Financial Procedures
Deposit Slips & Check Request/Transfer

· A deposit Slip and a check Request/Transfer Form are included in your packet.  Additional forms may be picked up in Christine Hildebrand’s box in the Church office workroom or in the boxes across the hall from Christine’s office. 
· Deposit Slips and check Request/Transfer Form MUST be filled out COMPLETELY!  Please include account names, numbers and receipts.

Submitting Deposit Slips & Check Request/Transfer Forms
· Deposit Slips and Check Request/Transfer Forms may be mailed to the church office:

FUMCC

Attn:  Christine Hildebrand

117 South Academy Street

Cary, NC  27511

· PLEASE do not leave deposits on desks or in staff mail boxes!  Deposits should be handed directly to a staff person OR left in the top deposit slot located on door #137 near the Church office.

Turn Around Time for Requests
· All check requests should be received by Tuesday to be available by the following Thursday afternoon for mail or pick-up.
Advance Payment
· You may request an advance payment by using the check request form.  Please include your Social Security number.

· Please keep records of all expenses including receipts (except for small expenses such as tips, drinks, etc.) and submit records and accompanying receipts within 30 days upon completion of event or trip along with a check or cash for any unused funds.

· Due to auditing, failure to turn in receipts within the 30 day period will result in a 1099 form being issued as the advance will be considered income.
Questions
If you have questions, please contact Christine Hildebrand, Financial Administrator (919) 459-4691 or childebrand@fumc-cary.org 
