FINANCIAL DUTIES OF THE OBSERVING LEADER
KPMI has determined that the Observing Leader (OL) will be responsible for the finances for a weekend.

CASH ADVANCE TO THE DEBIT CARD

The Local Financial Secretary (LFS) will request funds (usually called an advance) from the State Financial Secretary using the Cash Advance Request Form.  The requested funds will be deposited into the local ministry account and may be accessed using the debit card.

OUTGOING FUNDS
The OL may pass the debit card to someone else, but the ultimate responsibility for the card and the funds belong to the OL.

The OL will oversee the spending and recording of the funds.  All expenditures must be recorded on the NC Kairos Expense Tracking Form and must be accompanied by receipts.   Expenditures made with the Debit card must be recorded separately from purchases made using cash or credit card.
In order that sales tax can be refunded to Kairos of NC , the county in which the expenditure was made must also be recorded on the NC Kairos Expense Tracking Form.

Copy the completed NC Kairos Expense Tracking Form and receipts.  Send the original NC Kairos Expense Tracking Form and the receipts to the SFS.  The copies go to the LFS .

The balance on the Debit card should be regularly checked.  Overdrawing funds incurs stiff fees and the local ministry will be financially responsible.

Money from t-shirts and/or sweat-shirts is not generally run through Kairos books.  The person handling the sales will be responsible for making things balance.

INCOMING FUNDS

The OL is also responsible for the proper recording of incoming funds.  After each meeting, the funds must be recorded and entered on the Receipt Log.  This MUST include individual addresses as well as amounts.

At the end of the meeting, TWO people (Counters #1 and #2) verify the total of the incoming funds or in-kind donations.  Within ONE WEEK the funds must be deposited to the Kairos NC BB&T account using the deposit slips supplied by the State Treasurer (ST).  The Deposit Receipt should be labeled with the Advisory Council name and weekend date.  The original Deposit Receipt is sent to the State Financial Secretary (SFS)

A copy of the Receipt Log and a copy of the deposit receipt will be sent to the local financial secretary (LFS).  The local secretary (LFS) will enter the address and donation information into the Donor Software.

The original forms and deposit receipt will be sent to the State Financial Secretary (SFS) within one week of the meeting.
