn (wohearn@hotmail.com) 

• The Parish Treasurer:  Andrew Stafford (astafford611@gmail.com) 

• The Assistant Parish Treasurer: Penny Hansen (PennyHansn@aol.com) 

 

YOUR FIRST TASKS UPON APPOINTMENT TO YOUR VOLUNTEER POSITION: 

1. Please inform the Parish Administrator for Finance and Membership (PAFM) that you are now working as a 

parish manager or treasurer – or otherwise working with money at St. Mark’s.  This is very important – and it will 

save you time and effort!  Not all volunteer positions have exactly the same responsibilities and authority – for 

example, not everyone can request checks.  The PAFM can guide you through this memo and point out what applies 

to your particular job – and what does not. 

2. Ask your predecessor for their account records – and for whatever advice they can give you.  If you don’t know 

who your predecessor is – or are not sure if you had a predecessor – ask the PAFM.   

3. Consider recruiting additional volunteers to help you.  If you are a parish manager, you may also act as a treasurer – 

or you may choose to recruit someone else to act as treasurer for the group, activity, event or fundraiser that you are 

to manage.  Note that, while St. Mark’s policy provides that parish groups may appoint only one treasurer, each 

treasurer may recruit others to help them with their work.    

 

YOUR ONGOING RESPONSIBILITIES; WHAT YOU NEED TO KNOW TO DO YOUR JOB: 
 

1. Learn about the accounts that you are to manage (or to work with).   

a. Ask the PAFM for the name and number of the account(s) you are to manage (or to work with); whether 

each is a budget expenditure account or a designated fund account (see the text box below); the  kind of 

expenses/income you may authorize/collect; and whether the funds are shared with anyone else. 

b. Ask the Bookkeeper to provide you with a “detailed transaction report” for each of your accounts, both for 

the past year (for a comprehensive picture of account operations), and for the current year to date.  It is 

especially important to learn the fund balance as of the date you assume your responsibilities. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Budget expenditure accounts:    
• Budget expenditure accounts are used only to pay expenses. 

• The Vestry creates these accounts anew every January, when building the church’s General Fund 

Budget.  (Each budget covers the church’s fiscal year, which runs January to December.)  

• Fund balances remaining at year’s end do not carry over to the next year.  Instead, the balances are 

“zeroed out” at the end of every year. 
 

Designated fund accounts: 
• Designated fund accounts are used not only to pay expenses, but also to collect income. 

• The Vestry creates these accounts, not as part of the General Fund Budget, but as needed – to 

process certain kinds of income and expenses outside the budget.   

• Fund balances remaining at year’s end do carry over to the next year. 
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2. Make a budget for your account. 

a. Work with your parish group, activity or event colleagues to create a budget for your account(s).   If your 

account is shared by more than one parish group or activity, everyone must agree on the budget.   

b. If unexpected expenses arise after your budget has been finalized, consult the Parish Treasurer without delay, 

to discuss how you might increase your income or decrease your expenses.  Note that: 

i. Budget increases for budget expenditure accounts require review by the Finance Committee and 

Vestry approval.   

ii. All fundraisers require Vestry approval.  (See #4 below.)    

 

3. Follow St. Mark’s policies and procedures for managing expenditures. 

a. You will likely need to manage several different kinds of expenses, including reimbursements to parishioners 

for out-of-pocket expenses, and payment of bills presented by vendors. 

b. Expenditure Procedures are detailed in the “St. Mark’s Expense Voucher” – the form used to request a 

check.  It can be downloaded at http://www.stmarks.net/resources/financial/financial-procedures/. 

c. Expenditure Policies: 

i. Never withhold cash income to pay expenses.  All income must be deposited into a St. Mark’s bank 

account.  If you need cash to pay expenses, ask the PAFM about setting up a petty cash fund.  

ii. Make payments in a timely manner.    

iii. Expenses debited to budget expenditure accounts are best paid within the calendar year in which they 

are incurred.  If an expense incurred in one year is not paid until the following year, the expenditure 

will be debited against the following year’s budgeted funds.       

iv. You may not spend more money than is credited to the account you manage, or spend money for a 

purpose not authorized by the Vestry.  Check requests that violate these policies will not be fulfilled 

– even if the requests are made to reimburse parishioners for personal money already spent.   

v. Budget expenditure account balances may never be moved to any designated account. 

d. Helpful hints:    

i. St. Mark’s is exempt from sales tax in Washington, DC and in Maryland.  Ask the PAFM for a copy 

of the sales tax exemption certificates you will need to present to vendors.   

ii. Ask the parishioners with whom you work to obtain approval from you for expenditures before any 

expenses are incurred, so as to avoid going over-budget.   

iii. While it is often preferable for parishioners to pay expenses out of their personal funds and then ask 

for reimbursement, this won’t work for everyone.  With planning, it may be possible to obtain a St. 

Mark’s check and pay for goods or services (at least in part) before they are delivered.   

iv. If you plan to raise money to fund a project or activity, begin planning far enough in advance to 

obtain the requisite Vestry approval of your fundraiser (see #4 below) – and to finalize the amount of 

money you will have to spend before you start spending.   

 

4. Follow St. Mark’s policies and procedures for collecting, counting and depositing income.   

a. Note that this section applies only to Designated Fund Accounts (which are the only kind of accounts that 

can collect income). 

b. Income Procedures are detailed in the “St. Mark’s Deposit Form.”   This form can be downloaded from the 

St. Mark’s website at http://www.stmarks.net/resources/financial/financial-procedures/.   

c. Income Policies:  

i. All income – without exception – must be deposited into a St. Mark’s bank account, and must be 

deposited within the calendar year it is received:   

1. Checks should be made payable to St. Mark’s – with your parish group or activity named in 

the check memo. 

2. If you expect to receive income close to the end of the year, ask the PAFM for help to insure 

a timely deposit. 
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ii. Donations and Fundraisers: 

1. All fundraisers – defined as the solicitation of funds from any parishioner for any reason – 

must be approved by the Vestry.  See the “Fundraising Application and Report” that can be 

downloaded at http://www.stmarks.net/resources/financial/fundraising-policy/ 

2. Unsolicited donations may usually be accepted without Vestry approval provided no 

conditions are set by the donor on how the funds are to be spent.  If a donor wishes to set 

conditions, the Vestry must approve the gift before it can be accepted. 

iii. Transfers of funds between accounts:  All transfers require prior approval from the Parish Treasurer 

and (depending on the particulars) may also require approval of the Vestry.   The Bookkeeper will 

not transfer funds between accounts without a direct authorization from the Treasurer. 

d. Helpful hints for coping with the trend away from old-style checks and check-books: 

i. Many people now use only “online-bill-pay” checks.  Contrary to what many assume, with just a 

bit of planning, these checks can be used in most of the same situations in which old-style checks 

were once used.   

1. If asking parishioners to bring checks with them to an event, ask them to make their online-

bill-pay check payable to “St. Mark’s Church, in care of [payor’s name]”  and to have the 

checks mailed to their own home in advance of the event.   

2. If asking parishioners to mail checks to you at your home, ask them to make their online-

bill-pay checks payable to “St. Mark’s Church, attn: [your name]” with your home address 

as the mailing address.   

ii. Encourage parishioners to ask their own banks for additional suggestions (including, for example, 

counter checks, money orders, etc.). 

 

 

 5. Keep a record of all income and expenses, and periodically reconcile your record with the Bookkeeper’s records. 

a. Keep separate records for each account you manage.    

i. For budget expenditure accounts, record the expenditure limit authorized by the Vestry as of the 

beginning of the current budget year (January 1), all expenditures since then, and a running balance. 

ii. For designated fund accounts, record the fund balance as of the date the account was turned over to 

you, every deposit and expenditure since that date, and a running balance. 

iii. For more, see the “Sample Account Record” that can be downloaded from from the St. Mark’s 

website at http://www.stmarks.net/resources/financial/financial-procedures/.  If you need help setting 

up a similar Excel file (complete with automatic formulas), contact the PAFM. 

b. Keep documents to support every record entry: 

i. All St. Mark’s Deposit Forms you submit, with copies of all checks you forward for deposit.  

ii. All Expense Vouchers you submit, with copies of bills, invoices or other documentation for each 

expenditure.   

c. Your account balances must agree with those in the church’s books of accounts, which are kept by the 

Bookkeeper.  Periodically, ask the Bookkeeper to supply you with a “detailed transaction statement” for your 

account(s) and compare your records to his.  If there are differences, you are required to resolve them.    

i. For questions about deposits, contact the PAFM.   

ii. For questions about expenditures, contact the Bookkeeper.  

 

6. Be prepared to submit a Budget Proposal or Accounting Report to the Vestry, upon request, for each of the 

accounts you manage. 
a. Every fall, you should be prepared to respond to a request from the Parish Treasurer for a budget proposal on 

behalf of your parish group for the coming budget (fiscal) year.   

b. At the beginning of every year, you should be prepared to respond to a request from the Vestry for an 

accounting of your parish group’s income and expenditures over the previous fiscal year.  

c. The income and expenditure records you keep will provide you with most of what you need for these reports.   


