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For

Advisory Council Treasurers



Zoom Ground Rules

• Please keep your microphone muted unless speaking to 
minimize background noise

• Questions

– During presentation, please use the chat screen to type your 
question or state you have a question

– Will be monitored by Steve Newton



Financial Training - Treasurers

Agenda

• Teamwork!

• Financial Policy & Practices (FPP)

• Treasurer’s Responsibilities

– Receipts

– Deposits

– Checks

• Banking

• Security

• Questions



Teamwork
Treasurer:

• Handles funds
– Depositing Cash and Checks

– Disbursing funds as directed

• Cannot write a check 
without approval of the 
Financial Secretary
– Documentation required to 

support the disbursement

Financial Secretary:

• Accounting
– Records all transactions

– Requesting  / Approving 
Disbursements

– Financial reporting

• Does not handle funds or 
issue checks



Financial Policies & Practices (FPP) 

• Why do we have the FPP? 

– Honor God

• Be good stewards of the resources He has entrusted to us

– Honor the Donor(s)

• Use their donations as we state and as they expect

– Honor the Ministry

• 40+ years of refinement – “It works!”

– Honor the IRS

• Don’t jeopardize KPMI’s 501c3 tax status



Financial Policies & Practices (FPP) 

• The FPP is a living document

– Reviewed by KPMI annually and revisions incorporated

– Governs all aspects of financial activity in the ministry

• KPMI

• State Chapters

• Advisory Councils

• Individual volunteers



Financial Policies & Practices (FPP) 

• Where to get current documents… 

– Go to www.mykairos.org/downloads and scroll down to...

http://www.mykairos.org/downloads


Purpose of Financial Policies and Practices

• Federal, state and municipal laws concerning nonprofit 
accounting and fundraising have very clear, precise guidelines

• The FPP has been written to keep Kairos Prison Ministry in 
compliance with those laws, as well as the ethical standards 
articulated by the Evangelical Council for Financial 
Accountability (ECFA)

• Following the policies and practices mapped out in this manual 
will keep every organizational level in compliance; deviating 
from them can put all of Kairos at risk, since we are one body



Using the FPP

• The FPP is divided into two sections: Policies and Practices. 
These documents must be taken as a whole; together they 
articulate the financial system of the ministry

• The Kairos financial policies are the guiding principles of our 
financial system determined by our Board of Directors

• The Kairos financial practices flow out of our policies—they 
are what we do to put the policies in action



Getting $$ into the account

Part 1:
Receiving & Recording Funds



Receipt Log

• The document used to record ALL donations – cash, checks, 
and gifts-in-kind – given to the Weekend Team, Unit Advisory 
Council, or State Chapter of Kairos

• Provides a complete record of the donation, including:

– Amount of donation

– Check number (if appropriate)

– Name of Donor

– Type of Donor

– Address

– Description of gift (for in-kind donations)



Receipt Log (instructions)



Receipt Log (Donation Details)



Receipt Log (Summary)



Receipt Log Sample



Receipt Log Sample



Best Practices

• Check the AC PO Box at least 2x per month to ensure checks 
are received and recorded in a timely manner

• Always have two counters / signers on the Receipt Log

• Endorse checks with an endorsement stamp as soon  as 
possible after receipt

– If conducting a team meeting or fundraiser, have the 
endorsement stamp available

– Typical endorsement stamp:

For Deposit Only

Kairos Prison Ministry Int’l Inc

Kairos of Texas – Unit Name

Account #1234567890

For Deposit Only

KPMI-TX-Unit Name

Account #1234567890



Getting $$ into the account

Part 2:
Making the Deposit



Deposit Records

• In order to record donations in Kairos Donor, the Financial 
Secretary must receive donation and deposit documentation 
from the Treasurer

• Documentation includes:

– A copy of the signed Receipt Log

– Copies of all checks (front of check only)

• Make copies BEFORE making the deposit

– A copy of the deposit slip

– A copy of the deposit receipt from the bank

Bank account numbers must be redacted (deleted) from 

copies of checks, deposit slip, and deposit receipt



Deposit Sample

Account Number 
Redacted

Account Number 
Partially Redacted



Deposit Sample

All account

numbers have

been redacted



Deposit Package for Audit

1- Receipt Log; 2- Check copies; 3- Deposit Slip & Receipt

This is the Deposit List

created in Kairos Donor

when the Financial Secretary

records the deposit and is

part of the record required

to pass the annual audit



Best Practices

• List checks on the deposit slip and place copies of checks in the 
same order as the receipt log

– Easier for the FS to verify when entering data

• The Treasurer provides the deposit documentation to the 
Financial Secretary immediately after each deposit

– Do not hold documentation until the end of the month

– This supports timely data entry into Kairos Donor throughout 
each month and eliminates potential month-end overload



Getting $$ out of the account

Part 1:
Requesting a Check



Cash Disbursement Voucher

• The Cash Disbursement Voucher (CDV) provides approval from 
the Financial Secretary for you to issue a check.  In order for 
the Treasurer to issue a check, the Financial Secretary must 
provide the following documentation to the Treasurer:

– A Cash Disbursement Voucher (CDV) with the top half filled *

– A copy of the approved check request or voucher

– A copy of the supporting documentation (i.e. receipts or invoice)

* Best Practice: Financial Secretary should also fill in the 

check number to be issued (on the bottom half of the CDV)



Check Request Spreadsheet

• There are four types of check request depending upon the 
reason for the request



Program Administrative

Check Request Spreadsheet



Fundraising Interministry / Other

Check Request Spreadsheet



Cash Disbursement Voucher (CDV) and supporting

documentation received from the FS



Cash Disbursement Voucher (CDV) and supporting documentation

as received from the FS



Cash Disbursement Voucher (CDV) and supporting documentation

as received from the FS



Getting $$ out of the account

Part 2:
The Check



Producing a Check

• Upon receipt of the appropriate documentation, the Treasurer 
must review the documentation for accuracy

– CDV amount matches the request

– Request supported by attached receipts

• Upon confirmation of the request, the Treasurer should 
process the check as quickly as practical



Documenting the Check

• The Treasurer prepares the check in accordance with the CDV 
and completes the bottom half of the CDV

• The Treasurer provides the Financial Secretary with 
documentation that the process was completed:

– The bottom half of the Cash Disbursement Voucher (CDV) 
filled in

– A copy of the front of the check**

• The Treasurer retains copies of the documentation for each 
check

** Bank account numbers must be redacted (blacked out or 

deleted) from copies of checks before emailing



Cash Disbursement Voucher (CDV) and supporting

documentation returned to the FS



Cash Disbursement Voucher (CDV) and supporting

documentation returned to the FS



Best Practices

• ALWAYS redact the bank account numbers from check copies 
when emailing documentation to the Financial Secretary

• The Treasurer provides the check documentation to the 
Financial Secretary immediately as each check is completed

– Do not hold documentation until the end of the month

– This supports timely data entry into Kairos Donor throughout 
each month and eliminates potential month-end overload



“This is important!”

• When reimbursing expenses to the Financial Secretary or 
Treasurer…

– When reimbursing the Financial Secretary:

• Chair must approve the request and sign the CDV

– Financial Secretary cannot approve a payment to themself

• Treasurer writes check and completed CDV as usual

– When reimbursing the Treasurer:

• Financial Secretary approves the request and signs the CDV 

• Chair must sign the check and the completed CDV

– Treasurer cannot sign a check payable to themself



Ministry Banking

Compliance



Ministry Banking

• Kairos Prison Ministry International, Inc. exists as a single 
entity with its own Federal EIN; however, the International 
Office, State Chapter Committees and Advisory Councils in 
Texas each has a bank account.

– All accounts must be opened in the name of KPMI with the 
same EIN

• Wells Fargo is the bank of choice for KPMI

– National agreement

– Easier signature process – online (in-person not required)

– Option of Deposit-only ATM card



Ministry Banking

• Request to open a bank account required for:

– New Advisory Councils

– Existing ACs changing banks… any bank, not just WF

• State Treasurer reviews & approves before sending to KPMI

• Must use an account established for the Kairos Advisory 
Council

– Cannot ‘piggyback’ on another account



Ministry Banking

• The following individuals are required to have signature 
authority on all Kairos Advisory Council bank accounts

– AC Treasurer (primary signer)

– AC Chair (backup)

– State Treasurer, Bob Crane

– State Chair, Scott Baker

– KPMI CEO, Evelyn K. Lemly

• The following individuals may have view-only access ONLY to 
the account (when on-line banking access is supported)

– KPMI Controller, Kris Buchanan

– State Financial Secretary, Steve Newton

– AC Financial Secretary



Ministry Banking

• DO NOT obtain or use:

– Credit Cards

– Debit Cards

– ATM Cards

• These are not permitted due to lack of two-person control

• If donors wish to use a debit or credit card to make a 
donation, refer them to the Kairos of Texas site

– KOT can accept electronic payments through the PayPal account

– Donor can specify a unit for the donation

• Deposit-only Cards

– Allowed only for ACs using Wells Fargo

– Contact Bob Crane for info or to request a deposit-only card



Ministry Banking

• Please use the following format for name/address on checks

– Must use the unit PO Box address, not an individual’s address

• DO NOT use an individual’s name / phone number on checks

• Treasurer responsible to pay all bills with one exception…

– Payments for program materials made to KPMI

• Check size limitations:

– Up to $10,000 – Advisory Council approval

– $10,001 – $20,000 – AC and State Chair approval required

– >$20,001 – AC, State Chair, and CEO approval required



Ministry Banking

• Deposits:

– ALL funds collected MUST be recorded and deposited into the 
Kairos account

• DO NOT reimburse expenses from cash collected before 
depositing – considered theft of Kairos funds

– Single donations (or cumulative from one person/source) 
greater than $10,000 at the Advisory Council level must be 
reported to KOT and KPMI

– All bequests, estates, trusts, endowments, or other planned 
giving gifts of any size must be reported to KPMI



Saving Money

Tax Avoidance

(not tax evasion)



Taxes

• Kairos Prison Ministry is a recognized 501c(3) entity

• Exempt from Texas state sales tax

– Purchased items that are used for the ministry

• Verification letter:

– May or may not be requested by the Seller

• Sales Tax Exemption form 01-339 (back)

– Complete with the KPMI address, not KOT or local AC



Taxes

• We ARE exempt from Texas state hotel tax

• We are NOT exempt from local hotel taxes

• Verification letter:

– Must be provided with exemption form

• Hotel Tax Exemption form 12-302

– Complete with the KPMI address, not KOT or local AC









Working with KOT

More Teamwork



Working with KOT…

• When sending a check payment to Kairos of Texas for:

– KPMI affiliation fees (Quarterly)

– State affiliation fee and Audit Fees (Annually)

– Trailer expenses (as they are invoiced)

– Anything else…

• Payable to:

– Kairos of Texas

or

– KPMI-Texas



Working with KOT…

• When writing checks:

– Ensure written amounts match

• $1,234.56

• One-Thousand Two-Hundred-Thirty-Four and 56/100

– If these are different, the written words are the binding 
amount

– Please write clearly – I use a remote check scanner

• The check scanner recognizes the written words

• “messy” writing causes mis-reads that require manual 
correction and possible disputes with the bank



Working with KOT…

• Along with the check, PLEASE include a copy of the 
documentation for the check:

– The KPMI Quarterly Affiliation Fee voucher, Annual State 
Affiliation Fee / Audit Invoice, Trailer Invoices , etc.

– Samples of these on the following pages

– I use the documentation to tie all the records together when I 
forward the deposit to the State Financial Secretary

• If there is no documentation, I must make a guess or contact 
the AC Treasurer and/or Financial Secretary to know how to 
record the check on the receipt log 



Sample:

KPMI

Quarterly

Affiliation

Fee

Voucher



Sample:

Annual

State

Affiliation Fee

And

Audit Fee

Invoice



Sample:

Trailer

Expense &

Insurance

Invoice



Security

Protect the Donor and the Ministry



Security

• Safeguard everything!

– Checks

– Deposit slips

– Deposit receipts

– Endorsement stamps

– Financial records

RECEIPT



Security

• When emailing copies of checks:

– ALWAYS redact (blank out) the account information

• Routing number

• Account number

– Protect it like it is your own!



Security

• Retention of Records

– Records must be retained for the seven (7) years prior to the 
current year

– Now that we have started 2023, records from 2015 (and earlier) 
may / should be destroyed

• All documents must be shredded for security

– Current Treasurer should have control of all previous records

• In the event of an audit question, each Treasurer is 
responsible for their activities (i.e. you are not responsible 
for errors / omissions by a previous Treasurer)



Final Thoughts – 3 T’s

• Teamwork

– AC Treasurer and Financial Secretary

– AC and KOT

• Timely

– Process deposits and checks quickly

– Return documentation to the FS promptly

• Thoroughness

– Complete all required forms, all the time, every time
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