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RE:  Money Handling Procedures, Purchasing and Requests for Reimbursement
Money Handling Procedures:
-Checks or cash collected before an event should be tallied and deposited to the St. Francis Xavier Parish Account or to your organization’s account, as appropriate.   For the parish account, an endorsement stamp
and deposit slip is available from Susan Albertini at the rectory.  For your own records, and for audit
purposes, please keep a detailed record of who has paid you (sample attached). The total of the detail should match the deposit.  The detail does not need to be handed in to the Parish Business Office, but should be available for audit purposes. If someone is “comped” for an admission fee, for whatever reason, please keep track of that also so that you can reconcile your total revenues with your attendance figures etc.

-Cash in excess of $250.00 should not be taken home but should be deposited in the Night Depository at the First National Bank of La Grange together with a deposit slip and signed deposit worksheet 
· A Night Depository bag with keys is available for pick-up at the rectory from Susan Albertini. Please arrange for pick-up 48 hours prior to your event.  Please include the deposit worksheet (sample attached) as well as the bank’s deposit slip in the Night Depository bag. 
·  Return both bank keys to the rectory the day after the event. In the case of a deposit to the SFX Parish Account, also hand in the yellow copy of the deposit slip at the rectory. Receipts for deposits to the SFX Parish Account are received from the bank at the rectory and you will be notified if there are any reconciling items. Receipts and/or notice of reconciling items for deposits to your organization’s account will be received at the address of record.
· In the case of a long event where large amounts of cash are collected throughout the day, periodically remove excess cash, have two people count and complete a deposit worksheet and a deposit slip for the St. Francis Xavier Parish account or for your organization’s account, as appropriate.   The deposit worksheet should be initialed by the two counters and place in a sealed envelope, along with the money. Multiple worksheets, deposit slips and envelopes can be requested along with the Night Depository bag.

Purchasing and Requests for Reimbursement:
-in order to minimize expenses, the Parish’s tax-exempt number should be used for all purchases made 

on behalf of the Parish or any of its auxiliary organizations.  The only exception would be items purchased

for resale such as concessions and spirit wear. Tax should be paid on these items at the time of purchase.

A tax-exempt letter can be obtained by the President/Treasurer of an organization or event from the Parish Accountant at the rectory.
-where possible, and certainly for amounts over $100, vendors should bill the School or the Parish
directly for goods or services.  Invoices must detail items purchased and should be submitted for payment only after they have been approved both by the individual confirming receipt of the goods 
and by the President and/or Treasurer of your event/organization.

-to further limit requests for reimbursement,  with the prior  approval of the chair of an event via e-mail to 

Susan Albertini, a debit card loaded  with a limited balance (CVC card)  may be signed out from the rectory office. The card must be returned promptly with a summary of and receipts documenting all purchases made.

-finally, requests for reimbursements to individuals should be limited to $100 and should be only for
“incidentals” purchased from local retailers (i.e. ice for event, etc.).  Please submit receipts along
with an approved reimbursement request.  Sales tax paid will not be reimbursed unless the items purchased
are for resale (please see above).

If you have any questions, please do not hesitate to call me or Susan Albertini. Thanks for all you do for SFX!
August, 2010





Clara Jurivich, Business Manager
