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INTRODUCTIONS 
 

 

This manual has been prepared to document the internal accounting procedures for the 

United Methodist Church (UK Mission).  Its purpose is to ensure that assets are safeguarded, 

that financial statements are in conformity with generally accepted accounting principles, 

and that finances are managed with responsible stewardship. 

All personnel with a role in the management of the United Methodist Church (UK Mission)’s 

fiscal operations are expected to uphold the policies in this manual.  It is the intention of the 

church that this accounting manual serve as our commitment to proper, accurate financial 

management and reporting. 

The following shall form part of the accounting books used in the churches and subject to 

audit. These Accounting records shall be kept for at least six years. The accounts shall be 

available to the church members, members of the public or anyone interested on request. 

 

The Charities Act 1993, Part VI states that “the books of accounts and statements of account 

shall be preserved for a period of at least six years.”  In order to comply with this regulation, 

Mission Area finance, through the Treasury, shall centrally maintain a register for all books 

in stock, and in distribution throughout the Mission Area. These must be issued sequentially. 

When fully used, all audited books shall be kept with the Mission Area Treasury.  
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ANNUAL MEETING CHECKLIST 
 

During each annual meeting, the following procedures will be performed. 

1. The Executive shall approve new signers to each bank account. 

2. The Executive shall approve any new and necessary bank accounts. 

3. As required, new signers shall complete the appropriate signature card and corporate 

resolutions. 

4. Name, address and telephone directory of new Trustees will be obtained for the 

Church Admin Secretary. 

5. A review of the current operating procedures should be made with the chairperson 

and treasurer and reaffirmed or revised. 

6. All financial institutions should be notified of any changes to the authorized signers 

of the accounts within three (3) business days following the annual meeting/ 

elections. 
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Cash Disbursements Procedures 

1. Incoming invoices will be logged in by the Treasurer (naming the person responsible 

for ordering the product or service and the Church organ they represent) and 

delivered to the responsible church organ (where services or goods are received 

before payment is made). The Chairperson of the relevant church organ is to approve 

a payment requisition prior to disbursement dates.  The payment requisition form 

must be signed by the Chairperson of the Church organization/committee requiring 

funds. This must clearly state the name of the payee and the services/goods being 

bought. 

2. The Chairperson of the church organ responsible for ordering the product or service 

will check the validity of the invoice against proposals/bids, etc. and work 

accomplished/delivered and prepare a payment requisition prior to disbursement 

dates. 

3. The Treasurer is responsible for the preparation of disbursements.  All disbursements 

are to be made by cheque or electronic transfer unless the item is considered a petty 

cash item. 

5. A payment requisition signed by the Chairperson must be attached to the original 

vendor invoice, and/or any other supporting documentation.  The voucher should 

include the account codes to which the expense will be applied.  Approval for an 

expense by the Finance Chairperson must be indicated on the payment requisition 

before any money is disbursed. 

8. Where the requisition forms are signed and funds requested before the goods are 

purchased or the services received, the original vendor invoice must then be attached 

to the requisition form and any necessary change from the transaction must be 

handed back to the Treasurer and banked again. 

9. The Finance Chairperson should double check the payment requisition, making sure 

the payment amount agrees to the invoice or quotation.  This approval is to ensure the 

account is charged to the correct expense and line item.  Any payment for invoices in 

excess of £5,000 must be counter-signed by the Lay leader either at local church 

level, charge level or Mission Area Level. 

10. After cheques have been signed, the second signatory will double check, cancel the 

invoice by stamping PAID on it in red ink, and pass the cheques back to the treasurer 

for distribution to those who requested the funds.  

11. All cheques will be mailed/handed over as soon as this process is completed. 

12.    Where electronic transfer is via online banking, the treasurer will create payment 

with a minimum of two signatories authorizing the payment.  

13. Supporting documentation should be filed by the Treasurer in appropriate vendor 

files where necessary or in the Audit Trail files. 

14. The Treasurer will utilize the paid invoice files to respond to any discrepancies which 

arise with vendors or other payees and also to answer audit queries. These files are to 

be made available to Internal and External Auditors with no reservations. 
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15. Once monthly, the Treasurer will check the invoice log to determine if there are any 

outstanding invoices which have not yet been paid.  If so, the Treasurer will 

investigate the nonpayment of these invoices with the responsible staff member. 

 

Cash Receipts Procedures 

 

The Treasurer, through the Pastors’ offices/homes receives all incoming mail.  All cheques 

received must be recorded on a cash receipts log which states the department to which the 

income is attributed e.g. MUMC Rupawo, Tithes, etc. (applies to amount received in the 

mail only, otherwise all receipts must be recorded in the church diary first).  The Treasurer 

then raises a receipt with one copy remaining in the book and the other sent to the 

responsible department and/or person 

Next, the Treasurer prepares a deposit slip and deposits the funds into the church bank 

account.  The validated deposit slip should be attached or presented with the Treasurer’s 

cash book and filed for audit purposes. 

No deposit should be locked in the file cabinet for more than 72 hours (3 days).   

All the money collected must be deposited within 3 days (72 hours). 

 

Funds Received by Wire Transfer: 

The Treasurer must update the cashbook for all funds received directly into the bank. A 

receipt is to be raised and the funds are to be allocated to the appropriate account. 

Next, the Treasurer will monitor the transfer of funds and maintain the appropriate records 

of this transaction. 

All direct deposits into the church account to be referenced appropriately to enable ease of 

identification and receipting. 

 

 

Computer System Backup Procedures 

 

1. The Treasurer and Finance Chairman are responsible for backing up the hard drive of 

the accounting system at the close of business each day. 

2. Back-ups should be on discs and each must be clearly labeled with the date of each 

back-up shown clearly. Where disks are not available for back-up, the daily of 

weekly transaction reports must be printed out and filed. 

3.  The Back-up disks are to be stored with the Finance Chairperson or Vice Finance 

Chairperson or the Lay leader. In all cases, the back-up files must not be stored in the 

same location as the main files on the computer. Even the printed versions, must be 

stored securely off-site. 
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Division of Duties 

 

The following is a list of personnel who have responsibilities within the accounting 

department: 

Finance Chairperson/ Vice Finance Chairperson: 

1. Reviews and approves all financial reports. 

2. Reviews and approves annual budget. 

3. Reviews the payroll summary for the correct payee, hours worked and check amount. 

4. Reviews all vouchers and invoices for those cheques which require his or her 

signature. 

5. Reviews and approves all contracts for goods and services. 

6. Approves all vouchers, invoices and cheques. 

7. Receives unopened bank statements.  

8. With the Treasurer, and input from the other Church organs such as Connectional 

Ministries, BOT and Lay leaders, develops the annual budget. 

9. Reviews and approves all financial reports. 

10. Reviews and approves list of pending check disbursements. 

11. Reviews all bank reconciliations. 

12. Reviews the payroll summary for the correct payee, hours worked and check amount. 

10. Approves all reimbursements.  

11. Manages the assets accounts in consultation with BOT. 

 

Treasurer: 

 

1. Processes all receipts and disbursements. 

2. Processes the payroll, including payroll tax returns. 

3. Maintains and reconciles the general ledger monthly. 

4. With the Finance Chairman and Vice Finance Chairman, and Chairpersons of other 

church organs, develops the annual budget. 

5. Prepares all financial reports, including requests for reimbursements. 

6. Manages the petty cash fund. 

7. Reconciles the bank accounts, monthly. 

8. Double-checks all reimbursement requests against receipts provided. 

9. Receives and opens all incoming mail, including the bank statements. 

10. Prepare monthly accounts on accrual basis containing a balance sheet showing the         

church’s financial position at the end of the year in question.   

11. Prepare a statement of financial account for each year showing the income and 

expenditure accounts as well as offering some explanatory notes. All local churches should 

prepare the receipts and payments on monthly basis no matter the amount of income and 

expenditure for the month. This is to be presented to the church in general so everyone 

knows how the money is being used in the church. 
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All Department Chair/ Committees/ Church Organs: 

1. Develops first draft of department budgets and works with the Finance Committee to 

finalize. 

2. Accountability to approved departmental budgets in purchasing decisions and in 

preparing payment requisitions with the proper account code. 

3.  Must ensure that all expenditure is within the approved budget. 

 

Financial Instruments 

 

The following instruments be used in all churches starting from a local church to the Mission 

Area,  

  

1. The church diary 

 

2. Receipt books 

 

3. Payment voucher/requisitions 

 

4. Cash book 

 

5. Bank reconciliation 

 

6. Budget 

 

7. Presentation of financial statements 

 

8. Assets register 

 

9. Security items register 

 

10. Board of trustees [BOT] minutes and other administrative minutes. 

 

 

 

 

1. The church diary 
 

All funds received for the church shall be recorded in this book. 

The total amount collected each day shall be clearly stated in the diary, with cash and 

cheques recorded separately. Sunday offering, tithes, thanksgiving, pledges, donations or 

special collections are shown under separate headings. A cash count summary is prepared to 

agree to the total of the headings. At least two members of the Finance Committee must sign 

for the total cash collected and recorded. 
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2. Receipt books and banking 
 

The treasurer shall issue a receipt immediately or within a reasonable time for all funds 

received and recorded in church diary, and all monies recorded in the church diary shall be 

receipted and banked within 72 hours or within a reasonable period from the date of receipt. 

All money received is receipted gross and receipts are entered in the cash book in their 

sequence. The bank deposit slips are to be retained and reconciled to the amounts in the 

church diary. Any differences between the deposit slip and the church diary are to be 

explained fully e.g. postdated cheques 

 

 

3. Payment requisition 

 

A requisition is prepared for any intended expenditure. Expenditure will be detailed and 

must be approved by the Committee/Organisation before submitting to the COF 

chairperson for authorization. Chairperson checks request with invoice/receipts before 

submitting to the Treasurer for payment. The Treasurer makes payment upon receipt of 

authorized requisition from the COF chairperson. 

Evidence of expenditure in the form of receipts, invoices or written authorisation must be 

submitted with requisition to the Treasurer.  

Unspent cash is to be returned to the Treasurer and a receipt issued. 

Where payments are made based on an agreed allowance, the minutes of the meeting which 

set the amount together with the budget must be presented as support for the amount 

required.  

 

All payments shall be made by cheque or electronic transfer. (No cash payments) 

 

4. Cash book 

 

Money received will be entered in the cash book under the appropriate heading, that is, 

offering, tithe, donations, harvest, etc. Receipts issued must be written in their sequence. 

Payments made must be written under the expenditure side showing clearly the agencies 

receiving the payments. Cheques issued must be written in their sequence. Unpaid cheques 

will not be re-deposited. They will be given back to the drawer and an adjustment made to 

the income source accordingly. 

 

Bank interest and other charges must be captured in the cash book from bank statements. 

 

Cash book to be reconciled to the receipts and payments account quarterly 
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5. Reconciliation. 

 

Bank Reconciliations: 

i) To be done by the treasurer and reviewed by the finance chairperson on monthly 

basis. Bank statements are to be received unopened by the Treasurer.  The receiving 

party should review the contents for inconsistent check numbers, signatures, cash 

balances and payees and endorsements at a minimum.  After this cursory review is 

conducted, the official should initial and date the bottom, right hand corner of the 

first page of each bank statement reviewed.  The reviewed bank statement should 

then be reconciled to the cashbook. The bank reconciliation statement MUST be 

reviewed and signed by an individual without cheque signing rights, ideally the 

Finance Chairperson or Vice Finance Chairperson.  

ii) The person charged with this responsibility should reconcile each account promptly 

upon receipt of the bank statements.  All accounts will be reconciled no later than 7 

days after receipt of the monthly bank statements.  In the event it is not possible to 

reconcile the bank statements in this period of time, the Lay leader and where 

necessary, the Church in general must be notified by a written memo from the 

Treasurer. 

iii) When reconciling the bank accounts, the following items should be included in the 

procedures: 

a. A comparison of dates and amounts of daily deposits as shown on the bank 

statements with the cash receipt book, the church diary and the cashbook. 

b. A comparison of inter-organization bank transfers to be certain that both sides 

of the transactions have been recorded on the books. 

c. An investigation of items rejected by the bank, i.e., returned cheques or 

deposits. 

d. A comparison of wire transfers dates received with dates sent. 

e. A comparison of canceled cheques with the disbursement vouchers as to cheque 

number, payee and amount. 

f. An accounting for the sequence of cheques both from month to month and 

within a month. 

g. An examination of canceled cheques for authorized signatures, irregular 

endorsements, and alterations. 

h. A review and proper mutilation of void cheques. 

i. Investigate and write off cheques which have been outstanding for more than 

six months. 

iv) Completed bank reconciliations should be reviewed by the Finance Chairperson/ 

Vice Finance Chairperson and initialed and dated by the reviewer. 
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v). The Treasurer upon receipt of the reviewed and signed bank reconciliations prepares 

any general ledger adjustments. 

vi). Copies of the completed bank reconciliations will be forwarded to Internal Audit as 

part of the quarterly audits. 

vii)  Un-reconciled items to be investigated timeously and report them to administration 

body if necessary. 

No amounts are to be written off without the approval of the Administration Board. 

 

 

Reconciliations of Other General Ledger Accounts: 

i) Each month the Treasurer and Finance Chair/ Vice Finance Chair should review the 

ending balance shown on balance sheet accounts such as the cash accounts, accounts 

receivable, accounts payable and deferred revenue.  They should also review the 

bank reconciliations, schedules of accounts receivable and deferred revenue and the 

aging of accounts payable to support the balances shown on the balance sheet.  

ii) Assets - These accounts will include cash, petty cash, prepaids, property, equipment 

and fixtures, security deposits, and intangible assets. 

a. Cash - The balances in cash accounts should agree with the balances shown on 

the bank reconciliations for each month. 

b. Petty Cash - The balance in this account should always equal the maximum 

amount of all petty cash funds.  The current amount equals £100.00. 

c. Prepaids - The amounts in these accounts should equal advance payments paid 

to vendors at the end of the accounting period. 

d. Property, Equipment & Fixtures - The amounts in this account should equal the 

totals generated from the audited depreciation schedules.  When additional 

purchases are made during the year, the balances in the accounts may be 

updated accordingly. 

e. Security Deposits - The balance in this account should equal amounts paid in 

escrow to landlords and lessors and should not change frequently, but should be 

updated as applicable. 

iii) Liabilities - These accounts are described as accounts payable, payroll tax liabilities, 

loans and mortgages payable, and amounts due to others. 

a. Accounts Payable - The balance in this account should equal amounts owed to 

vendors at the end of the accounting period and the aging report. 
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b. Payroll Tax Liabilities - The amounts in these accounts should equal amounts 

withheld from employee paycheques/ salaries as well as the employer’s portion 

of the expense for the period, which has not been remitted to HMRC. 

c. Due to Others - If there are any amounts owed to others at the end of the period 

they should be recorded and the correct balance maintained in the general 

ledger accounts. 

iv) Income/Expenses - These accounts are described as income from membership, 

contributions, publications, and other expense line items such as salaries, consulting 

fees, etc. 

a. Income - The amounts charged to the various cash accounts should be 

reconciled with funding requests, funders reports, draw down schedules, etc. 

Where the church is preparing a receipts and payments account, the income 

should equal the total receipts received during the period as recorded in the 

cashbook and bank statement. 

b. Gross Salary Accounts - The balances in the gross salary accounts should be 

added together and reconciled with the amounts reported on quarterly payroll 

returns.  

c. Consulting - The amounts charged should be reconciled to the contracts. 

 

6. Budgets 

 

A budget shows an estimate of future incoming funds, expenditure and other applications of 

funds for a particular accounting period. 

Proper and realistic estimates of expenditure and income need to be made for each financial 

year. 

All chairpersons from various committees’ agencies in the church shall have input on the 

preparation of the proposed budget. 

In the annual conference and charge conference and the church administration meeting, 

proposed Budgets shall be approved for Mission Area, Charges’, and Local churches 

respectively. 

 

The finance chairperson shall make regular reviews of the budget against the actual income 

and Expenditure to ensure those budgets is not stretched beyond their limits. The Finance 

Chairperson will monitor budgets periodically and advise agencies accordingly. 

Reports on budgets will be on a continuous basis (monthly) or periodically (quarterly). 

Budget planning for the next financial year will be based on the actuals of the preceding 

year.  

End of year financial reports must include variance reports i.e. differences between budget 

and actual figures achieved. Variances must be investigated, explained and taken into 

account in the preparation of next year’s budgets. 
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Cash flow forecast 

 

A cash flow forecast is used by the Finance Chairperson as a financial management tool to 

assist in forward planning. This is important in order to manage expenditure and plan for 

income resources. The cash flow forecast is prepared by the Treasurer on request by the 

Finance Chairperson. 

 

 

7. Financial statements 

        

The treasurer shall report annually to the Mission Administration Board and to the respective 

conference as to all amounts received and disbursed during the year [Section 809 of the Book 

of Discipline of the United Methodist Church (2012 pg.547). 

In accordance with the contents of the Charities Commission Act (1993), financial 

statements and the accounting reporting financial statements of recommended practice 

(SORP), the following shall be part of the financial reports that will be furnished to the 

Charities Commission on yearly basis. 

 The following documents that are required by both the Charities Commission and the 

Church Discipline are; 

        

a) Annual Report 

 

The Annual report is a concise but comprehensive review of the activities of the charity 

organisation prepared by the trustees for each accounting year. The Regulations set out the 

basic requirements and more detailed guidance is given in SORP 2000. 

 

b) Annual Return 

 

The Annual Return must be completed and submitted to the Charities Commission by the 

trustees of registered charities with a gross income or total expenditure for the year of over 

£10.000-00. It helps to monitor charities. 

 

c) Audit 

 

Audit, for the purposes of the requirements of Part VI of the 1993 Act, is the scrutiny of 

accounts by a registered auditor who must apply accounting standards in accordance with 

Audit Practice Note ii produced by the Auditing Practices Board. A registered auditor is one 

registered with a recognized supervisory body in accordance with the Companies Act, 1989.   

 

 

 RRW, MUMC and MUMC will do their accounts separately. The Book of Discipline 

gives authority to the Church Finance Committee chairperson over the management of 

financial transactions of such organizations. The Finance Chairperson will, however, not 

be accountable for their activities. 
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Organizations are not expected to have separate bank accounts. They must however 

maintain their own schedules for reconciliation with the figures being maintained by the 

church Treasurer. 

 

Organizations can withdraw from the Church Treasurer amounts not exceeding what they 

have deposited. The Treasurer will prepare a periodic reconciliation by comparing the 

records of the particular organization and what is held under their account.  

 

8. Income and expenditure accounts (accruals accounts) / Receipts and payments 

accounts (cash basis) 

 

Presentation of financial statements 

 

Period of accounts 

 

The financial year runs from January to December of each year. The interim reports shall 

be prepared as follows; 

 

1st Quarter: January to March 

2nd Quarter: May to June 

3rd Quarter: July to September 

4th Quarter: October to December 

 

No accounts shall be prepared outside these periods unless they are for administration 

purposes. The cut-off for the year end accounts is 31 December. The month-end cut-off is 

the last day of the month. The Committee on Finance must circulate financial statements to 

the congregation periodically. 

 

Receipts and Payments Account 

 

A Receipts and Payments account is prepared by those not applying accrual accounts. It 

shows a summary of the cash book transactions. The net amount between receipts and 

payments during the period is shown as a surplus or deficit. This net amount is then added 

to the funds available at the beginning of the period. The total is then shown as the funds 

available at the end of the period.  

 

Receipts and payments accounts for internal use must be prepared in a format sufficient 

enough to enable users of the information to understand the activities of the Church during 

the reporting period. 

 

Receipts and payments accounts for external use must be prepared in accordance with the 

Statement of Recommended Practice (SORP2000). This set of accounts will be submitted 

for external auditing and subsequently lodged with the Charity Commission. 

 

Section 42(3) of the Charities Act 1993 allows receipts and payments accounts to be 

prepared for charities with a gross income of not more than £100,000. 
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Income and Expenditure 

 

Income and expenditure accounts are prepared by those doing full ledger accounts. Reports 

produced include Control accounts for organizations, suspense, prepayments and accruals 

accounts, balance sheet and notes to the accounts. Depreciation must be applied on all 

qualifying assets. 

 

Income and expenditure accounts for internal use must be prepared in a format sufficient 

enough to enable users of the information to understand the activities of the Church during 

the reporting period. 

 

Income and expenditure accounts for external use must be prepared in accordance with 

conventional accounting practices and/or regulatory practices of the industry i.e. Charity 

Accounts 

 

Petty Cash 

 

Locals holding cash to meet immediate small transactions will maintain petty cash reports 

using the imprest system. A summary of the period expenditure shall accompany the 

Receipts and Payments account to support the amounts drawn in the cash book. 

 

Locals preparing full ledger accounts shall maintain a Petty Cash account in the ledger and 

the corresponding expenditure shown in the Income and Expenditure Accounts. 

 

Depreciation 

 

Depreciation is provided for in accruals accounting over the life of capitalized assets. The 

carrying amount shall be the initial cost on acquisition and any other costs directly linked 

to the acquisition of the asset. 

 

Depreciation shall be charged on a reducing balance method in the classes of assets as 

follows: 

 

Classification Depreciation Charge (%) Duration (years) 

Buildings 4 25 

Motor Vehicles 25 4 

Furniture and equipment 20 5 

Information Technology Hardware. 

 

50 3 
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Assets not qualifying for depreciation shall be classified as consumables. The full cost 

must be incurred as expenditure in the period of acquisition. 

 

Assets to be written off must be referred to the Finance Chairperson and Internal Audit for 

consideration. There is to be no revaluation of assets. 

 

 

Ledger accounts 

 

The Agreed Chart of Accounts is to be used by all churches from Mission Area down to 

local churches. No changes are to be made to the Chart of Accounts at any time without 

consultation with the MA COF. Ledger accounts shall be reconciled on a monthly basis by 

the Treasurer and reviewed by the finance chairperson. The reconciliations will be reviewed 

again by Internal Audit during the quarterly audits. 

 

Balance Sheet (accrual accounts) 

 

The balance sheet shall be prepared in accordance with the companies Act. 

 

Asset Register 

 

The Board of Trustees [BOT] chairperson shall maintain it 

Copies of receipt and payments to be kept by BOT 

BOT to report on items that needs to be written off or to be insured 

When revaluation of assets expects to be out sources to determine correct values 

Reducing balance method shall be used for depreciation of assets 

 

Security item register 

 

Stationery books shall be distributed from the mission area. 

Stationery books shall be issued out in sequence by the finance chairperson. 

The security items register shall be kept up date. 

All charges are local churches are to send the sequence of security books sent to them back 

to the MA for comparison purposes. 

       
N.B. Church financial records and other church operations shall be subject to a         

Internal audit on a quarterly basis and at year-end. The audited reports are to be presented to 

the Church Admin Board. 
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Financial Reporting 

 

Monthly Reports: 

The Treasurer should prepare a set of quarterly financial reports for distribution to the 

church in General. These are to be forwarded to Internal Audit first and distribution must 

be done after audit.  The reports should include: a balance sheet and a statement of income 

and expenses for each department (operating, project); a consolidated balance sheet and 

consolidated income and expense report which show all departments combined; a budget-

to-actual report for all accounts included in the annual operating budget; a list of deferred 

and receivable funds, and a cash flow projection.  All these are to be submitted to the full 

board for their review and acceptance at the following Executive/ board meeting. 

The quarterly statements should be reviewed by the Finance Chairperson or Vice Finance 

Chairperson prior to distribution to the church.  

Quarterly audit: 

At fiscal quarter-end, an Audit report should be prepared summarizing the total income and 

expense activity for the quarter.  The treasurer will in addition to other reports, prepare a 

multiple receipts and payment report, bank reconciliation report and a monthly transaction 

audit list from Paxton. A balance sheet should be prepared as of the last day of that quarter 

and should be attached to the income and expense report.  

 

Year-End Report/Audit: 

At fiscal year-end, a year-end Audit report should be prepared summarizing the total 

income and expense activity for the year.  A balance sheet should be prepared as of 

December 31 and should be attached to the income and expense report.  This report will be 

initially reviewed by the Finance Chairperson, Vice Finance Person, Lay leader and the 

District Superintendent prior to distribution at the annual meeting. 

The auditing process of the consolidated financial reports will begin on or about the 15th 

April of the next financial year. A handover certificate will be duly completed and signed 

at each stage, whenever books are submitted for external audit.  

Bids for an independent auditor to conduct this review will be accepted between 

September 1 and October 15. In accordance with the United Methodist policy, at least three 

proposals will be considered.   
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Fiscal Policy Statements 

1. All cash accounts owned by the United Methodist Church will be held in financial 

institutions which are insured and have received a favorable rating. All cash accounts 

MUST be declared to the MA CoF and they MUST be audited quarterly. No local 

church is to hold off-balance sheet accounts. Organizations will not maintain their 

own bank accounts.  

2. All capital expenditures which exceed £250.00 will be capitalized on the books and 

records of the Church. 

3. Employee pay cheques and/or personal cheques will not be cashed through the petty 

cash fund of the Church. 

4. No salary advances will be made under any circumstances. 

5. No travel cash advances will be made except under special conditions and 

preapproved by the Finance Chair and the Church Executive in General meeting.  

Reimbursements will be paid upon full expense reporting using the official United 

Methodist form within the normal disbursement schedule. 

6. Any item whose value exceeds £50.00, received via donation, will be recorded in the 

books and records of the Church. BOT to update the asset records accordingly. 

7. It is the policy of the United Methodist Church to reimburse out of pocket expenses 

only when supporting documentation has been presented for approved costs incurred. 

8. It is the policy of the United Methodist Church to establish pay rates which equal or 

surpass the NATIONAL minimum wage. 

9. All funds received by the United Methodist Church for each project will be 

segregated into separate project accounts in the general ledger to avoid any 

possibility of commingling project monies with general operating funds. A full 

computerized ledger accounting system will be maintained.  Monthly financial 

statements including Balance Sheet and Statement of Revenues and Expenses will be 

produced for each project as a separate Department. 

10. The Lay leader and Treasurer are signatories of all Church bank accounts.  A third 

signatory will consist of the Finance Chairperson.  Two signatures are required for all 

disbursements and any disbursements exceeding £10,000 must be authorized in 

writing by one of the Trustee with signature authority, currently the Chair, Vice-

Chair, and Treasurer. 

11. Bank statements will be reconciled monthly in order to account for any outstanding 

or lost cheques. 

12. Expense reports will be maintained which will disclose the nature of expenses, and 

the dates incurred. 

13. Separate files will be maintained for each bank account and each vendor.  Files will 

be kept separately for each fiscal year. 

14. The services of a Registered Public Accountant will be engaged to prepare a formal 

financial audit of the Church fiscal year-end.    
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15. Correction fluid should never be used in preparing timesheets or any accounting 

documents. 

 

Fixed Asset Management – in Consultation with BOT 

 

1. A permanent property log or database is to be maintained by the Finance Chairperson 

for all fixed assets purchased by the Church. 

2. The log should contain the following information: 

a. date of purchase 

b. description of item purchased 

c. received by donation or purchased 

d. cost or fair market value on the date receipt 

e. donor or funding source, if applicable 

f. funding source restrictions on use or disposition 

g. identification/serial number (if appropriate) 

h. depreciation period 

i. vendor name and address 

j. warranty period 

k. inventory tag number (all fixed assets should be tagged with a unique 

identifying number) 

l. number of the cheque used to pay for the equipment 

3. At least annually, a physical inspection and inventory should be taken of all United 

Methodist Church fixed assets and reconciled to the general ledger balances.  

Adjustments for dispositions should be made. 

4. The Treasurer/ Finance Chairperson should be informed, in writing, via an interoffice 

memorandum of any material changes in the status of property and equipment.  This 

should include changes in location, sale of, scrapping of and/or obsolescence of items 

and any purchase or sale of real estate. 

5. All capital items which have a cost greater than £250.00 will be capitalized and 

depreciated.  
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Payroll- in consultation with PPR/ COS 

 

Personnel: 

1. The Treasurer is charged with the responsibility of maintaining personnel files on 

staff persons. 

2. Each personnel file should contain the following information, at a minimum. 

a. Employment application or resume 

b. A record of background investigation 

c. Date of employment   

d. Position, pay rates and changes therein 

e. Authorization of payroll deductions 

f. Earnings records for non-active employees 

g. Termination data, when applicable 

h. Immigration Status. 

3. All personnel records are to be kept locked, by the DS, in a locking file cabinet.  

Access to these files other than by the Treasurer, Finance Chair, Vice Finance Chair, 

lay leader or the auditor should be requested in writing to the DS. 

 

Payroll Preparation and Timekeeping: 

1. Travel expenses claimed are paid at charge level or in the case of the District 

Superintendent, at Mission Area. Some expenses may be paid at Mission Area at the 

discretion of the Finance Chairperson.  Claims are to be prepared by all staff persons 

and submitted monthly by the 15th day of each month for processing onto that 

month’s payroll. A mileage log should be filled in on a daily basis and, if in writing, 

completed in ink.  Correction fluid should never be used in preparing mileage and 

other claims. If an error needs to be corrected, a line should be drawn through the 

item and the corrected information recorded, and initialed by the person making the 

correction. 

2. Claims are to include specific time spent or distance travelled on each project/ visit. 

3. Claim forms are to be signed by the staff person and PPR and COS. 

4. PPR/COS will verify and approve the claim and submit same to the COF 

Chairperson, who will check and authorize payment. No claims are to be paid unless 

they have been signed for by Charge PPR/COS. All such claims are to be forwarded 

to the Treasurer for processing into Payroll. 

5. The Treasurer should then process the time and report the information to the payroll 

Finance Chairperson and Lay leader.  The information reported should include: 
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a. hours worked, by cost center 

b. changes in pay rates or employment status 

c. vacation, sick or personal hours used and earned 

6. The Finance Chairperson and Lay leader should review the payroll summary page 

of the payroll service report for inappropriate payees or unusual hours. 

7. Pay slips should be distributed by the Treasurer on the designated day and hour, one 

week after the end of the pay period according to a prearranged schedule distributed 

by the Treasurer. In the event that a pay slip picked up by a designated person other 

than the staff person, a memo should be received in writing from the staff person 

and proper identification should be requested from the party picking up the pay slip. 

8. As an employee benefit, the United Methodist Church offers direct deposit through 

the employees’ own financial institution. Through direct deposit, payroll is 

deposited as cash into the employee’s account on payday. 

 

Petty Cash Fund 

 

1. The petty cash fund should never exceed £100.00. 

2. The Treasurer is the custodian of the petty cash fund. 

3. A single disbursement from petty cash shall never exceed £15.00. 

4. The petty cash fund shall be operated on an imprest basis.  This means that when it 

is time to replenish the petty cash fund, the Treasurer shall total out the expenses 

made and identify those expenses by general ledger account number.  When the 

cheque request is submitted for payment it should indicate the total amount needed 

to bring the fund back up to £100.00.  Also, the cheque request should breakdown 

the various expense accounts being charged and the amount charged to each. 

5. When a request for petty cash reimbursement is made to the Treasurer, the item will 

be listed on the Petty Cash Fund Reconciliation Sheet.  A description of the item 

charged should be recorded together with the amount.  A vendor receipt must be 

received by the Treasurer for the amount of the request in order for the request to be 

approved. 

6. The recipient of the petty cash funds must sign the sheet to indicate receipt of the 

funds.  The paid receipt should be attached to the sheet.  All paid information 

should remain in the locked petty cash box until it is time to replenish the fund.  At 

that time, the Petty Cash Fund Reconciliation Sheet and associated receipts are 

attached to the check request voucher. 

 

7. The petty cash box is to be locked at all times when the Treasurer is not disbursing 

or replenishing the fund.  The locked petty cash box is to be kept in the locked file 

cabinets within the finance office. 
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8. At least once annually, the Finance Chair or Lay leader or Internal Audit should 

conduct a surprise review of the fund.  When this is done, he/she should count, 

while the Treasurer is in attendance, the total monies on hand and the total amount 

of receipts in the petty cash box.  The two amounts should equal exactly £100.00.  

Any discrepancies should be discussed and resolved immediately. 

9. It is a policy of the United Methodist Church not to cash cheques of any kind 

through the petty cash fund. 

 

Purchases 

 

To Prompt a Purchase: 

1. When the normal cash disbursement procedure of invoice, etc., is not appropriate, 

(i.e., postage, petty cash, etc.) a payment request should be completed and 

forwarded with any order form or other documentation to the Finance Chair or vice 

chairperson for approval. The requisition must have been signed by the Chairperson 

of the organization requesting the payment.  If the payment is made out to either the 

Finance Chair or Vice Finance Chair, that individual cannot approve the check 

request voucher. 

2. Approved payment requests should be sent to the Treasurer for payment. 

3. In the absence of backup materials, receipts for the purchase must be provided to 

the Treasurer for attachment to the payment request within two weeks from the 

payment date. 

 

Proper Documentation for all Purchases, including Card Purchases: 

Every instance of credit card or other purchase use must be documented with travel 

authorizations, receipts, individuals paid for, nature of business, etc. before the expense 

will be considered authorized and will be approved for reimbursement.  See details 

below. 

A. Lodging - Provide an itemized receipt from the hotel detailing every charge and the 

name of the person(s) for whom lodging was provided. 

B. Meals/Entertainment - Provide a receipt showing separately the cost for 

food/beverage and gratuities, and including the names of every person for whom 

food or beverage was provided and the specific business purpose which was 

furthered by the expenditure.  For example, ‘’A Luncheon Meeting with Nancy 

Neville, Bishop the British Methodist Church, and Mr. Tatenda, UK Mission Area 

Lay leader, to finalize the speakers and program for the November 2011 MA 

Annual Revival in Oxford. 

C. Other Expenditures - A receipt from the vendor detailing every individual good or 

service purchased (including class of service for commercial transportation) 
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accompanied by an explanation of the specific business purpose which was 

furthered by each expenditure.  For example, A Round trip coach flight 

Birmingham to London for Conference Lay leader to review hotel proposals and 

facilities for the 2010 Annual Conference.  

The Treasurer will double check all reimbursement requests against receipts provided and 

run a calculator tape (where available) which will be attached to the reimbursement form. 

Where no calculator tape is available, the Treasurer shall total the expenses and sign on 

the copy of the receipts. 

Capital Expenditures: 

For all major expenditures such as computers, furniture, audit services, printing services, 

etc., three bids must be obtained before a purchasing decision is made.  If the annual 

amount will exceed £2,000, a bidding process and review will be conducted.  All bids, 

including phone quotes, must be recorded and kept on file. On all of these cases, this 

must be done by BOT in consultation with Finance. 

 

Consultants: 

Contracts with consultants will include rate and schedule of pay, deliverables, time 

frame, and other information such as work plan, etc.  Justification for payment should be 

submitted to file.  For example, if RRW hired a writer to create a publication a copy of 

the final version should be included in the file. 

 

Contracts: 

Contracts for purchasing products or services, similar to a purchase order, should be 

created and maintained for the file whenever appropriate.   All contracts to exceed 

£10,000 over the course of the year should be approved by the Lay Leader and Finance 

Chairperson. 

Any contract for the provision of services to and paid for by the church, will be between 

the church and the service provider. Such services include, telephone, broadband, 

utilities, travel and legal consultancy etc. 

 

 

 

 

 

 

 

 



The United Methodist Church 

 Committee on Finance Policies and Procedures Manual 

 

 

 

23 

 

Reserve Policy 

Purpose 

Unrestricted funds are needed to cover the day-to-day administration and support costs of 

the church and also to have designated funds available for specified projects in the future 

should the need arise. The United Methodist Church reserve policy ensures the stability 

of the churches’ mission, employment, programs and ongoing operations. It provides a 

source of funds that mitigates unexpected incidentals including sudden increase in 

expenses, unanticipated loss of income, uninsured losses or one time nonrecurring 

expenses that build long term capacity. 

The reserve policy is intended to support goals and strategies set out in financial and 

other governance policies in line with the operational and strategic aims of the United 

Methodist Church. 

Definitions and goals 

A minimum reserve fund equivalent to three months’ expenditure or 25% of annual 

expenditure will be maintained at Mission area, charge and local church. This may be 

reviewed periodically, in line with internal and external changes. Calculation of 

expenditure includes all recurring predictable expenses, including missional programs, 

salaries, wages and benefits, travel, rentals, utilities and professional services. 

Funding of reserves 

Reserves will be funded from surplus unrestricted funds. Additionally, stations may fund 

reserves through in built budgetary provisions. Reserves may also be funded by specific 

income set aside from time to time by the executive committee and approved by the 

administrative board or conference. 

Accounting of reserves 

Reserve funds will be available as cash. These can be held in a separate account, 

including investment accounts or comingled with general funds.  

Use of reserves 

Following recommendations from the board of trustees, the executive committee or 

church council identifies the need to access the fund and confirms that use is consistent 

with the reserve fund policy. Additionally, reasons for shortfall, availability of alternative 

funding and to timeframes for funding and replenishment need to be verified. Authority 

to use funds rests with the admin board or conference. 

Upon approval the Treasurer will maintain records of use and replenishment of funds. 

Regular reports will be given to the Committee on Finance and the executive. 

Where reserve funds are held in an investment account, they should be available at short 

notice. 

Review of policy 

This policy is subject to review and approval at each annual conference.   
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  BUSINESS TRAVEL AND SUBSISTENCE CLAIMS 

Travel within the UK: 

 

Salaried employees travelling within the UK will submit their business travel claims to the 

Committee on Superintendency (COS) or the Pastor Parish Relations Committee as is 

appropriate. 

The Chairpersons of the said committees will check the travel claims against the employees 

travel itinerary, verify authenticity of the claim before approval. 

Approved claims will be passed to the respective Committee on Finance. The COF 

Chairperson will satisfy him/herself that the claims are genuine before authorizing 

payment.  

The treasurer will make a payment to MA COF for inclusion on payroll. 

 

Business mileage shall be paid at the HMRC Approved Mileage Allowance Payments 

(AMAP) rates as per the table below 

Vehicle Type     Approved HMRC Mileage Rates (2014/15) 

Car 
£0.45p per mile up to 10,000 miles £0.25p for every mile over 

10,000 miles 

Motorcycle £0.24p per mile 

Bicycle £0.20p per mile 

Example 

An employee travels 12,000 business miles in their car - the approved amount for the year 

would be £5,000 (10,000x45p plus 2,000x25p) 

The treasurer shall maintain a mileage log for each employee to ensure all mileage 

payments are made at correct rates. Maintaining mileage logs will also ensure adequate 

record keeping and readiness in the event there was an inspection by HMRC.  

All mileage claims will be submitted on a monthly basis and not accumulated. 

 

Volunteers using personal vehicles on church business may claim mileage using a payment 

requisition. Claims will be paid according to the current travel reimbursement chart. See. 

Appendix. 

Travel between points not covered on the chart will be from post code to post code at 28p 

per mile. A mileage log is to be supplied with the claim in this instance. 

 

All other travel expenses will be claimed using payment requisitions supported by relevant 

receipts of payment. 

 

 

 

 

 

 

https://www.taxrebateservices.co.uk/information/what-are-the-mileage-allowance-rates.html
https://www.taxrebateservices.co.uk/information/what-are-the-mileage-allowance-rates.html
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Travel outside the UK and the Republic of Ireland 

 

Travel and subsistence for United Methodist Church (UK) salaried employees and 

volunteers travelling outside the UK and Republic of Ireland on Church business. The 

following aspect are covered in the document: 

 Air travel 

 Accommodation and daily allowance 

 Vehicle travel 

 

POLICY: 

1. Air Travel 

Booking for air travel must be done centrally via Mission Area or Charge secretariat as 

the case may be. 

 Travel shall usually be undertaken on an economy flight unless under special 

circumstances as may be agreed by the responsible Church executive. 

 Three written quotations must be obtained from an airline/official air travel 

agent from which the most economic ticket is selected. 

 Payment shall be made direct to the travel agent by the responsible treasurer 

upon receipt of approved payment requisition and accompanying quotation.  

 Prospective travellers shall advise of their travel schedule at least 4 weeks in 

advance to enable competitive prices to be obtained. 

 The cost of all air travel by UMC (UK) officials necessitated by a sister church 

in another country shall be arranged and paid for by the host church. 

 

 

 

2. Accommodation and daily allowance 

2.1. Travel to Zimbabwe 

UMC (UK) has worked out per diem allowances for official travel to Zimbabwe 

as detailed in Annex A, cognisant of the following: 

 With Zimbabwe being home for UMC (UK) employees and volunteers, 

those travelling to Zimbabwe on official business also benefit in their 

personal capacity. Allowances are meant to ensure that officials will not 

be out of pocket in the executing their official engagement. 

 Allowances are only applicable to the period when official business is 

being undertaken. Unreasonable prior travel in advance of start of business 

engagement and/or overstay when official business has ended is not 

covered in the calculation of payable allowance.  

 The rate takes into consideration a survey of local (Zimbabwean) 

subsistence rates paid by government and NGOs for official stay away 

from home. Comparison has also been made with regional rates such as 
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those paid to South African government official when they travel to 

Zimbabwe on their official business.  

 Different rates are applicable where full or partial board for events such as 

Annual Conferences, workshops or meetings is covered by the church or 

other sponsor. UMC (UK) (Mission Area or Charges, as the case may be) 

shall pay for the cost for their attendees direct to the event organisers and 

the residual allowance paid to the attendee. 

2.2. Travel to other countries  

 Per Diem rates for UMC (UK) official travel to other countries other than 

Zimbabwe shall be based on the prevailing rates published by HMRC, 

rationalised to exclude any sponsorship by the host. 

 The cost of all other travel by UMC (UK) officials necessitated by a sister 

church in another country shall be arranged any paid for by the host church. 

 

3. Vehicle Travel 

3.1. Use of personal vehicles (Zimbabwe) 

 Where officials have personal vehicles at their disposal in Zimbabwe, 

payment for official travel mileage shall be based on the prevailing 

Automobile Association of Zimbabwe (AAZ) rates for petrol or diesel 

vehicle of engine capacity of not more than 2.5 litres.  

 The mileage to be paid for shall be the return distance from point of entry 

to the event venue for each assignment.  

 In the case of Annual Conferences attendance at the usual venues, the 

amounts payable is given in Annex A. These amounts are based on the 

current AAZ rates as highlighted above and for travel between Harare and 

Mutare, and between Harare and Murewa for the Zimbabwe East and 

Zimbabwe West conferences respectively. 

 

 

3.2. Vehicle hire 

 Vehicle hire shall be resorted to for group travel of at least 4 persons 

attending the same event. The number in the group shall not include family 

members not part of the official delegation.  

 The cost of vehicle hire is to be restricted to the duration necessary for each 

engagement and is to be included in the air ticket package.  

 Fuel costs are to be paid based on the prevailing AAZ fuel rate and mileage 

calculation for return distance between point of entry and event venue. 

 

 

 

3.3. Use of public transport 
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Official can opt to use public transport in lieu of personal vehicle usage for official 

engagement in Zimbabwe. In this case no extra payment will be made other than 

that stipulated in section 3.1. 

         

         

         

General Per Diem Subsistence Rates for travel to Zimbabwe    

         

Currency: USD         

         

Bed & Breakfast 72.00        

Lunch 19.00        

Dinner 25.00        

Supplementary 9.00        

Total 125.00        

         

         

Allowances for Zimbabwe Annual Conferences attendance:    

         

Maximum no of days’ payable  8.00       

Bed & breakfast @ $72/day  576.00       

Supplementary  72.00       

Mileage allowance (740km @ $0.30/km) 222.00       

Total 878.00       

         

         

Note: 

The supplementary allowance of $9.00 per day is meant to cover minor incidental expenses 

such as telephone calls and drinks. 
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United Methodist Church Proposed Chart of Accounts   

     

Account Code 

(A/C) 
Account Name  Type 

Fund 

Code 

Use 

          

UMC2000 Bank Current Account Asset/Money General   

UMC2001 High interest deposit account Asset/Money General   

UMC2020 Recoverable Gift Aid Asset/Money     

UMC2030 Debtors control account Asset   MA 

UMC2031 Projects Control Asset   MA 

UMC2035 Staff Travel -South Charge Asset   MA 

UMC2036 Travel Advance Asset   MA 

UMC2037 Staff Travel-Midlands Charge Asset   MA 

UMC2038 Staff Travel-Central Charge Asset   MA 

UMC2039 Staff Travel-North Charge Asset   MA 

UMC2040 Staff Travel-Scotland Asset   MA 

UMC2070 Creditors control account Liability   MA 

UMC2072 Other Creditors & Accruals Liability   MA 

UMC2075 Net Salaries Liability   MA 

UMC2080 HMRC (PAYE & NI) Liability   MA 

UMC2099 Retained deficit/surplus Liability   MA 

  Assessments       

UMC100 Assessments North Charge  Receipt General   

UMC101 Assessments Leeds Receipt General   

UMC102 Assessments Manchester Receipt General   

UMC103 Assessment Sheffield Receipt General   

UMC104 Assessments Other Receipt General   

UMC105 Assessments Other Receipt General   

UMC110 Assessments Midlands Charge Receipt General   

UMC111 Assessments Birmingham Receipt General   

UMC112 Assessments Wolverhampton Receipt General   

UMC113 Assessments Coventry Receipt General   

UMC114 Assessments Crewe Receipt General   

UMC115 Assessments Other Receipt General   

UMC120 Assessments Central Charge  Receipt General   

UMC121 Assessments Leicester Receipt General   

UMC122 Assessments Luton Receipt General   

UMC123 Assessments Northampton Receipt General   

UMC124 Assessments Oxford Receipt General   

UMC125 Assessments Hatfield Receipt General   
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UMC126 Assessments Nottingham Receipt General   

UMC127 Assessment Other Receipt General   

UMC 130 Assessments South Charge Receipt General   

UMC131 Assessments Chelmsford Receipt General   

UMC132 Assessments London Receipt General   

UMC133 Assessments Slough Receipt General   

UMC134 Assessments Portsmouth Receipt General   

UMC135 Assessments Other Receipt General   

UMC  140 Assessment Scotland Receipt General   

UMC 150 Assessment Republic of Ireland Receipt General   

UMC160 Assessments MUMC Income   MA 

UMC161 Assessments RRW Income   MA 

UMC162 Assessments UMYF Income   MA 

UMC1000 Motor Vehicles Asset     

UMC1005 Equipment Asset     

UMC1010 Fixtures & Fittings Asset     

          

         

  Voluntary receipts       

UMC200 Sunday Offering Receipt General   

UMC201 Revival Offering Receipt General   

UMC202 Thanksgiving Receipt General   

UMC203 Tithe Receipt General   

UMC204 Pledge Receipt General   

UMC205 Gift Aid Claimed Receipt General   

          

  Receipts from Church activities       

UMC300 Harvest income Receipt General   

UMC301 Gifts and Donations Receipt Restricted   

UMC302 Orphans Fund Receipt Restricted   

UMC303 Pastoral Fund Receipt Restricted   

UMC304 Condolences Receipt Restricted   

UMC305 Disaster Fund Receipt Restricted   

UMC306 Fund raising income Receipt General   

UMC307 Repayment of Expenditure Receipt General   

UMC308 BOT Receipt General   

UMC309 CM Receipt General   

UMC310 COS/ PPR Receipt General   

UMC311 Travel and Hospitality Receipt General   

UMC311 Admin Receipt General   

UMC312 Finance Receipt General   

UMC313 Donated Funds Receipt Restricted   
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UMC314 Building fund income Receipt Restricted   

UMC 315 Missions income  Receipt Restricted   

UMC350         

UMC351         

UMC352         

UMC353         

UMC354         

          

          

  Receipts from investments       

UMC400 Interest received Receipt General   

UMC401 Rental receipt Receipt General   

UMC402 Other receipts/Unallocated income Receipt General   

          

  Receipts from other Charges      

UMC500 Mission Area Receipt General   

UMC501 North Charge Receipt General   

UMC502 Midlands Receipt General   

UMC503 Central Charge Receipt General   

UMC504 South Charge Receipt General   

UMC505 Scotland Charge Receipt General   

UMC506 Ireland Charge Receipt General   

          

  Other        

UMC600 Gift Aid Tax Claim Receipt General   

UMC601 Sundry receipts Receipt General   

UMC 690 Purchase discount received Receipt General   

          

  Organisations receipts       

RRW700 RRW Receipt RRW   

MUMC701 MUMC Receipt MUMC   

UMYF702 UMYF Receipt UMYF   

          

  Sections receipts       

UMC720 Section ONE Receipt Section   

UMC721 Section TWO Receipt Section   

UMC722 Section THREE Receipt Section   

UMC723 Section FOUR Receipt Section   

UMC724 Section FIVE Receipt Section   

          

PAYMENTS         

  Church activities costs       
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UMC800 Salaries Payment General   

UMC801 National Insurance (NI) Payment General   

UMC802 Assessments Payment General   

UMC803 Parsonage Rent  Payment General   

UMC804 Mobile phones Payment General   

UMC805 Clergy travel and Hospitality Payment General   

UMC806 Stationery and Admin Payment General   

UMC807 Telephone and IT Payment General   

UMC808 Lay training Payment General   

UMC809 Hire charges Payment General   

UMC810 Gas and Electricity Payment General   

UMC811 Water charges Payment General   

UMC812 Council Tax Payment General   

UMC813 Laypersons travel and Hospitality Payment General   

UMC814 Catering and Entertainment Payment General   

UMC815 Congregational Insurance Payment General   

UMC816 Security Payment General   

UMC817 Church Water charges Payment General   

UMC818 Church Council tax  Payment General   

UMC819 Sage Payroll support Payment General   

UMC820 Professional Fees Payment General   

UMC821 Computer accessories Payment General   

UMC822 Harvest  Payment General   

UMC823 Lay leaders and Secretariat Payment General   

UMC824 Zim Annual Conferences Payment General   

UMC825 International travel/Visa and other 

related fees 

Payment General   

UMC826 Gifts and donations Payment General   

UMC827 Orphans Fund Payment General   

UMC828 Pastoral Fund Payment General   

UMC829 Disaster Fund Payment General   

UMC830 Condolences Payment General   

UMC831 Miscellaneous expenses Payment General   

UMC832 BOT Payment General   

UMC833 CM Payment General   

UMC834 COS/PPR Payment General   

UMC835 Finance Payment General   

UMC836 United Theological College Payment General   

UMC837 Building Fund Expenditure Payment General   

UMC838 Appreciation of services Payment General   

UMC839 Missions Payment General   

UMC840 DS office expenses Expenditure General   
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UMC841 Paxton support Payment General   

UMC842 Other Payment General   

UMC843 Other Payment General   

UMC844 Other Payment General   

UMC845 Other Payment General   

UMC846 Other Payment General   

UMC855 Salary Allowances Expenditure     

UMC856 Other Payroll Allowances Expenditure     

UMC890 Projects Expenditure Expenditure     

          

  Governance Costs       

UMC900 Bank charges Payment General   

UMC902 Interest paid Payment General   

UMC903 Audit fees Payment General   

UMC909 Depreciation Expenditure     

          

  Capital payments       

UMC910 Asset # 1 Payment General   

          

  Payments to other Charges       

UMC950 Mission Area Payment General   

UMC951 North Charge Payment General   

UMC952 Midlands Charge Payment General   

UMC953 Central Charge Payment General   

UMC954 South Charge Payment General   

UMC955 Scotland Payment General   

UMC956 ROI Payment General   

UMC957 Other Payment General   

UMC958 Other Payment General   

          

  Organisation payments       

RRW1000 RRW Payment RRW   

MUMC1001 MUMC Payment MUMC   

UMYF1002 UMYF Payment UMYF   

          

  Section payments       

UMC970 Section ONE Payment Section   

UMC971 Section TWO Payment Section   

UMC972 Section THREE Payment Section   

UMC973 Section FOUR Payment Section   

UMC974 Section FIVE Payment Section   
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HANDOVER CERTIFICATE.                 STATION: ___________________                                                 

This is to certify that I __________________________________________ have this ___ 

day of ________________, _______________ handed over financial instruments/ books 

of accounts listed hereunder, to ______________   at 

___________________________________________ ___________. 

 

Item Description   quantity 

Day book  

 

 

Cheque books/stubs  

 

 

Bank statements. Account 

number 

Period  

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

Requisitions (expenditure)   

Receipts for expenses/expenditure 

incurred. 

 

 

 

Receipt books (record of income).   

Copy of Letter of bank 

authorization 
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Copies of VAT returns and VAT 

workings. 

  

Details of hire purchase agreements 

entered into. 

  

List/details of debtors.   

Payroll/PAYE records   

Details of fixed assets bought and 

sold/scrapped. 

  

 

 

Signed: 1. _____________________________________ 

  (                                                                    ) 

 

Signed: 2. _____________________________________ 

  (                                                                    ) 

 

Witness: ________________________________________  

  (                                                                      ) 
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United Methodist Church (UK) 

Charity Number 1094560 

Ethel Road, Evington, Leicester, LE5 5ND.  Tel: 02082047113 

 

 

 

 

 
PAYMENT REQUISITION FORM  
 

STATION: ___________________                                                DATE: _____________________ 

 

Details Allocation Amount (£) 

 

 

 

  

 

 

 

  

 

 

 

  

Total Amount requested 

 

 

 

 

AMOUNT: (in words):  

 

______________________________________________________________________________________ 

                                                       

 

PAYEE: (i.e. Chq to be issued to) 

 

 _____________________________________________________________________________________ 

 

APPROVED:  
 

CHAIRPERSON: ____________________________ SIGNATURE: ______________________ 

 

 

VICE CHAIRPERSON: _______________________SIGNATURE: ______________________ 

 

 

AUTHORISED:  
 

FINANCE CHAIRPERSON: ___________________ SIGNATURE:_______________________ 

  

 

CHEQUE/EP REFERENCE:_________________ DATE: _____________________. 

 

 

 

NB: Please provide invoices or receipts to support this expenditure*  


