
 

Where are Financial Assets Management Policies and Procedures? 

Bylaws 
 

 Specifies that the congregation has 
the authority to approve the annual 
budget

 Requires that the board establish 
limitations on the executive 
requiring them not to deviate from 
the approved budget or exceed 
funds reasonable expected to be 
available. (No longer has 
language requiring a vote to 
exceed the annual budget or 
limiting capital expenditures; 
however, the executive limitations 
would effectively prevent these.) 

 Requires the Treasurer to provide 
board fiscal education and ensure 
an annual audit  

 Maintains the same requirements 
for the annual meeting to approve 
the budget

 Explicitly makes the senior minister 
ultimately accountable for day to 
day operational and fiscal matters

 Makes the Savings Fund, and 
Endowment part of the bylaws and 
subject to the same vote 
requirements as the bylaws

Executive Limitations 
 

 Requires fiscal planning that does 
not deviate from ends, risk fiscal 
jeopardy or fail to consider multi-
year planning. Requires ongoing 
fiscal projections and reporting and 
planning within available funds 
(Policy C). 

 Prevents deviating from budget 
priorities, borrowing, improper 
funds restricting and improper use 
of such funds, failing to settle 
payroll and other obligations in a 
timely manner, fail to pay taxes 
and such on time, etc (Policy D). 

 Requires a plan for continuous 
operations in the event the minister 
is not available (Policy E). 

 Requires that the executive not fail 
to insure assets, invest properly 
and according to an investment 
plan, allow improper access to 
funds, maintain fiscal control 
procedures, protect property, 
equipment, files, public image, etc. 
(Policy F). 

 Requires the executive not fail to 
maintain proper compensation and 
benefits and establish procedures 
for such (Policy G). 

Executive Interpretations and 
Procedures 

(Still Being Developed) 
 

 Specifies proper procedures for 
accounting for receipts and 
expenditures in a timely manner 
and according to best practices. 

 Details methods and procedures 
for proper allocation of income to 
the various funds, complying with 
donor restrictions and best 
practices for designating funds, 
complying with the bylaws as 
regards distributions from the 
various church funds. 

 Details the procedures to be used 
for performing the calculations for 
transfers to and from the savings 
fund and from the endowment. 

 Describes the investment plan  
(above being developed based upon 
language in the FAMP and Exec. 
Limitations) 
 Outlines the executive’s 

interpretation of board fiscal 
executive limitations policies 
(subject to board judging the 
interpretations as reasonable). 
(Being developed.) 

 Establishes fiscal controls (see 
attached examples) 
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Example 

Executive Interpretation of Executive Limitation D. Bullet – shall not designate funds in a 
manner inconsistent with the donor’s intentions or in a manner inconsistent with best 
accounting practices. 
 
A written record of donor intent will be kept and followed if the donor designates funds to a 
specific purpose and the executive accepts such restrictions. The executive will first work with such 
a donor to determine if the donor’s wishes may be met through existing means and funds. If not, the 
executive will determine whether the restriction is consistent with the mission and ends of the 
church before accepting such restrictions. 
 
If the executive designates funds toward a specific purpose, such designated funds will be tracked 
within the accounting system and fund balances will be reflected on the balance sheet. 
 
Assignment of Income 
 
The cash value of all income received by the Church, no matter the type of financial asset, will be 
recorded in the Church's financial records as designated for one of the following: 
 
Operations Fund: the normal day-to-day income and expenditures fund for the continuing operation 
of the Church. Pledged and Sunday plate contributions and rental receipts comprise most of the 
income for this Fund, but there are other lesser income sources as well. The Church's annual 
Operations Fund Budget approved by the membership at the fall semi-annual meeting controls the 
expenditures from this Fund. 
 
Restricted Funds: any of a number of special funds through which contributions are sought and 
expenditures made for specific designated purposes. These funds shall be reviewed annually and any 
such fund which is no longer needed or which has been inactive for two consecutive years shall be 
closed. The executive shall designate where any balance remaining in a Restricted Fund that is being 
closed shall be credited. 
 
Savings Fund: a Restricted Fund established by the Church membership and controlled by 
provisions of the bylaws 
 
Murr Fund: a Restricted Fund established from a donation by a member for the benefit of the 
Church music program and controlled by provisions of the bylaws.   
 
Permanent Endowment Fund: a Restricted Fund established by the church membership for the 
purpose of providing a permanent and growing foundation of financial stability for the long term 
financial health and continuity of the Church, the principal of which may not be used to supplement 
the annual operating budget of the church except under extreme circumstances as set forth in the 
bylaws. 
 
Typically, contributors to the Church indicate which of the above funds their contributions are for. 
In all cases, these designations shall be honored. 
 
From time to time, contributions without designation or with an imprecise designation are received. 
It shall be the responsibility of the executive to decide which fund, or funds, will be credited with 
these contributions. In the case of relatively large such contributions, or if there is a reasonable basis 
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Example 

for uncertainty, the Executive shall consult with the contributor before making a final determination. 
All contributions indicating that the contribution is for an “endowment” fund shall be deposited to 
the Permanent Endowment Fund, whether or not the designation uses the precise name of the 
Fund. 
 
Executive Interpretation of Executive Limitation D. Bullet – shall not expend any 
endowment or designated funds other than for the purposes determined at the time or of 
receipt or designation. 
 
Distributions from executive restricted or donor-restricted funds shall be made only in compliance 
with the stated purposes of such funds. 
 
Distributions from the Savings Fund, Murr Fund and the Permanent Endowment shall only be 
made in compliance with the restrictions set forth in the bylaws, which are detailed below for easy 
reference. 
 
Calculation of Annual Transfer from Operating Fund to Savings Fund:  
 
The annual transfer from the operating fund to the savings fund if there is excess of two months 
budgeted expenses for the next fiscal year shall be calculated as follows: 
 
Operating fund net assets plus or minus the net revenue/loss for the year plus any receivables  
Total Operating (and Restricted) Fund Assets    
 OPERATING FUND CASH    
  Unrestricted Net Assets   
  Plus Year’s Net Income    
       
 Plus RECEIVABLES     
 BALANCES of OTHER (Restricted) CHURCH FUNDS  
  Total of  restricted funds   
  Murr Music Fund    
  Memorial Savings Fund   
  Permanent Endowment Fund   
 Plus FIXED ASSETS     

 
Less Restricted Fund Equity Balances   
Less Fixed assets     
Less Liabilites     
 ACCOUNTS PAYABLE    
 OTHER CURRENT LIABILITIES   
  Direct Deposit Liabilities  
  Key/Security  Deposits  
  Payroll Liabilities   
 TOTAL LIABILITIES    
      
Less other major known encumbrances   

 
Equals Operating Fund Reserve 
Less 2/12 times total expense budget for next year 
Equals Transfer amount 
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Example Only – New minister will actually create these. 

Executive Interpretation of Executive Limitation F. Bullet – Receive, process or disburse 
funds under insufficient financial controls: 
 
The cash value of all contributions, rental receipts, and any other income received by the Church is 
to be recorded in the Church’s financial records. No person may approve or agree to any form of 
financial transaction, receipt or disbursement in the name of First Unitarian Universalist Church of 
Austin without that transaction being fully and truly recorded in the Church's financial records in a 
timely manner. 
 
Sunday deposits shall be totaled immediately, entered into the accounting system and deposited that 
day by approved Sunday staff. Funds that are received during the week are logged by office staff and 
stored in a secured vault to be entered into the accounting system and deposited at least twice per 
week. 
 
Check disbursements shall normally be recorded and printed from within the accounting system at 
the time such checks are issued through the computerized accounting system and based upon 
completed check request forms that detail the required information and purpose. In the event that a 
manual check has to be written due to a power failure or other emergency, such a check shall be 
entered into the accounting system as soon as it is feasible. 
 
Church accounts shall be reconciled at least monthly and proper segregation of financial duties shall 
be maintained (see separate policy attached), as well as procedures for check signing authority (see 
separate procedure attached). 
 
If individual company securities are contributed to the Church, they shall be sold within eight weeks, 
with the proceeds being added to the appropriate Church accounts. 
 
Written procedures for the designation (restriction) of funds, the assignment of income and 
disbursement of funds in accordance with board executive limitations policies and the church bylaws 
shall be maintained (see separate documents). 
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Example Only – New minister will actually create these. 

Check Signing Authority 
 
 
 
Officer Bank Accounts 

 
Endowment 
Accounts  

Other Investments  
 

Treasurer Backup & large 
checks 

Primary Primary 

Executive Director Primary Secondary Secondary 
President Backup & large 

checks 
Backup & large 
checks 

Backup and large 
checks 

 
Either Treasurer or Executive Director shall sign all checks for under $2,000. 
 
Checks for more than $2,000 shall require signatures from two of the following three people:  
Treasurer, Executive Director, or President. 
 
 
A check signer may not sign a check payable to her/himself (with the exception of regularly 
recurring payments as described below). 
 
No checks shall be made payable to cash. 
 
Regularly recurring payments (e.g. payroll, regular contracted services, etc.) shall be reviewed and 
authorized with signature by at least one check signer.  For payments that are not recurring, the 
disbursement shall be reviewed and authorized with the same number of signatures required of 
checks of the same amount. 
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Example Only – New minister will actually create these. 

Segregation of Duties 
First UU Church of Austin 
Last updated:  February 9, 2011 
 
 
Sunday Collection 2 Ushers and/or volunteer 

Deposit Supervisors 
The Deposit Supervisors (e.g., Ruby 
Edmunds) must be unrelated to the 
treasurer, bookkeeper, and executive 
director.   

Sunday Deposit Deposit Supervisors  
Open mail Office Admin (N Freeburg)  
Copy Checks & Fill Out Deposit Slip during 
week 

Weekly Deposit Supervisor Currently Mary Jane Ford on 
Thursdays 

Make weekly deposit Executive Director On Thursday afternoon, generally, of 
all weekday receipts from previous 
week. 

Data into Quickbooks, ChurchDB, etc. Bookkeeper  
Prepare checks Bookkeeper  
Sign checks Executive Director Pres & Treasurer just backup or 

checks that require multiple signatures 
Reconciliation Executive Director Monthly 
Internal Audit Internal Audit Committee IA Cmte members must be 

independent of check signers and 
bookkeeper (no family relation, etc.) 
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Example Only – New minister will actually create these. 

Executive Interpretation of Executive Limitation F. Bullet – shall not invest or hold money 
in insecure instruments, including uninsured checking accounts and bonds. 
 
All Church financial assets other than real property shall be deposited with reputable financial 
institutions, which provide regular, clear, informative, and auditable reports. The executive shall 
maintain for the Church one or more checking accounts and one or more investment accounts. 
These accounts must provide convenient and auditable electronic funds transfer services amongst 
them. 
 
The primary checking account shall be the day-in, day-out account for receiving deposits and against 
which authorized expenditure checks are written.. All other financial assets, except the assets of the 
Murr Fund and the Permanent Endowment Fund, shall be retained as an investment pool in the 
Church investment account or accounts. The assets of the Murr Fund and the Permanent 
Endowment Fund shall be held in separate investment accounts. All accounts shall be subject to 
federal or other insurance. 
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Example Only – New minister will actually create these. 

Executive Interpretation of Executive Limitation F. Bullet – may not fail to operate based 
upon a clearly articulated investment plan. 
 
The fundamental objective in managing the Church's investment pool shall be to realize income and 
growth at rates commensurate with overall United States of America financial marketplace 
performance. The Church shall not expend money or effort attempting to outperform average 
marketplace results. 
 
To achieve this fundamental objective, marketplace history makes it clear that a substantial portion 
of the Church's investment pool will, much of the time, be invested in equities. However, it shall be 
the policy of the Church not to hold stock in individual companies. If individual company stocks are 
contributed to the Church, they shall be sold within eight weeks with the proceeds being added to 
the appropriate Church accounts. All equity investments shall be made through mutual funds and 
Exchange Traded Funds. The church shall not sell any investment instruments short, purchase 
hedge funds, or deal in options. 
 
The Executive or designees will work with and through an experienced, professional 
broker/advisor/money manager who shall provide market analyses, investment pool allocation 
recommendations, and specific investment vehicle recommendations. The intent here is to work 
with a professional who will provide long-term continuity and stability in overseeing and protecting 
the Church's investments. Members of the Church will be specifically prohibited from filling this 
professional advisor role. 
 
It is anticipated, that the executive will delegate responsibility for working with the professional 
advisor and overseeing the investment pool management to the Finance Committee. However, the 
executive bears the ultimate fiduciary responsibility for assuring that this Policy is adhered to in all 
its particulars. 
 

The investment pool will earn interest and dividends, and, at any point in time, will have realized 
and/or unrealized gains/ (losses). As specified in the Resolution Establishing A Memorial Savings 
Fund, it shall be the policy of the Church to credit in the Church's financial records all such interest, 
dividends, gains, and losses to the Memorial Savings Fund. This policy results in all investment pool 
monies from the Operations Fund and Restricted Funds being included in the investment pool on a 
"no risk, no gain or loss" basis. (Note: interest earned in the checking account, if any, shall be 
credited to the Operations Fund.) 
 

The Murr Fund and the Permanent Endowment Fund will each earn interest and dividends, and will 
have realized and/or unrealized gains/losses. It shall be the policy of the Church to credit all 
interest, dividends and gains and losses gained by a Fund to that particular Fund.  
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