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Diocese of Southern Ohio Audit Procedures
For Parishes with Total Expenses Between $150,000 - $600,000

DSO Audit Procedure 150k-600k



Workbook for Auditors

The pages that follow have comments, guidelines and suggestions for the questions of the Audit Procedure that has been authorized for use in this diocese by congregations with less than $600,000 in annual Total Expenses (line G, page 3 of the Parochial Report). This annotated workbook is intended to help a non-accountant who is conducting the audit. The workbook may also alert an accountant who is not familiar with the Episcopal Church to certain matters pertaining only to Episcopal congregations. 
	
Unlike an audit according to generally accepted accounting principles, this procedure does not require independent confirmation of cash and investments. Our objectives are narrower. 

1) We want to be sure that there is compliance with the laws. For example, you should make sure that all matters dealing with payroll taxes and filings are being properly done. You should make sure that all compensation paid to employees, including any bonuses or extra compensation for weddings, funerals, etc., are included in the W-2 and that withholding taxes have been remitted. 

2) We want to be sure that there is compliance with the Canons of the Episcopal Church and of the Diocese of Southern Ohio. For example, was the parochial report filed in a timely fashion, and was it completed in accordance with the instructions? Can you tie the Annual Report to the parochial report? Are all organizations’ accounts included in the audit in accordance with the Canon? 

3) We want to be sure that the Vestry is fulfilling its fiduciary responsibilities. For example, does the Vestry receive full financial information? Are the buildings adequately insured? Are the insurance requirements as defined by Business Practices being met? Is there a budget? Are Vestry and committee minutes preserved? Does the Vestry approve major expenses and note the receipt of major gifts? Is there a full report to the Annual Meeting? If the parish has significant investments is the Vestry well informed and overseeing the investments to insure control and accountability?

4) We want to be sure that basic bookkeeping is being kept up to date and that adequate internal controls are in place. For example, are all the bank accounts reconciled regularly? Is there proper documentation for disbursements? Are the contributions records adequate? Is investment activity properly recorded and reported on? Is all accounting maintained at the church?

The auditor or audit team may certainly do more than is required by these procedures. 


Following are the questions for the Audit Procedures. Notes have been added when the questions are not self-explanatory. In every case in which you cannot answer a question with an unqualified “yes,” you must make an explanatory comment in the comments section. In most instances when you cannot answer “yes,” you will probably want to recommend to the parish leadership that changes be made so the answer next year can be affirmative. 
 
GENERAL REVIEW

1. Is the audit report for previous year available?	
	Review prior years’ audit report including recommendations included in the management letter.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



2. Have recommendations included in previous years’ audits been implemented? 
Please note here or in a separate letter whether the congregation has taken steps to implement previous recommendations from auditors. Ask for evidence that changes have been implemented.
	[bookmark: _Hlk51960459]Yes
	No
	N/A
	Comments

	 
	 
	 
	 



3. Are Vestry minutes for the year complete?  Are the minutes signed by the Clerk? 
You should ask to see all minutes from December of the year before the year being audited through the first month of the year after the year being audited. For example, the budget may have been approved in December of the previous year. The clergyperson’s parsonage allowance resolution must have been adopted before the beginning of the year in which it was paid, according to IRS rules.			
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



4. If a Finance or Investment Committee is authorized to expend or invest funds, are the minutes of such committee meetings complete?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



5. Review the minutes of the Vestry and Finance/Investment Committees.
a) Did the Vestry approve the budget?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b) Was a signature resolution approved for all checking, saving and investment accounts? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



c) Was the housing allowance voted prior to January 1?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



d) Were large or unbudgeted expenditures approved?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



e) Were large or unusual receipts noted? Could you trace to recorded receipts?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



6. Are monthly financial reports to the Vestry complete?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



7. Is balance sheet information prepared monthly for the Vestry?	
Assets include the total in all checking and savings accounts, the total in all CD and investment accounts, amounts the parish   is owed, and the value* of land, buildings and equipment. Liabilities include the 	outstanding principal of all loans, mortgages and indebtedness and all accounts payable and payroll and sales taxes payable. (*cost of land, buildings and equipment less accumulated depreciation, Fair market value or replacement value can be used if cost is unavailable)
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



8. Did you examine a copy of the financial report to the Annual Meeting?
The report to the Annual Meeting should include a full report of all funds held in the name of/for the parish. This includes funds held by all organizations, such as the Episcopal Church Women, etc.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



9. Are the amounts reported consistent with those reported to vestry?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



10. Was the parochial report distributed for review by the vestry and filed timely? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) Was it reviewed for accuracy by the auditor(s)?	
Take the parochial report and compare the values reported to the values on the end of year financial statement to make certain they match.  If not, explain why.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



11.  Are insurance records and property records complete?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



12.  Are insurance coverages adequate? Are Diocesan requirements being met?
In general church buildings should be covered with replacement value insurance. There should be periodic reviews of the provisions of the coverage, and the insurance company should be notified if the use of the facilities has changed. If the congregation does not have Directors’ & Officers’ insurance, you are required to obtain it. The Canons require that all parishes carry insurance coverage.  See Parish Insurance Coverage page for minimum coverage required at end of this document.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 





13.  Are policies (or declaration page) on file for all prior years?	 
Liabilities claims are covered by policy in effect at the time of the loss. Sexual misconduct claims in particular frequently arise years later.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



14. Has the most recent edition of the Manual of Business Methods in Church Affairs been acquired by the parish and available for its use. You can download from the DSO website under Toolkit/Financial resources - https://episcopaliansinconnection.org/resources-2/
	 Yes
	No
	N/A
	Comments

	 
	 
	 
	 


	 
15. Have you seen the Articles of Incorporation and the By-laws? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



16.  Does the parish have a current Certificate of Continued Existence from the State of Ohio?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



17. Is there a space use agreement and insurance certificate for each outside organization using church facilities?   
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



18. Is there a list of all passwords used electronically on file at the parish office? If so, do you know who has access to them?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



19. What basis of accounting does the parish engage in? For example, Cash, Modified Accrual, Accrual
	Cash
	Modified Accrual
	Accrual
	Comments

	 
	 
	 
	 



CASH BALANCES, INVESTMENTS & INCOME

20. Have you checked to see that all operating cash accounts (including all savings accounts) have been reconciled regularly throughout the year? 
	If the congregation uses Quicken or another computer application, look at the reconciliation reports that should be attached to 
each bank statement. You need to stress that all accounts of the church must be examined. Documentation should be signed by the person doing the reconciliation.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 






21. Examine all organization accounts (ECW, ECM, Youth Ministry, Guilds, etc.)
a) Have they been reconciled regularly? By whom? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b) Are the organization accounts free of activity that should have been in the operating fund?		
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 


									
c) If there was operating fund activity in these accounts, was it included in the parochial report?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 


									
d) List any accounts that exist that you were unable to examine.			
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



22. Examine year-end statements of any invested funds. 
a)  Are all investments properly recorded on the books at market value? 	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 


 
b)  Has the Vestry adopted investment policies? Is recorded income reasonable? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



c)  Are withdrawals properly authorized?	 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



23. Were any restricted gifts received during the year? 	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) If yes, are copies of documents detailing restrictions on file? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b) Is there a system for accounting for multiple restricted gifts?	 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



24. Has the congregation respected donor restrictions on all current and past gifts? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 





a) Are the provisions of UPMIFA (Uniform Prudent Management of Institutional Funds Act) being followed?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



25. Do financial statements identify balances of permanently restricted, temporarily restricted, unrestricted vestry designated and unrestricted funds?			 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 




26. Does the parish receive any income from an irrevocable trust? 	 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) Is the asset recognized for the parish’s interest?  	 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



27. Review procedures and controls of plate collections.  Are they in writing? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



28.  Do these systems provide adequate controls?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) Does more than one person collect and count the offering?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b) Are the counters rotated regularly, especially for holidays?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



c) Does the offering remain secured on parish premises until deposited?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



d) Are the offering count sheets prepared and submitted to someone other than the person depositing the money?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



e) Are the offering counts compared to bank deposits to ensure the two match?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 





29. Are contribution statements sent out at least semi-annually? 	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) Do the statements show the pledge balance? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b) Are members encouraged to report discrepancies? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



c) Are discrepancies investigated?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



30. Does the parish use offering envelopes for members? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) Does the count sheet provide space for the loose offering? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b) Are the count sheets reviewed for fluctuations?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



31. Is the parish providing a written receipt(s) for each single contribution of $250 or more?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) If the donor received goods and services in exchange for a single payment > $75, has the required disclosure been provided?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



CASH DISBURSEMENTS

32. Did you receive a list of authorized signatories/persons for all accounts? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



33. Examine a selection of disbursements over a variety of months (3).
a)  Are there invoices (not statements) for all disbursements?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b)  Are there authorizations (signatures and account numbers) for all disbursements? 		
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



c) Do checks have the specified number of authorized signatures? 
Examine the documentation supporting at least 5-10 checks drawn in each of at least two months of the year. Look at large one-time expenditures, checks made out to individuals, and some from regular vendors.  There should be an invoice (not a statement of account) that describes what was purchased. If it’s a bill for office or maintenance supplies, for example, there should be some indication on the invoice that the items were actually received. An extraordinary item should refer to Vestry approval. If a copy of the check is not attached to the bill, the check number and date paid should be written on the bill. Payments to individuals need to be properly documented with receipts, mileage forms, etc. Checks should not under any
circumstances be made out to Cash. For example, checks to replenish the petty cash fund should be made out to the person who cashed it: Mary Jones/Petty Cash. No blank checks should be signed. All checks should have at least two signatures.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



34. Has the vestry adopted an accountable reimbursement plan for payments to employees? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) If yes, was it the model plan in the employee handbook provided by the Diocese?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b) If no, does it meet the IRS requirements? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



35. Does the parish have a policy for reimbursement of expenses, such as cell phone, mileage and other travel expenses? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



36. Are reimbursed expenses properly documented with the proper receipts or invoice attached? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



37.  Are all financial records kept in a secure fashion on church property?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



38. Is the accounting system used adequate and properly maintained? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 


a) Are data back-ups made daily and stored offsite?
This is a wide-open question because all kinds of systems are in use. Take the opportunity to see if your computerized system is feasible.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



CREDIT CARDS
39.  Does the parish have credit cards in the parish’s name available for employee use?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



40. Is there a Vestry resolution authorizing specific users and credit limits? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 




a) Does the resolution also specify the allowable uses of the card?  
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b) Is the card being used according to this resolution?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



41.  Are receipts for all purchases submitted by those using cards prior to payment?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



LIABILITIES

42.  Are clergy pension payments calculated correctly and up to date? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



43. Is a policy in place for providing a lay pension plan? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) Is the plan applied consistently for all eligible lay employees?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



44.  Are lay pension payments up to date? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



45.  Is diocesan mission share current?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



46.  Are utility and insurance payments current?	 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



47.  Are any mortgage or other loan payments current?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



48. Have new loan agreements and/or lease agreements been entered into where real property has been used as collateral been approved by the Standing Committee of the Diocese?
	 Yes
	No
	N/A
	Comments

	 
	 
	 
	 





INVESTMENTS

49.  Are investments held by the DSO Trustees investment funds at PNC Bank?
If No, please state where your investments are being held.  Parishes are not required to invest with the DSO Trustee Funds.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



50. Are investments managed by a bank, brokerage or other fiduciary institution?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) Has each security been reviewed at least annually by the Finance Committee with a report to the Vestry?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b) Are interest, dividends, profit and loss reviewed by the Finance Committee with a report to the Vestry, at least annually?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



51. Have all acquisitions and dispositions been reviewed periodically by the Finance Committee and reported to the Vestry annually?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



52. Does the parish have an Investment Policy Statement?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) Does the IPS set the withdrawal rate?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



b) Does the IPS address how withdrawals of the funds are made and used?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



c) Does the IPS state restrictions on certain types of investments?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



53. Does it take more than one person to authorize a change in investment mix or a change in who manages/controls the money?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 





54.  Does the vestry authorize withdrawals of funds from Investment/Endowment accounts?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



55. Are the investment statements reviewed promptly (within 10 days of receipt)?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



56. Is the Audit Committee satisfied that Investments are being managed properly and safeguarded to the highest standards?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



PAYROLL

57.  Are workers properly classified as either employees or independent contractors?
In general, employees are those who work set times at the employer’s location using tools and materials supplied by the employer. Independent contractors are hired to do a job, for example to write a curriculum or put on a new roof. The employer does not set their daily work schedule, and they don’t use the 	employer’s tools and materials. Independent contractors usually submit invoices for their work. Independent contractors are never compensated for times they do not work—an independent contractor doesn’t receive vacation or sick pay. Check with the Diocesan Finance Office if there are questions. It is important to classify people correctly; the Social Security Administration wants the employer’s share of the
payroll tax to be paid. The rule is that an individual is to be considered an employee and receive a W-2 unless they meet the tests to be classified as an independent contractor. See IRS Guidelines.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



58.  Are 1099s issued to independent contractors who were paid at least $600? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



59. Do payroll records indicate that filing requirements were met and that withheld taxes & all employer taxes were properly calculated and remitted?	
No congregation, certainly not a small one with a volunteer financial staff, should be doing payroll in-house. The penalties are too severe if a filing deadline is missed. Encourage congregations to make the payroll and the responsibility for tax filings the responsibility of an outside agency—contact the Diocesan Finance Office for recommendations.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 




60.  Do the salaries authorized in the budget match the amounts actually paid? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) Was all compensation, including any bonus, reported on the W-2?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



61. Has a loan been made to the rector or rector’s family at an interest rate below market? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



a) Is this reported as income on the rector’s W-2? 	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



62. If a loan has been made, is it properly documented through a signed note or mortgage and are the payments up to date? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



63.  Have the following amounts, if any, been reported on the rector’s W-2?	 
· Value of insurance in excess of $50,000 of coverage?
· Expense allowances (ex. auto) paid under a non-accountable plan?
· Unreimbursed personal purchases on parish credit cards?
· Compensation received for personal services assigned to the parish?
· Books for continuing education retained personally or expenses for continuing education paid to the clergy rather than education provider?
· Tuition assistance for clergy’s children not paid as part of a qualified educational assistance plan?
· Grants or assistance for sabbaticals not paid under an accountable plan?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



PAROCHIAL REPORT
64. Review the end of year Financial Statement and the parochial report. 
a)   Was a reconciliation between the two reports prepared? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 


b) Was the parochial report prepared according to the instructions? 	
	If needed, refer to the instructions for the financial section of the Parochial Report.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 

	
	
	
	


65.  If not, has a revised parochial report been prepared and submitted?	
A revised financial page of the parochial report should be filed if you discover material discrepancies between what was reported and what should have been reported.  The deadline is September 1.  You must make the Finance Office aware of a change.
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



LITIGATION
66.  Are there any current or threatened litigation involving the congregation?	 
	Find out about any cases where papers have actually been served and any cases that are threatened. Does
	the parish have appropriate legal counsel? Have there been timely communications with the insurance
	carrier about cases covered by liability insurance?
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 






[bookmark: _Hlk52456786][bookmark: _Hlk52454663]Required Audit Committee Certificate

To: The Rector/Priest-in-Charge, Wardens and Vestry/Mission Council of

__________________________________
(Church Name & City)

We have inspected the statement of financial position of ___________________________
									(Church Name & City)
as of December 31, ______ and the related statement of activities and cash flows for the year then ended.
    (year audited)
Our inspection was made in accordance with the audit program as authorized by the Finance Committee of the 

Diocese of Southern Ohio and accordingly includes the audit procedures as prescribed in said program.  In our 

opinion, the financial position of ________________________________________________
						(Church Name)
and the results of its operations for the year then ended are presented fairly as reported on the Parochial Report 

and on the accompanying financial statements, on a basis consistent with that of the preceding year.  Our

inspection and certificate are not meant to be construed as an audit and opinion rendered by a Certified Public 

Accountant.


Date: ___________		Audit Committee: _____________________________________
				(signed)
						______________________________________

						______________________________________


[bookmark: _Hlk52454890]Audit of the Discretionary Fund
To be done by the Sr. Warden.  If no priest, then by the Jr. Warden since the Sr. Warden is signing the checks.

1. Is the checking account in the name of the church? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



2. Is the church’s tax ID number used for the account? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



3. Are all contributions written to the parish & deposited in general checking account? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



4. Was it set up by Vestry resolution? Is that resolution on file? Does it include signature authority? Is a procedure in place for transactions to be reported to the Treasurer at least monthly? 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



5. Have guidelines for appropriate use of the discretionary fund monies been adopted by the vestry? Have any of the expenditures exceeded this authority?	 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



6. Is the discretionary account free of operating fund activity, or if there was operating fund activity in the account, was it included in the parochial report?	 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



7. If the account was used for personal expenses, which the IRS would consider taxable, were these amounts included in the priest’s W-2?	 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



8. Are any checks written to Rector, member of the parish staff or any of their family members? Has this been reported as income on employee’s W-2?	 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 



9. Is there a procedure in place requiring checks for emergency assistance to be written to a vendor rather than to an individual?  Has this been followed?  If a check was written to an individual did the parish send them a 1099? 	 
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 





10. Has the discretionary fund account been reconciled monthly and is there a record of who performed that reconciliation?	
	Yes
	No
	N/A
	Comments

	 
	 
	 
	 





Priest’s Discretionary Fund Audit Inspection



I have inspected the Priest’s Discretionary Fund of  	 
(name of the Church)
for the calendar year ______.  The transactions in the Discretionary Fund appear to be proper and within
                              (indicate year)
the context of the purpose of Fund as described in the Title III, Canon 9, Section 6(b)(6) of the National 

Church’s canons.

                                                Signed  		, Senior Warden
		Date   __________________________




The above statement is to be filed with that year’s audit work papers that are kept permanently with the audit opinion at the church and submitted to the diocese with the audit opinion.


Parish Insurance Coverage

Audit Committee should review current parish insurance coverage to include: 
(a) limits, 
(b) possible changes requiring increases or decreases in coverage, 
(c) areas of coverage as noted below.

Canon 7: Sec. 1(g) of The Episcopal Church states: “All buildings and their contents shall be kept adequately insured.”

All property is held in trust for the Diocese. 

Minimum insurance guidelines:

COMMERCIAL PACKAGE POLICY, including the following coverage and liability limits:
	Building & Contents
Flood
	
	Included
Included

	Fine Arts
	
	$1,000,000

	Comprehensive General Liability
	Occurrence
	$1,000,000

	
	Aggregate
	$5,000,000

	Medical Payments
	Each person
	$25,000

	Sexual Misconduct Liability
	Occurrence
	$1,000,000

	
	Aggregate
	$2,000,000

	Pastoral Counseling Liability
	Occurrence
	$1,000,000



HIRED & NON- OWNED AUTO LIABILITY		$1,000,000 

FIDELITY CRIME COVERAGE				$50,000

DIRECTORS & OFFICERS (D&O) POLICY
· General Liability					$1,000,000
· Employment Practices Liability			$1,000,000

UMBRELLA POLICY – MINIMUM LIMIT
· Excess over underlying limits	
Occurrence						$1,000,000
Aggregate						$1,000,000

Underlying Umbrella Coverages:	Limit			$1,000,000
CGL, Non-owned Auto, Sexual Misconduct, Pastoral Counseling & Directors, Officers’ & Trustees

WORKERS’ COMPENSATION POLICY
· Employers Liability –				$1,000,000

Coverage under all of the above policies with limits as set forth is deemed minimum insurance.
[bookmark: _Hlk52456984]
Documents to return to the Finance Office on or before September 1

· Audit Opinion (Required Audit Committee Certificate) page 14
· Audit Recommendations (you can return a copy of this document or type out a report)
· Audit Opinion of the Discretionary Fund (Priest’s Discretionary Fund Audit Inspection) p. 16
· Statement of Financial Position (Balance Sheet of all funds)
· Statement of Activities (YTD Income/Expense)
· If revising your Parochial Report, you must provide your worksheet for the revision along with the new Parochial Report, page 3.

Please email (in pdf format) the documents to Susan Byrnside in the finance office at sbyrnside@diosohio.org. There is no need to mail your documents to the finance office.




Diocese of Southern Ohio
Finance Office
Attn: Audits
412 Sycamore Street
Cincinnati, OH  45202
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