DUTIES OF THE LOCAL FINANCIAL SECRETARY (LFS)
1. Keep ministry books.  This is a two-year position.

2. KEEP COPIES OF EVERYTHING YOU SEND TO THE STATE OFFICERS.

3. Send the Cash Advance Form to the State Financial Secretary (SFS).  The funds will be deposited to the debit card assigned to the ministry.

FYI, the State Financial Secretary (SFS) will OK the disbursement and send the voucher on to the State Treasurer (ST) to transfer the funds.

4. Receive copies of completed forms, including

· Receipt Log
· Deposit Receipt labeled with Advisory Council name and weekend number.
· NC Kairos expense tracking form with all sales receipts/other documentation.  Make sure purchases made with the Debit card are recorded separately from purchases made with cash or credit card.
And enter in local books as appropriate.

5. Make sure the original Deposit Receipt, correctly labeled, has been sent to the State Financial Secretary (SFS) within one week of receipt of the funds.

6. Make sure the original of the NC Kairos Expense Tracking Form and all the receipts were sent to the State Financial Secretary (SFS) MONTHLY.   They should be in the hands of the SFS no later than the 10th of the following month.  If there were no purchases using the Debit card, notify the SFS that there will be no Form that month.

7. As requested by the Advisory Council but minimally at the first meeting of the year, prepare a BUDGET form to summarize activity.

8. Mentor the Treasurer on necessary procedures.

9. Use the Kairos Donor Software to record and maintain a database of donors and to issue feedback and acknowledgement letters.

10. Send IRS acceptable acknowledgement letters to all donors.  This letter must contain the phrase, “We acknowledge that no goods or services were rendered in exchange for this donation.”  (NOTE:  Another person can perform this activity under your direction.)  The letters should be received no later than Jan. 31 of the following year.

State Financial Secretary:



State Treasurer:
Bob Clinkscales, Kairos of NC 


David Peele  

300 Sunset Drive, 




PO Box 227
Hertford NC 27944 




Merry Hill NC 27957
clinkscales@inteliport.com



david.peele@avocainc.com
