
TO:

Advisory Council Treasurers 


Advisory Council Financial Secretaries 


Advisory Council Chairperson

DATE:

August 12, 2010
RE:

Kairos Oklahoma Financial Duties and Responsibilities
· The Kairos State Treasurer is Patsy Law
Kairos Oklahoma District - Treasurer
PO Box 54383

Oklahoma City, OK  73154-1383

treasurer@kairosoklahoma.org  or  pgrovelaw@sbcglobal.net
Home:
  405-359-7167
Mobile 405-290-8099

· The Kairos State Financial Secretary is Dale Petersen
Same PO Box as above but indicate Financial Secretary rather than Treasurer

FinancialSec@kairosoklahoma.org  or  okpetersens@cox.net
Home
  405-348-6865
Mobile:  405-550-7510

Advisory Council responsibilities:

· Elect an Advisory Council Treasurer and an Advisory Council Financial Secretary

· Assure those persons are informed as to their responsibilities

· Advise the State Treasurer and State Financial Secretary when the person serving as 

           Advisory Council Treasurer or Advisory Council Financial Secretary changes
· Be familiar with and adhere to the Kairos Oklahoma Chapter Financial Policies

Donations to Kairos

Please remember Kairos Oklahoma is totally supported by the prayers and gifts of our donors.  Failure to deposit a donation in a timely manner or failure to acknowledge a donation when received will most assuredly have a detrimental impact on the ministry. 

Advisory Council Treasurer’s responsibilities:
· Oversee and be the recipient of local donations 
· Maintain rubber endorsement stamp and a supply of bank deposit slips*, providing secure  

                 locked storage for both  *
· Complete a Kairos Receipt Log (see link to “FORMS”) listing each donation received 
     and what program, Weekend, and/or fundraising event the donation is for.  If general 
    donation, so indicate.  List in-kind donations in addition to cash and checks. 
· Make one copy of Log when completed and send to Advisory Council Financial Secretary.

· Deposit to the State Kairos checking account – WRITE PROGRAM AND WEEKEND 

          NUMBER ON DEPOSIT TICKET
· Mail copy of the deposit slip, deposit receipt, and Kairos Receipt Log to the State 

            Financial Secretary
Advisory Council Financial Secretary’s responsibilities:
· Use Donor software *  to record donations received as listed on Kairos Receipt Log when received from Advisory Council Treasurer
· Send acknowledgment letter to donors (both cash and in-kind donors) preferably from Donor software.  Any such letter must contain the phrase “We acknowledge that no goods or services were rendered in exchange for this donation”.  
· As requested by Advisory Council, submit annual budget
* - If you are not in possession of the rubber endorsement stamp, bank deposit slips or the Donor
software, first contact your predecessor in your Advisory Council.  If that fails, contact Patsy Law.

State Treasurer’s responsibilities:

· Maintain rubber endorsement stamp and supply of bank deposit slips, providing secure locked storage for both  *

· Retrieve mail from the State Kairos post office box
· Receive, record and deposit any donations or other receipts not received and deposited by 
          Advisory Council Treasurers.  Complete Kairos Receipt Log detailing items received.
· Send copy of deposit slip, deposit receipt and Kairos Receipt Log to State Financial 
                Secretary
· Supply bank deposit slips and endorsement stamp to Advisory Council Treasurers
State Financial Secretary’s responsibilities:

· Reconcile Kairos Receipt Logs and deposits received
· Notify State Treasurer of deposits received from Advisory Council Treasurers
· Enter deposits and checks to QuickBooks, as well as in-kind donations
· Use QuickBooks to reconcile monthly bank statement
· Provide copies of bank reconciliation to State Chairman and State Treasurer
· Enter donations received directly at State level to Donor software and send 
          acknowledgment letter to donor.  Any such letter must contain the phrase “We 
          acknowledge that no goods or services were rendered in exchange for this donation”.   
· Maintain all records for a minimum of five years  
Reimbursements and Payments from Kairos

All requests for reimbursement or requests for payment of invoices/bills should be mailed to the State Financial Secretary at the Kairos Oklahoma post office box shown above.  The request must use the Reimbursement Request Form (see link to “FORMS”) with documentation attached.  The event that the expenditure relates to should be clearly indicated.  Also, the address where the check should be mailed must be shown.  
The State Financial Secretary will assure the request is in accordance with the State Chapter Financial Policies before forwarding instructions to the State Treasurer for check disbursement.  The State Chapter Financial Policies describe reimbursable and non-reimbursable expenses.  An Advisory Council can approve and request reimbursement for otherwise non-reimbursable expenses in cases of financial hardship or other special circumstances.  Any such request must come from the Advisory Council, not the person seeking reimbursement, and will require State Chapter Committee approval if in excess of $100.     
If you need to expedite a reimbursement you may scan and e-mail the appropriate forms to the State Financial Secretary.

Advances for Kairos Expenses

The State Chapter allows for advances to be made for relatively significant purchases (such as food and supplies for a Weekend or equipment purchases).  The request should be directed to the State Financial Secretary who upon approval will forward the request to the State Treasurer for check disbursement.  The request should clearly indicate the purpose for the advance and the event.  The amount requested should be reasonable relative to prior similar expenses.  For convenience or expedience, the request may be made by e-mail.  
When purchases have been completed, receipts should be submitted to the State Financial Secretary with refund payment/deposit to Kairos for any overage or a request for additional reimbursement to the purchaser for any shortfall.  Use the Reimbursement Request Form for this purpose.  
Leader’s Report to Financial Secretary
Kairos Oklahoma pays “affiliation fees” to Kairos Prison Ministries International on a quarterly basis that are based in part on the number of participants in the events that occurred in that quarter.  Immediately following a Weekend event, it is the Leader’s responsibility to e-mail to the State Financial Secretary information identifying the Weekend (e.g., DCCC #20) and the number of participants at that Weekend.  This applies to all ministries --- Torch, Outside, and Inside. 
NOTE:
This document is in addition to the “Kairos Oklahoma Chapter Financial Policies”.   

