[bookmark: OLE_LINK1]
Diocese of Dodge City
School Internal Controls Questionnaire (abbreviated version)



Overview
The careful management of a school’s financial resources is an important responsibility for the pastor, the principal, and the school council. School leadership plays a vital role in safeguarding the school’s temporal assets through vigilant oversight, effective communication, and the transparent, frequent sharing of financial information amongst the school council members.
 

Requirements
The Diocese requires each school council complete the attached Internal Controls Questionnaire.
The school council members 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 school leaders to review, discuss, and implement new procedures that provide the most effective oversight possible in the school. 

Annually, the school 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 parish schools. Some of the items may not apply. Not all the answers are intended to be yes or no.  We want to establish the best accounting practices in your respective school.  

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, 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 school council in your parish. Your dedication and commitment truly make a difference!




Diocese of Dodge City					
School Internal Control Questionnaire			


School Council										 YES        NO
1. Are the responsibilities of the school council documented & shared with new members?
												_____    _____
2. Does the school council meet regularly?  Frequency: ________________		_____    _____
3. Is someone documenting the minutes of the meetings & are they reviewed at
the next meeting?										_____    _____
4. Do the school pastor, principal, & school council members review the monthly 
bank reconciliation?									_____    _____
5. Where are the bank statements mailed to? ____________________
6. Are the financial statements prepared and presented at each meeting?
Is there sufficient detail to understand the income, expenses, etc.?			_____    _____
								
School Office Policy, Internal, and Physical Controls					 YES        NO
7. Where are accounting, payroll, & school records stored? ______________________
8. Are the School Council members and bookkeeper aware of the requirements
for how long records are to be stored (some items are permanent records)?_		_____ ______
9. How many years of records are currently retained? _____________________
10. How many bank accounts are there? ___________________
11. How many signers are required on the checks for each bank account? _____________________
12. Is the bookkeeper one of the check signers? 						_____    _____
13. Where are the blank checks stored? 
14. Does this area adequately prevent unauthorized access (door and cabinet locks)?	_____    _____

Cash and Receipts handling for the School Benefit & Auction				 YES      NO
1. Who handles petty cash & scrip? _________________ 
2. Who reconciles these funds? ____________________
3. Are funds placed in a secure location by 2 or more individuals as soon as practical 
following each event?									_____    _____
4. Is a vault, locked drop box, or similar secured location used to secure receipts?	_____    _____
5. Is the cash kept in tamper-resistant sealable bags or a locked bank bag?			_____    _____
6. Is access to the vault, dropbox, etc. restricted?						_____    _____
7. Are count teams comprised of at least two individuals?					_____    _____
8. Are the count team members related to each other? (husband/wife, relatives)		_____    _____
9. Are members of the parish staff excluded from the original count teams?		_____    _____
10. Are all checks immediately endorsed for deposit during count procedures?		_____    _____
11. Is a report form compiled during each count and signed in ink by all count team 
members?											_____    _____
12. Who takes the deposit to the bank? _______________ 
a. When? _______________________
b. How? (sealed bag/locked bank bag) ___________________
13. Is a copy of the counting sheet, deposit slip, and deposit receipt placed together in 
a parish file?										_____    _____
14. Does the deposit include all income?							_____    _____
15. Are event funds deposited separately from other deposits?				_____    _____


Mail Receipts of Cash or Checks								 YES      NO
1. Is mail opened by someone other than the bookkeeper?                                            _____   _____
2. Does the school have a deposit stamp?						_____    _____
3. Are checks immediately endorsed for deposit to the school bank account?		_____    _____
4. Are bank deposits frequent?  How often: _______________________	
5. Are pre-numbered receipts issued for all cash received?				_____    _____
6. Is the sequence of unused receipts checked periodically? By whom? ___________	_____	  _____
7. Are used and unused receipts maintained in a locked location?			_____    _____


Disbursements									  	YES        NO
1. 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 School 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. Are the pension and 403(b) reports submitted to the diocese by the 10th of the month? _____    _____
5.  Does the pastor and all employees receive a W-2 for tax purposes?			_____    _____
6. Are individual employment files maintained for each employee?			_____    _____
7. Are job descriptions current for each employee?						_____    _____
8. Does the employee file contain a current (within the last twelve months)
Performance Review?									_____    _____

School Nutrition Program(s)									
1. Who oversees and completes reporting? ___________________________
2. Who verifies or audits the programs? _____________________________
3. Where are the records stored? __________________________________















School Council Attestation

We, the undersigned members of the School Council of  ____________________________ School, ____________________ (City) have participated in the completion of the attached School 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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