FINANCIAL DUTIES OF THE LEADER

1. In consultation with the Observing Leader (OL), appoint a Treasurer to oversee financial transactions for your weekend.  This person MUST understand the extent of the responsibilities.  The OL is considered by KPMI to have the financial responsibility for the weekend.

2. Provide the appropriate forms:

· Receipt Log—to record ALL incoming funds

· NC Kairos Expense Tracking Form—to show all expenses.  Must be accompanied by receipts

· Cash Advance Request—to have advance funding deposited to the ministry account.

3. Make sure team members responsible for each step understands the financial procedures.

INCOMING FUNDS

· Using the Cash Advance Request, ask the SFS to have funds deposited to the Debit card. 

· Appropriately fill out the Receipt Log. Within one week of receipt of funds, deposit them in the NC Kairos BB&T bank account using supplied deposit slips. Send the Deposit Receipt labeled with the Advisory Council name and weekend number to the State Financial Secretary (SFS).

OUTGOING FUNDS

· Send the completed Expense Reimbursement form WITH ALL SALES RECEIPTS/DOCUMENTATION to the local Financial Secretary (LFS).  Purchases made using the Debit card must be recorded separately from purchases made with cash or a credit card.

· The Financial Secretary (LFS)will make a copy of the form and all receipts/documentation and send the originals to the State Financial Secretary (SFS).  

· If an individual spends funds other than using the Debit Card, use the Cash Reimbursement Form to arrange repayment.

4. DONATED FOOD OR OTHER ITEMS

This is considered “income” and must be recorded on the Receipt Log forms.  The information must include:

Donor contact information

Whether it was a cash or in-kind (food, other materials) contribution

The value of an in-kind donation.  Receipts are appreciated.

5. When you order anything from National, have the invoice sent to the State Financial Secretary (SFS).  Your Advisory Council will be charged with the cost.

State Financial Secretary;
Bob Clinkscales, Kairos of NC 

300 Sunset Drive, 

Hertford NC 27944 

clinkscales@inteliport.com
State Treasurer.

David Peele  

PO Box 227 
Merry Hill NC 27957
david.peele@avocainc.com
