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The procedures discussed in this document must be followed precisely. The Finance office and the 

BGCO team leader must approve any departure from such procedures. 
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The following policies are designed specifically for Baptist Collegiate Ministries in order to provide 

direction, protection, and accountability. 

 

Contributions and Other Income 
 

Safeguarding Cash and Checks 

BCMs receive cash and checks for contributions, registration payments, offerings, and other 

miscellaneous fees. A best practice is to never be alone with cash or checks received. Open the mail with 

a staff member or volunteer. There may be times when you are alone at the BCM and a student or donor 

will bring you cash or a check. They can serve as your “other” person by having them sign or initial a 

receipt in your pre-numbered receipt book. 

 

Never count offering money alone. Count offerings immediately following the collection with someone 

at the event and document the amount and the counters. 

 

A pre-numbered receipt book is a necessary tool for safeguarding cash and checks because it documents 

that all donations and payments were received in the presence of two individuals. If used properly it will 

also allow you to verify every dollar received has been deposited in the BCM bank account. The 

following information should be documented on each receipt: 

1. Name of donor or person making payment 

2. Date 

3. Amount of payment or donation 

4. Check or cash – include check number 

5. The purpose or designation for the money 

6. Signature or initials of the person receiving the money and the second person present 

 

Endorse each check immediately when received. The endorsement should include the BCM bank 

account number and should say “for deposit only.” This will make it difficult for someone to deposit the 

check into another account. 

 

Cash and checks should be deposited daily. If the amount is less than $100 or received after banking 

hours all funds must be secured in a locked safe until the bank’s next business day. Access to the safe 

needs to be limited. The more people with access, the less accountability it provides. Do not write the 

combination down, or keep the key to the safe, in the office.  

 

When filling out the deposit slip each check needs to be listed, including the check number and person’s 

name. This will be helpful as you verify all money received was deposited. Also, include the  

pre-numbered receipt numbers on the deposit slip; i.e. 44893-44896. This will also aid in verification 

because cash is very difficult to track. Finally, document with initials who prepared the deposit. See the 

example on the next page. 
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Receipt book example       Deposit slip example 

 

 

 

Reviewing and Verifying Income 

Verify every receipt in the pre-numbered receipt book has been included on a deposit slip. If one appears 

to be skipped or left off, find out why. This process should be done weekly. Each month compare every 

deposit slip to the deposits on the bank statement to verify each deposit was taken to the bank and the 

bank correctly recorded it. This can be done when the bank account is reconciled. 

 

Bank Reconciliation 

The purpose of reconciling is to prove and document two sets of records are in agreement. If differences 

exist they need to be corrected or explained. An example of an explained difference would be a timing 

difference, like an outstanding check. An outstanding check is a check that was written, but had not 

reached the bank at the time the statement was printed. All bank accounts must be reconciled monthly.  

 

Most accounting software has a reconciliation function that will assist in this process. You will need to 

print the reconciliation and sign and date it as the preparer. The review should include looking at the 

check images for proper signatures and proper payee. It is imperative you have someone else review the 

reconciliation, if you are responsible for writing and signing the checks. The reviewer also needs to sign 

and date the reconciliation documenting they performed the review. 
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Recording Income 

Cash and checks are received for many reasons at a BCM, such as: contributions for general operation 

budgets and contributions designated for specific purposes like missions, mission trips and salaries. 

Money is also received as payments for retreats, parking rentals, or sale of merchandise. The recording 

and tracking for each of these types of income is important. 

 

All income received must be recorded in an income account and not in the expense account you use 

when writing checks. Contribution letters or receipts should be provided to all donors, both churches and 

individuals.  See Receipts for Donations/Gift for details. 

 

Donor designated contributions must be tracked to ensure they are used for the donor’s intended 

purpose. If donor designated contributions are not all spent by the end of the year they must be carried 

over to the next year until they are used for the intended purpose. These contributions will continue to be 

part of your cash balance but are considered restricted and are not available for use for general 

operations. 

 

Parking lot rental income, if offered to the general public, is considered unrelated business income 

(UBI). Isolating this type of income and any related expense into separate general ledger accounts will 

be necessary if you are required to report the income to the IRS. The income threshold for reporting to 

the IRS is $1,000. See Unrelated Business Income – UBI for  more details.  

 

Sale of merchandise by the BCM is not subject to sales tax when it can be said that the selling is 

noncompetitive with business establishments and the transactions are a reasonably small number of 

times per year. If you are not sure sales tax should be collected, we can help you contact the Oklahoma 

Tax Commission. If it is determined sales tax needs to be collected and remitted, the sales tax must be 

properly recorded and tracked. 

 

Miscellaneous Income 

All checks should be made payable to “Baptist Collegiate Ministries.”  

 

Personal or third party checks should never be cashed from BCM cash funds for any reason. A third 

party check is when the check is made out to a person and they endorse it over to a third person; like the 

BCM. 

  

Holding checks for clearing should never be allowed under any circumstance. 

 

Unrelated Business Income—UBI 

Income not directly related to the BCM ministry is defined by the IRS as being Unrelated Business 

Income (UBI). This income is subject to taxation by filing an IRS Form 990-T. This must be filed by 

May 15. The income threshold for filing is $1,000. The income and related expenses must be reported, 

in detail, in the filing. If the income is offset or exceeded by expenses, then the 990-T must still be filed 

but will not result in taxes due to the IRS. If the income exceeds expenses, then taxes will be owed to the 

IRS. All allowable expenses, such as, out of pocket costs and salary costs, including taxes can be used in 

the calculation of total expenses used to offset the income from the activity. UBI can be defined as 

parking lot rentals, office rentals, etc. when the premises are used to generate income not specific to the 

BCM ministry. Product sales can also be considered UBI. There are many factors and exceptions to this 

general statement. Please consult the BGCO Finance Office for further information before deciding to 

receive UBI income because the cost of filing the return may outweigh the benefit of the income 

generated. 
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Disposal of Assets 

If the BGCO has purchased equipment for your BCM, assets sold or otherwise disposed of, such as 

equipment, furnishings, automobiles, etc., must be communicated to the BGCO accounting manager for 

recordkeeping purposes. 

 

Receipts for Donations/Gifts 

Contributions to the BCM do not automatically allow the gift to be deductible to the donor. The IRS has 

very specific rules on this subject. The gift must be given to a 501(c)3 organization. The BGCO is a 501

(c)3 organization and the BCMs are considered part of either the BGCO or their Association. Most of 

the BCMs have not filed to be a 501(c)3 on their own and therefore are only able to receive donations 

eligible for a tax deduction under the authority of the BGCO or their Association. Generally, the 

contribution must be for the use of the 501(c)3 organization and under the full control of the 

organization to be deductible. Gifts designated to individuals are not deductible. See how to determine 

when a gift is for the use of the organization or designated to an individual in the Fund Raising section. 

 

The IRS requires a receipt be provided to all donors when the gifts are received in cash, check, or 

property in excess of $250. In-kind donations of labor will be sent a letter of thanks with no rates, hours 

or dollar amounts provided. Only payments made and received by the BCM during the taxable year 

should be included. Be very careful how you record donations in December and January making sure 

they are recorded in the proper year. The proper period is based on the date the donation is received or 

the postmark, it is not based on the date written on the check. The IRS recommends the following be 

included in the acknowledgment provided to donors: 

 

1. The amount of cash and/or a description (but not value) of any property other than cash 

contributed 

2. Whether the BCM provided any goods or services, in whole or in part, for the contribution 

3. A good faith estimate of goods or services provided by the BCM or if goods or services consist 

solely of intangible religious benefits, a statement to that effect 

 

Sometimes property, like furniture, appliances, or vehicles, is donated to a BCM. If you are approached 

by a donor who wants to donate property with a value that appears to exceed $500 contact the BGCO 

Development Office, as the donor may need an IRS form 8283 signed by the BGCO for them to be able 

to deduct the value of the property. There are special rules and reporting requirements (IRS form 8282) 

if you sell this property within three years. Instructions for form 8283 and 8282 are available on the IRS 

website.  

 

Fundraising – Staff Salary and Mission Trips 

Several BCMs pay employees due to hiring practices that have been approved by the BGCO BCM 

specialist. Contact the BGCO BCM specialist to find out if your BCM is authorized to raise money for 

staff salaries. Some of the employees are required to raise money to help offset the expense to the BCM. 

Extreme caution must be exercised in this process to comply with the IRS. The IRS does not allow a tax 

deductible donation when a contribution is designated to an individual. A contribution with the 

following characteristics made to fund the salaries of BCM staff would be considered tax deductible: 

 

1. The intent of the donor is to benefit the BCM 

2. The BCM has full control of the contribution and this is expressed regularly and explicitly to the 

donor. This includes the point of solicitation, prayer letters, gift acknowledgements, and any 

verbal communications 
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The characteristics allowing contributions raised for salaries to be deductible are also applicable to funds 

raised for mission trips. With mission trips it is also important the trip not include a significate element 

of personal pleasure, recreation, or vacation. Contact the BGCO Internal Auditor with any questions 

regarding the deductibility of mission trip payments. Also, on the BGCO website under Directors 

Resources, there is a form letter that can be used to solicit donations and it will help document the 

donor’s intent. 

 

The following are best practices to demonstrate control over the contributions: 

 

1. Documentation of salary agreements per position at the BCM with set salaries regardless of the 

amount of money raised 

2. Control of the funds by the organization through a budgetary process 

3. Reimbursement of documented legitimate ministry expenses approved by the organization and 

not based on the amount of money raised 

4. Screening of potential staff members according to qualifications established by the organization 

that are related to the BCM exempt purpose 

5. Staff members are assigned to programs or projects by the BCM based on the staff member’s 

skills, training, and the needs of the BCM and they are supervised 

 

Cash Disbursements 
 

Access to Checks and Petty Cash 

Checks should be kept in a locked safe. This includes unwritten checks and checks not yet distributed. 

Unwritten checks should never be signed prior to writing the check and getting proper approval. 

 

Petty cash funds should be kept in a locked safe and should be reconciled monthly. These funds are only 

for the purchase of nominal items (less than $100) not requiring a check. In replenishing petty cash or 

getting cash, the check needs to be made payable to the BCM location. The contents of the petty cash 

fund must consist of cash and the receipts for goods or services purchased. In other words, the total of 

cash and receipts must always equal the value of the petty cash fund.  

 

Cash Disbursement Approval 

Every cash disbursement must be approved prior to the release of the funds. Cash disbursements should 

only be made for the purpose of the BCM ministry. Purchases or payments should only be made by 

check, credit card, ACH, electronic fund transfer, or petty cash. In no circumstance should cash received 

as income be used to make payments or purchases. 

 

The approval should be documented on the support provided requesting payment. Most often this will be 

the invoice being paid. If it is a reimbursement it will be the receipts provided. If there is no invoice or 

receipt the support could be a copy of an email detailing the amount you are paying. If nothing is 

available write a short memo explaining the purpose of the disbursement, the amount, and the payee. 

This will serve as your support. 

 

Travel should be reimbursed, for the miles driven, at a specified BCM per mile rate, which should not be 

more than the IRS rate. The business purpose of the trip should be documented. The importance of 

documenting travel reimbursements is for the benefit of the employee. This documentation is evidence 

to prove the cash disbursement is not taxable income. This documentation satisfies the IRS requirement of an 

accountable plan for employee reimbursed expenses. Keep in mind when other expenses are reimbursed the receipt 

must be retained and the business purpose must be documented. 
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Below is an example of a form that could be used to document business travel. 

 

 
As you approve these disbursements, it is important to make sure you are not paying sales tax on 

invoices or reimbursing sales tax. See Tax Exempt Status for more information. Local and state taxes 

often can be avoided on utilities, as well as, purchases. 

 

Each receipt and invoice should also include documentation of the business purpose of the purchase or 

reimbursement; i.e. a meal purchased might say “planning meeting” or “one-on-one session with 

student.” 

 

Never sign a check without seeing the proper support; i.e. invoices or receipts. After the check is signed 

it is very important to document on the support indicating it has been paid. Including the check number 

would be helpful if the payment is questioned by the vendor.  

 

Some people and businesses to whom the BCM sends payments will need to provide you with a W-9 

form before you disburse the funds. Often it is difficult to get this form back after they have received 
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their check, so be sure to have this completed before you sign and disburse the check. See details on this 

topic in Honorariums and 1099 Vendors. 

Checks should be signed by someone other than the person writing the check. If the BCM does not have 

a large enough staff or no one else is available, the paid invoices should be reviewed and initialed at a 

later time by another person. This provides accountability and documentation. 

 

Credit Cards 

All receipts from credit card purchases must be retained and kept with the credit card statement. Each 

receipt should include documentation of the business purpose of the purchase. Purchases without 

business purposes documented could be considered taxable income to the card holder by the IRS. 

 

In no case, should a credit card be opened in the BCM’s name without prior approval of the BGCO 

BCM specialist and the BGCO chief financial officer (CFO). Those BCMs with BGCO guaranteed 

UMB credit cards are required to provide a copy of the paid statement and related receipts, and a copy of 

the check used to pay the statement before the statement due date each month. 

 

In no case, should debit cards be used in the BCM ministry. Cash advances on credit cards is also 

prohibited.  

 

Cash Disbursement Recording 

Every cash disbursement should be recorded to an expense account. Cash received for a contribution or 

a payment for an event should never be used to make a purchase, pay bills, or make registration 

payments; because this would not allow for the expense to be properly recorded. Without properly 

recording income and expense it is difficult or impossible to know the true cost of a BCM activity and 

have a transparent paper trail of money going in and out of the BCM. 

 

Cash Disbursement Review 

A comparison of the approved budget and the actual expenses should be reviewed monthly to monitor 

spending. This review should be done by someone other than the person writing and signing the checks. 

The budget used for the comparison should be approved by someone other than the person writing and 

signing the checks. The best practice would be to have someone outside the BCM approve the budget 

and review the comparison. This could be a BCM committee, a local pastor, or the BGCO BCM 

specialist. 

 

Another important thing to review is the bank statement. Inquire about any insufficient fees or unusual 

ACH or electronic fund transfers or other transfers between accounts. Review the check images for 

proper signatures and proper payees. 

 

Miscellaneous Cash Disbursement 

To avoid duplicate payments, write paid on each paid invoice along with the check number. Also, if a 

vendor sent an invoice and a statement, attach the invoice to the statement to avoid paying both. 

 

Honorariums and 1099 Vendors 

The W-9 form will need to be obtained for all service type vendors, i.e. building contractors, plumbers, 

electricians, repairmen, attorneys, accountants, and others. This is the only way to obtain the necessary 

information to properly report payments made to 1099 type of vendors. Generally, payments to a 

corporation, including a limited liability company (LLC) that is treated as a C- or S-Corporation, are 

excluded from 1099 reporting. Attorneys are an exception to this rule. Also, payment for merchandise is 

generally excluded.  When services are performed by someone other than your employee and parts and 

material are included, this type of “merchandise” is reportable.  
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Honorariums are paid to individuals or entities who are providing a service to the BCM, such as 

speakers, musicians, clinicians, etc. Full-time BGCO employees cannot receive honorariums, even if 

they are working outside their normal area of service. Any additional pay to an employee must go 

through the payroll system so the proper payroll taxes are withheld. This will depend on specific facts 

and circumstances for each situation. Contact the BGCO staff accountant to determine the proper way to 

handle these transactions. A W-9 form must be obtained before any honorariums are paid.  

 

“The IRS continues to increase its scrutiny of Form 1099 reporting by individuals and 

businesses. The IRS uses 1099s submitted to them to be sure Form 1099 recipients report the 

income on their income tax returns. Failure to comply with 1099 filing requirements may 

result in substantial penalties. Because of the Small Business Jobs Act of 2010, certain 1099-

related penalties are more than double what they were in previous years.   

 

Two penalty types may apply to 1099 filings: 

 

 Failure to file 1099s with the IRS 

 Failure to provide copies of 1099s to payment recipients 

 

The penalties increase the longer the 1099 filing failure continues or the longer it takes to correct 

1099s filed incorrectly. Penalties range from $30 to $100 per form, with a maximum penalty of 

$1.5 million. However, if the rules are intentionally disregarded, penalties increase to $250 per 

1099 with no maximum penalty. The two penalty types are not mutually exclusive—if you fail to 

file 1099s with both the IRS and the recipient, the penalties will be double the standard penalty 

rates.” (IRS Increases Focus on Form 1099 Reporting January 2012) 

 

The W-9 form requires the payee or vender to identify their name as shown on their tax return, federal 

tax classification, address, and social security or employer identification number. They also must certify, 

under penalties of perjury, the information is correct. If you are using a long time vendor it is your 

responsibility to ensure the information you are using has not changed.  

 

The information on 1099 reporting, in this manual, is general but has been included to make you aware 

of the importance and the risk of not complying with the IRS requirements. More information can be 

obtained by reading the 1099 and W-9 instruction or contacting the BGCO staff accountant. 
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See an example of a W-9 form below. A copy of the W-9 form and instructions can be found at the IRS 

website or on the BGCO website under BCM director’s resources. 

 
The IRS requires a 1099-MISC form be provided to the recipient by January 31 and to the IRS by the 

end of February, for each 1099 type of vendor/person to whom you have paid $600 or more during the 

year.  When the IRS processes 1099 information, they reject those that do not have correct information. 

It is the BCM’s responsibility to follow through and supply the correct data. The IRS 1096 form, a 

summary of all 1099 MISC you are sending to the IRS, must also be filed. 

 

The 1099-MISC and the 1096 form and instructions can be found at the IRS website. See example of the 

form 1099-MISC below. 
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Tax Exempt Status 
The BCM is under the umbrella of the BGCO and therefore has sales tax exemption in Oklahoma due to 

the BGCO non-profit status. When making a purchase, present your tax exempt card to the sales clerk. 

This process works for credit card purchases and also when you will be billed later. The following are 

examples of vendors and venues you should not have to pay state or local taxes: retail stores, hotels, oil 

change centers/auto maintenance, AT&T, restaurants for a group of people, and many more. If your 

BCM does not have a sales tax exemption permit contact the BGCO accounting manager for the BGCO 

sales tax permit card as seen below. 

 

 
 

Employee versus Independent Contractor 

The IRS has established criteria for identifying who is an employee versus an independent contractor. So 

what is the difference and why is it important as long as each person reports the income on a tax return? 

 

An employee must have withholdings for federal income tax, state income tax, Medicare tax, and 

Federal Insurance Contribution Act (FICA) tax. The employer also must pay their portion of the payroll 

taxes. An independent contractor generally will not have any withholdings but will be issued an IRS 

Form 1099 for any calendar year they are paid $600 or more for services rendered and materials 

provided. The rules for treatment as an employee and independent contractor are as follows: 

 

Identifying attributes that constitute an employee could include some or all of the following: the 

workplace is provided by an employer including an office, desk, phone, computer, supplies, tools to 

work with, etc. plus supervision and direction from the employer, but other facts and circumstances also 

contribute to whether the payee is an employee or an independent contractor. Other criteria can be found 

at the IRS website, but because this topic can get very complicated please contact the BGCO staff 

accountant to ensure proper IRS treatment. 

 

Payroll 
 

Payroll Approval 

Before hiring a new employee, whether paid by check or by a rent free room, get the approval of the 

BGCO BCM specialist. Include position description, estimate of hours, and pay rate. Retain 

documentation of this approval. This documentation can be a copy of an email string between you and 

the BGCO BCM specialist. After receiving the approval of the position and finding a potential hire, send 

the potential hire’s information to the BGCO BCM specialist for approval. Include necessary 

information for a background check to be obtained by the BGCO BCM specialist prior to hiring. 
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If the person is hired, send copies of the employment related documents to the BGCO BCM specialist. 

This includes IRS required form W-4, IRS required form I-9, host agreements, and any other employee 

policy signature pages or conflict of interest disclosure. Remember the I-9 must be signed by the employer. 

The BGCO does not need a copy of the Department of Labor notice of availability of the new Health 

Insurance Marketplace (OMB 1210-0149) but it must be provided to employees within 14 days of their 

start date. If you need more details on the requirements of the Department of Labor contact the BGCO 

church /employee benefits specialist. See the copy of this form on the following three pages.  

 
The welfare reform legislation, the Personal Responsibility and Work Opportunity Reconciliation Act of 1996, 

(PRWORA), requires employers to report certain information on their newly-hired employees to a designated State 

agency. Every employee the BCM hires must be reported within 20 days of hire. If the employee is paid by the 

BGCO, the BGCO will be responsible for doing this step. If the employee is paid by the BCM, the BCM is 

responsible for doing this step. This can be done on the following website: https://apps.ok.gov/oesc/newhire/app/

index.php 
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Timesheets must be used for all full-time and part-time employees including those paid by rent free room or those 

paid a flat weekly or monthly rate by the BCM. This is to document they are being paid minimum wage or more 

and to document they are not a full-time employee. If they are working more than 32 hours a week 

notify the BGCO BCM specialist or the church/employee benefit specialist to ensure the BCM is in 

compliance with the Department of Labor. 

 

Timesheets must be approved and signed each pay period. They must be signed by both the BCM 

director and the employee. These records must be retained for four years.  

 

The support or documentation of approval for each payroll disbursement will be the approval of hire, 

which includes the employee name and pay rate, and the approved timesheet. 

 

Payroll Recording 

Payroll related disbursements are recorded in an expense account. If you have staff members raising 

money to offset the cost of salaries the money received must be recorded in an income account and then 

the pay check will be recorded in an expense account. See Fund Raising for more details on the proper 

process to ensure the funds raised are eligible to be deductible for the donor. 

 

An employee must have withholding for federal income tax, state income tax, Medicare tax (1.45%), 

and FICA tax (6.2%). The BCM also pays the Medicare tax (1.45%), and FICA tax (6.2%). Taxes 

withheld and taxes owed by the employer must be reported and remitted to the IRS and the state. 

Employees must be paid at least twice each calendar month on regular paydays designated in advance by 

the employer.  

 

Payroll Reporting 

The IRS 941 must be filed for the quarter in which you first paid wages. You must file every quarter 

after that even if you have no taxes to report. The filing dates are as follows: 

 

 Wages paid  Filing Due 

 January-March  April 30 

 April-June  July 31 

 July-September  October 31 

 October-December January 31 

 

If the total taxes (line 10) are less than $2,500 for the current quarter or the preceding quarter you may 

make your tax payment when you file the 941. If your taxes are $2,500 or more see the 941 instructions 

on the IRS website for making tax deposits. These instructions also have the details on the required 

payment method, which is electronic fund transfer (EFT) for monthly depositor. The 941-V is allowed 

for quarterly payments. If you have any questions regarding payroll tax reporting or payroll tax 

payments contact the BGCO staff accountant. 

 

See example of the 941 and 941-V forms on the next 3 pages. 
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The Oklahoma Quarterly Wage Withholding Tax Return WTH-10001 is due on or before the 20th day of 

the month following each calendar quarter. The filing dates are as follows: 

 

 Wages paid  Filing Due 

 January-March  April 20 

 April-June  July 20 

 July-September  October 20 

 October-December January 20 

 

If the amount withheld is less than $500 per quarter the payment should be remitted with this return. If 

the amount withheld is $500 or greater, remit monthly payments with payment coupon WTH-10004. 

These payments are due before the 20th day of the month following the payroll period. If you have any 

questions regarding payroll tax reporting or payroll tax payments contact the BGCO staff accountant. 

See examples of WTH-10001 and WTH-10004 on the next two pages. 
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WTH-10001 example below. 
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WTH-10004 example below. 
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The IRS form W-2 must be filed yearly for each employee who was paid, including noncash payments, 

$600 or more. The IRS form W-2 must be furnished to you employees by the end of January. This could 

include the fair value of a room provided free of charge to a student or intern. See Lodging Provided 

Free to BCM Students or Interns for the exception to filing a W-2. See a copy of the IRS W-2 below. 
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Any one required to file IRS form W-2 must also file IRS form W-3. If using paper forms they both 

must be filed by the end of February each year. See a copy of the IRS W-3 below. 
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Lodging Provided Free to BCM Students or Interns 
Sometimes a room is offered to a student, rent free, in exchange for services at the BCM. Such an 

agreement is tax free, as long as, the lodging is clearly for the convenience of the BCM and necessary to 

perform their duties. Such an agreement must be documented and significant in the task required in 

order for taxes to not be calculated on a W-2 Form. The BCM Building Host form below is the 

necessary documentation. If the lodging is deemed taxable, then the BCM must include the fair rental 

value on the annual W-2 form of the person lodging at the BCM rent free. In other words, rent free 

doesn’t mean tax free. Other facts and circumstances could cause the rent to be taxable, so please consult 

the BGCO Payroll Office anytime this situation exists for further discussion. 
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Budgets 

Each BCM needs to have and use an annual budget. This budget needs to be approved by someone other 

than the person writing and signing checks. A comparison between the approved budget and the actual 

transactions must be reviewed regularly.  

 

The purpose of a budget is to ensure resources are obtained and spent according to the approved plan. 

Budgets also allow directors or others to monitor the flow of these resources and make any necessary 

program changes. Keep in mind budgets are estimates of anticipated income and expense. There will be 

times the estimate is off by more than a few dollars. This will happen when unexpected income is 

received or unexpected expenses are incurred. Don’t make changes to the budget during the year or to 

the accounts where these are recorded, but be able to explain the differences. The more accurate your 

accounting records are the more accurate your budget will be in future years. 

 

Bank Accounts and Investments 
The BGCO BCM specialist, in consultation with the BGCO CFO, must approve all bank accounts and investment 

accounts for BCM locations. This rule is to assure economy and functionality. In cases where investment accounts 

are needed the BGCO CFO will require the BCM ministry to use the services of The Baptist Foundation of 

Oklahoma. 

 

If online banking is used by the BCM, each employee with access must have their own password. This will provide 

documentation of who makes transfers of funds and who releases funds. To provide additional accountability, it 

would be good to give someone “view only” access. It would be best if this person is not a signer on the account 

and is not responsible for depositing funds and writing checks, but is only responsible to review or approve 

transactions. 

 

It is important to have more than one signer on the bank account. In the event of a sudden or unexpected employee 

change it would be very difficult if the director was the only signer on the account. Also, the other signer on the 

account would be able to add and remove signers as needed. Signers no longer employed at the BCM should be 

removed immediately from the signature card at the bank, thus removing their access. This also applies to pastors 

or Directors of Missions that are no longer associated with the BCM. The BGCO CFO is available to be the other 

representative on the signature for administrative purposes only. 

 

Legal Documents 
In no case, should a local BCM sign legal documents such as deeds, car titles, purchase contracts, equipment 

leases, real estate documents, etc., without the approval of the BGCO BCM specialist. 

 

Technology 

Access to BCM computers should be limited to BCM employees only. You are responsible for all 

activity on your computer. It is important to have a password to limit access to your computer. The 

BGCO Information Technology Department recommends the password contain a minimum of eight 

characters including upper and lower case letters and numbers or symbols. Never share your password 

because you are responsible for any transaction or activity processed on your computer and under your 

login. This applies to both the accounting function, documents produced and received, purchases made, 

and internet sites visited.  

 

Antivirus and site blocking software must be installed on all BCM computers. If you are unsure these 

were installed on the BCM computer issued to your BCM contact the BGCO Information Technology 

Office. If your BCM has internet you must have software to prevent inappropriate sites from being 

visited by anyone with access to your Wi-Fi. 
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A back up system for your accounting records will save you many hours if your computer crashes or is 

destroyed. It is recommended you back up your data after making any accounting entries. Keep in mind 

if you use an external hard drive to back up your data and it sits on the desk next to your computer, it 

will also be lost in the event of a natural disaster. 
 

The procedures discussed in this document must be followed precisely. The Finance Office and the 

BGCO BCM specialist must approve in writing any departure from such procedures. 
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