KAIROS  OKLAHOMA  CHAPTER  FINANCIAL  POLICIES

The “Ministry Financial Policies and Practices” of Kairos Prison Ministry International, Inc. (KPMI or International) serve as the basis for these Policies.  A full and accurate account is to be kept of all financial transactions of Kairos Oklahoma.  The following financial policies are designed to facilitate orderly and accurate bookkeeping and to ensure that the financial needs of Kairos Oklahoma are met in a timely manner.  Policies were adopted by the State Chapter Committee on August 25, 2001, and were last revised May 23, 2010.  

Financial records are to be kept under the direction of the State Financial Secretary.  Any audit of the financial records shall be as required by International or at the direction of the State Chapter Committee.  One checking account shall be maintained and shall be under the control of the State Treasurer.  See below for additional authorized signers.  

Advisory Councils


1.  The Advisory Council for each facility/program is expected to elect a Financial Secretary and a Treasurer.  The primary responsibilities of these persons are described below under “Monetary Donations”.  Use of the Donor software by the Advisory Council Financial Secretary is required.

2.  Each Advisory Council, under the direction of its Financial Secretary, is to prepare an annual budget for the coming year to be submitted to the State Financial Secretary not later than December 31 of each year.  

3.  The Advisory Council, the weekend Leader and the Advisory Council Financial Secretary should plan ahead and coordinate with the State Financial Secretary for payment of purchases needed on weekends.

4. Advisory Councils are encouraged to raise funds for their weekend, two day retreat and Reunion events.

5.  Advisory Councils may submit written requests for payment of expenses that are normally non-reimbursable.  This would include cases of financial hardship, but the request for payment should come from the Advisory Council after due consideration on an individual basis.  For unusual circumstances or amounts over $100 the State Financial Secretary should obtain approval from the State Chapter Committee.
Expense Reimbursement

1.  Kairos Oklahoma will reimburse volunteers for reasonable expenses necessary for the Kairos program.  See Reimbursable Expenses and Non-Reimbursable Expenses below.

2.  Written documentation shall be required for reimbursement of all Kairos-related expenses. Examples include a cash register receipt, cancelled check, signed vendor statement, credit card form (if a description of the purchased item is shown), or a paid invoice.  A statement that the expense was incurred but the receipt is lost is inadequate and insufficient for reimbursement.

3.  A “Reimbursement Request Form” should be completed and forwarded to the State Financial Secretary along with the supporting written documentation.  The State Financial Secretary will review the request and supporting documentation and, upon approval, forward to the State Treasurer for payment.  The Treasurer normally will issue a check within two to three days of receipt.

4.  Vendors who are used frequently should be encouraged to establish a charge account and bill directly to the Kairos Oklahoma address.

Cash Advances

1.  Kairos Oklahoma allows for cash advances to individuals for MAJOR purchases needed for an upcoming weekend or for equipment purchases.  Requests for a cash advance should be submitted to the State Financial Secretary.  

2.  Once the purchase(s) is made using a cash advance, receipts must be submitted along with a completed “Reimbursement Request Form” seeking additional reimbursement for purchases in excess of the advance or with a check or deposit ticket for any unused funds.  

Checks Prepared in Advance of Delivery or Pick-up

1.  When a check will be needed at the time of delivery or pick-up and the volunteer is unwilling or unable to pay for the purchase out-of-pocket and be reimbursed, and a credit or charge account has not been established, volunteers may request a check be prepared in advance of pick-up or delivery.

2.  When the vendor is able to calculate the total cost of the purchase prior to the date of delivery or pick-up, request a written invoice, purchase order or statement of the total purchase price in advance of the pick-up or delivery date.  

3.  A “Reimbursement Request Form” should be completed to request the issuance of a check.

4.  If there is sufficient lead-time, the vendor's purchase order, along with the “Reimbursement Request Form”, may be mailed to the State Financial Secretary in advance, along with specifics on delivery or pick-up of the check.

5.  If necessary on an emergency basis, checks may be written on-site, by either the Treasurer or one of the other authorized check signers, at Kairos weekends.


Monetary Donations

1.  All monetary donations to Kairos (cash and checks) at the local level (each facility or program) shall be under the control of the Advisory Council Treasurer and be recorded using the “Kairos Receipt Log”.  The program or weekend that the donation applies to, if applicable, should be indicated on the “Kairos Receipt Log” to assure the donations are credited to the appropriate “class”.  

2.  Donated funds shall be deposited to the Kairos checking account by the Advisory Council Treasurer who shall send a copy of the deposit ticket, deposit receipt and the “Kairos Receipt Log” to the State Financial Secretary.

3.  The Advisory Council Treasurer shall also provide a copy of the “Kairos Receipt Log” to the Advisory Council Financial Secretary who will record those donations using the Donor software and send acknowledgment letters.  
4.  Cash donations should not be used to reimburse anyone for out-of-pocket expenses.  

5.  Donations received at the main Kairos Oklahoma post office shall be recorded and deposited by the State Treasurer.  A record of those donations shall be provided to the State Financial Secretary who will record the donations using the Donor software and send acknowledgment letters.

In-Kind Donations

1.  Persons, making an in-kind donation or choosing not to seek reimbursement for a Kairos-related purchase, are requested to submit documentation of their expenses to the Advisory Council Treasurer and ultimately to the Advisory Council Financial Secretary and State Financial Secretary, so an accurate accounting of all costs associated with the Kairos program can be maintained. 
2.  The Advisory Council Financial Secretary will ensure that in-kind donors receive a letter acknowledging their contribution.

Facility Costs

1.  Churches that host the team and permit the use of kitchen facilities during a weekend event normally are paid $300 for a four-day event.  A higher fee may be paid when negotiated with the institution by the Leader or other person making the facility arrangements or when housing and kitchen responsibilities are split between two facilities.  

2.  The Leader or person making the facility arrangements should complete a “Reimbursement Request Form” to request payment to the facility.  The form may be prepared prior to or following the weekend.

3.  Unless instructions to the contrary are provided, the check will be mailed to the Leader for inclusion in a letter of thanks from the Leader to the host institution.

4.  Payment to churches or other facilities that host team meetings, State Chapter Committee meetings, Advisory Council meetings or other non-weekend events should be determined in advance of such meetings and approved by the State Chapter Committee unless funds have been separately raised specifically for that purpose.
Authorized Check Writers

1.  The State Treasurer and State Chapter Committee Chairperson will be authorized signers on the checking account.  Additional persons may be authorized as signers by the Committee, as necessary to meet the needs of Kairos.

2.  Except for an emergency situation, the approval of the State Financial Secretary is required prior to any check being written.  

3.  Only one signature shall be required to validate a check.

4.  No authorized check signer shall sign any check written to himself/herself.  



Advanced Kairos Training (AKT) and International Meetings

1.  Individuals are encouraged to pay their own way or to raise the funds to cover the costs to attend training or meetings.  However, Kairos Oklahoma will reimburse those costs as permitted below.

2.  Any person who has been approved as a future Leader by the State Chapter Committee may request reimbursement of AKT registration fees.  Kairos Oklahoma normally does not pay for transportation costs associated with AKT.  In the case of an approved future Leader who is unable to cover travel costs to AKT, the State Chapter Committee can approve reimbursement of those expenses upon receipt of a request from the appropriate Advisory Council.

3.  The International Representative may request approval for reimbursement of registration and/or travel costs to attend International Board meetings and conferences.    

4.  Other persons who have been approved by the State Chapter Committee to attend International conferences or committee meetings may request approval from the State Chapter Committee for reimbursement of registration fees and/or travel expenses for attending those meetings.  
5.  Persons requesting reimbursement under items 3 and 4 above must do so within 30 days of the conference/meeting.  Unless otherwise approved by the State Chapter Committee, reimbursement will not be made until the person has submitted a written report to the State Chapter Committee regarding the conference/meeting.
Non-Reimbursable Expenses  
Kairos Oklahoma does not normally reimburse volunteers for the following expenses:

1.    Transportation, including gasoline or mileage, for in-state Kairos activities
2.    Cookies or cookie ingredients for a weekend event, except cookies made by the outside team     during a weekend, to meet a critical shortage of cookies
3.    Stationary and costs associated with personal agape letters or follow-up correspondence with individual residents
4.    Snacks or meals during team formation (including overnight team meetings) or Ad Council meetings, except for beverages as stated below at “Kitchen Manager and/or Advisory Council Kitchen Representative”.
5.    Table decorations or party favors for Kairos and Torch weekends
6.    Team Manuals
7.    Kairos T-shirts or other promotional merchandise
8.    TB tests
9.    International conferences and committee meetings, without prior authorization by the State Chapter Committee
10.  Out-of-state travel, without prior authorization by the State Chapter Committee
11.  Basic telephone, cell phone or Internet charges
12.  Poster board used by speakers for talks
13.  Medical expenses from injury or illness associated with a Kairos event
14.  Child care for team members
15.  The value of "donated" labor by an individual or organization
16.  Cost of DOC/OSBI background checks or other costs for DOC badging
17.  Cost of Torch screenings
See “Advisory Councils” above regarding reimbursement in cases of financial hardship or other special requests for reimbursement of otherwise non-reimbursable expenses.
[Note:  personally paid expenses associated with volunteer activity are tax-deductible on Schedule A, to the extent allowable by the IRS] 

Reimbursable Expenses

Kairos Oklahoma normally will reimburse volunteers for reasonable expenses necessary for the Kairos program, as described in the Kairos Manual.  The types of expenses normally incurred are listed below by assignment.  

· Leader (or Observing Leader)

1.  Purchase Ezra                                                                                                                                     2.  Postage (submit post office receipts for reimbursement)
3.  Envelopes (purchase by box and submit receipts for reimbursement)
4.  Paper (purchase by ream and submit receipt for reimbursement)
5.  Long distance telephone calls during team formation (submit copy of phone bill)
6.  Folders for team handouts
7.  Copying charges
8.  Ink cartridge (Kairos will reimburse the cost of up to five ink cartridges, with a receipt)   
9.  Advanced Kairos Training registration fees

10.  Advanced Kairos Training travel expenses if meeting the requirements stated above under “Advanced Kairos Training (AKT) and International Meetings”.
11.  Facility costs (see “Facility Costs” above and Leader's responsibility)

· Agape or Inside Coordinator

1.  Colored paper, card stock, newsprint (check trailer inventory first)
2.  Colored marking pens (check inventory on trailer before purchase of new items)
3.  Batteries for chapel "candles" and handheld microphone
4.  Non-spiral notepads, pens, pencils, 3 by 5 cards, masking tape, etc. (check inventory on trailer and rector's "box" first)

5.  Cleaning materials and team personal items (unless provided by the institution)
6.  Dissolving paper for Forgiveness service  (note: this item is available through KPMI)
7.  Table decorations for Kairos Outside, as specified in the manual (Note: table decorations will not be reimbursed for Kairos Inside or Torch weekends.)
· Outside Coordinator (or designee)

1.  Flowers
2.  Film, developing charge, and photographs of weekend participants
3.  Manila envelopes for resident and team packets

· Cookie Coordinator

1.  Paper bags for cookies 

· Kitchen Manager and/or Advisory Council Kitchen Representative

1.  All food needed for weekend and two day retreat events
2.  Chef supplies and cleaning materials
3.  Coffee, tea, lemonade, hot chocolate and associated tableware and condiments for weekends, two day retreats, reunions, team formation and Ad Council meetings
4.  Celebration cakes for residents
· Newsletter Coordinator

1.  Printing charges
2.  Postage
· Web Site Coordinator

1.  Costs associated with maintaining the official Kairos Oklahoma web site
· State Chapter Committee

1.  Postage, paper, envelopes for General Agape solicitations and mailings
2.  Postage, paper, envelopes for financial transactions and donor letters
3.  Cost of maintaining Kairos post office box
4.  Copying charges for State Chapter Committee reports
5.  Transportation and hotel costs incurred by the International Representative to attend International Board meetings
6.  Other out-of-state travel as authorized by the State Chapter Committee
7.  Long distance telephone charges for official Kairos business
8.  Insurance for Kairos-related activities, as authorized by the State Chapter Committee
9.  Fuel, storage, equipment rental, furniture, etc., associated with trailer and weekend events (see Equipment and Major Purchases)
10.  Ink cartridges for General Agape Chair and Financial Secretary (with receipt)
11.  Financial review or audit
12.  Cookie baking events organized at the State level

13. Food, drinks, supplies and facility costs for State training events as authorized by State Chapter Committee

· Advisory Councils

1.  Post office box rental if approved by the State Chapter Committee                    

2.  Storage space costs if approved by the State Chapter Committee

· Equipment and Major Purchases

1.  Reusable equipment (over $50) should not be purchased without prior approval from the State Chapter Committee.  (Note: prior approval is not required for in-kind donations of equipment.)
2.  New or replacement furniture should not be purchased without authorization from the State Chapter Committee.
· Supplies from Kairos Prison Ministries International (KPMI)

1.  Official Kairos materials, brochures, manuals and supplies shall be purchased from KPMI.
2.  The State Financial Secretary or a person designated by the State Chapter Committee shall be authorized to order merchandise from KPMI.  
3.  The person designated to purchase official Kairos materials shall be responsible for conducting an inventory of those items after each set of weekends and ensuring that replacement items are purchased sufficiently in advance of when they will be needed.
· Babysitting for Kairos Outside Guests 

1.  Babysitting fees for Kairos Outside guests attending a Kairos Outside weekend will be covered up to a limit of $25 per guest, upon submission of a written request signed by the Kairos Outside Advisory chair or Kairos Outside financial representative.

· Charge Accounts with Established Vendors
1.  Volunteers are encouraged to utilize vendors with whom Kairos has established a charge account.  As of June 2009, accounts exist with the following merchants:

                            a.  Buddy's Produce (at Farmer's Market, Oklahoma City)
              b.  Ralph's Packing Company
              c.  Cable Meat Center in Marlow

[Note:  the person picking up the merchandise needs to sign a copy of the invoice/statement of goods and submit the invoice/statement of goods to the State Financial Secretary as verification of what was charged.  The facility/program event for which the purchase applies should be indicated on the invoice] 
