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Diocese of Dodge City
Parish Internal Controls Questionnaire (abbreviated version)


Overview
The careful stewardship of a parish’s financial resources is an important responsibility for the pastor, the bookkeeper, and the Parish Finance Council members. Parish leadership plays a vital role in safeguarding the parish's temporal assets through vigilant oversight, effective communication, and the transparent, frequent sharing of financial information with parishioners. 

Requirements
The Diocese requires each parish finance council complete the attached Internal Controls Questionnaire.  Parish finance councils are asked to take the time to discuss and answer each question carefully and truthfully. The value of this instrument lies in its ability to allow parish leaders to review, discuss, and implement new procedures that provide the most effective oversight possible in the parish.

Annually, the parish finance council is required to:
· review and sign the annual financial report
· submit a copy to the Chancery Office
· Share a copy of the report with parishioners each year.


Keep in mind that this questionnaire is intended for use in all parishes, from the smallest to the largest.  Not all the answers are intended to be yes or no.  We want to establish the best accounting practices in all parishes.

Please take the necessary time to review and answer this questionnaire, sign it, date it, and return it to the Chancery Finance Office by August 14, 2026.  The questionnaire will be reviewed, and if any questions or concerns arise, the pastor will be contacted.

Questions or Concerns
If there are questions or concerns, please contact Theresa Tate, CFO, Finance Officer
· Phone (620) 227-1525
· Email ttate@dcdiocese.org.	



The diocese sincerely appreciates your service and guidance you provide to the pastor as an advisory member of the finance council in your parish. Your dedication and commitment truly make a difference!



Diocese of Dodge City					
Parish Internal Control Questionnaire			

Parish Finance Council									 YES        NO
1. Does every parish council member have a copy of the Parish Charter? 			_____    _____
2. Does the finance council meet regularly?  Frequency: __________________		_____ ______
3. Is someone documenting the minutes of the meetings & are they reviewed at
the next meeting?										_____    _____
4. Do the Pastor or the finance council members review bank reconciliations?		_____    _____
5. Where are the bank statements mailed? Parish, bookkeeper's address, other
6. Are the financial statements prepared and presented at each meeting?			_____ ______
Is there sufficient detail to understand the income, expenses, etc.?			_____ ______
7. Do the Pastor and finance council members review the Property & Liability
annually?											_____ ______
8. Is there awareness of how to file property, workers’ comp, and accident claims?	_____ ______
9. Who completes the workers' comp audit? ___________ Is PTO accounted for?	_____ ______
	
Parish Office Policy, Internal, and Physical Control							
10. Where are accounting, payroll, and sacramental records stored? ________________
11. Are the Finance Council members and bookkeeper aware of the requirements
for how long records are to be stored (some items are permanent records)?_		_____ ______
12. How many years of records are currently retained? _____________________
13. How many bank accounts are there? ________________
14. How many signers are required on the checks for each bank account? ___________
15. Is the bookkeeper one of the check signers? 						_____    _____
16. Where are the blank checks stored? 
17. Does this area adequately prevent unauthorized access (door and cabinet locks)?	_____    _____
					
Cash and Receipts Handling								             YES      NO	
1. Are offertory collections COUNTED directly following each Mass?			_____   _____
2. If YES, what happens to the funds once the counting is completed? __________________
3. If NO, where are the funds stored? _________________________________________
4. Who has access to where the funds are stored? _______________________________
5. Who takes the deposit to the bank and when? __________________________________
6. Are tamper-resistant sealable bags used?							_____   _____
7. When is the collection counted if not immediately following Mass? ___________	______	
8. Who has access to the vault, drop box, etc.? ____________________________________
9. Are count teams restricted to UNRELATED individuals and non-parish staff or 
council members to maintain the integrity of segregation of duties?			_____   _____
10. Is a copy of the counters’ sheet, deposit slip, and deposit receipt placed
together in a parish file?									_____   _____
11. Who reviews and initials the counters’ sheet information? __________________________

Donor Finances
12. Are the offertory gifts recorded by parishioner name?					_____   _____
Are periodic parishioner donation reports printed and RECONCILED to check 
deposit information?									_____   _____
13. Are adequate tax substantiation receipts issued for contributions greater
than $250 at year-end for parishioners to comply with IRS regulations?			_____   _____

Mail Receipts of Cash or Checks								  YES      NO
1. Is mail opened by someone other than the bookkeeper?					_____    _____
2. Are checks immediately endorsed for deposit to the parish bank account?		_____    _____
3. Are bank deposits frequent?  How often: ______________				_____    _____
4. Are pre-numbered receipts issued for all cash received?					_____    _____

Disbursements									  	  YES      NO
1. Are there any checks made payable to cash?						_____    _____
2. How are disbursements to pastors handled? _________________________________
3. Are invoices approved for payment by the Pastor or his designee before checks
 are prepared?										_____    _____
4. Is the pastor an authorized signer for parish bank accounts?				_____    _____
5. Is supporting documentation presented to the check signers along with the checks?	_____    _____
6. Does someone other than the bookkeeper or check signer mail the checks?		_____    _____
7. Are rubber stamps or other facsimile signatures used on checks?			_____    _____
8. Are signers signing blank checks for any reason?					_____    _____
9. Are bank statements reconciled promptly upon receipt as of the month-end date?	_____   _____
10. Are the bank reconciliations compared to the cash balances reported in the
financial statements as of the month-end?						_____  _____
11. Are tithing & retirement reports submitted to the diocese by the 10th of the month?	_____  _____
12. Are blank checks kept in a secure location with restricted access?			_____  _____
13. Are voided checks defaced by removing the signature portion?				_____  _____
14. Are voided checks retained for proper sequential integrity and audit backup?   		_____  _____
15. How many bank accounts does the parish have? ______________________________
· List each account by name & bank:
.______________________________________________________________
.______________________________________________________________
.______________________________________________________________
16. Credit Card (Charge) Activities
· Are credit cards or charge accounts issued in the name of the parish?		_____  _____
· If yes: do employees have access to credit or charge cards?				_____  _____
· Are complete invoices or receipts attached to credit card statements 
detailing the charges for audit purposes?						_____  _____
· Are the charges reviewed by the Pastor and Parish Finance Council?		_____  _____

Personnel											  YES      NO
1. Are time and attendance records, including hours worked, overtime, vacation,
and sick leave (paid time off) maintained, reviewed, and approved by someone 
other than the person handling payroll?							_____    _____
2. Does the payroll register accompany the checks for signature, if applicable?		_____    _____
3. Are payroll taxes paid to the federal and state government by the required due date?	_____    _____
4. Do the pastor and all paid employees receive a W-2 for tax purposes?			_____    _____
5. Are individual employment files maintained for each employee?			_____    _____
6. Are job descriptions current for each employee?						_____    _____
7. Does the employee file contain a current (within the last twelve months)
Performance Review?									_____    _____





Parish Finance Council Attestation

We, the undersigned members of the Parish Finance Council of   ____________________________ Parish, _______________________________ (City) have participated in the completion of the attached Parish Internal Control Questionnaire and believe it to be accurate to the best of our knowledge.

Pastor's Signature						Date
______________________________________		_______________
Printed Name___________________________

Members Signature						Date			       Appointment date

______________________________________    		_______________		___________
Printed Name___________________________

______________________________________    		_______________		___________
Printed Name___________________________

______________________________________    		_______________		___________
Printed Name___________________________

______________________________________    		_______________		___________
Printed Name___________________________

______________________________________    		_______________		___________
Printed Name___________________________

______________________________________    		_______________		___________
Printed Name___________________________

______________________________________    		_______________		___________
Printed Name___________________________

______________________________________    		_______________		___________
Printed Name___________________________

______________________________________    		_______________		___________
Printed Name___________________________

______________________________________    		_______________		___________
Printed Name___________________________
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