OUTLINE OF FINANCIAL POSITIONS

State Financial Secretary (SFS)

· Elected by the NC State Advisory Council

· Receives in original form

· Deposit receipts with local AC name and weekend number

· NC Kairos Expense Tracking Form with receipts

· Requests for cash advances using Cash Advance Form

· Requests for reimbursement using Cash Reimbursement Form

· Annual budget from each local AC

State Treasurer (ST)

· Elected by NC State Advisory Council

· Writes checks.

· Moves money into local Debit account

· Balances checkbook

· Determines fees due KPMI and NCAC

Local Financial Secretary (LFS)

· Elected by local ministry

· Ultimately responsible for all financial transactions

· Sends MONTHLY NC Kairos Expense Tracking Form to SFS.

· Debit card in this person’s name

· Requests cash advance from SFS
· Requests cash reimbursements from SFS
· Makes sure all donors entered into Donor Software

· Makes sure tax letters are sent at the end of the year.

· Review team expenditures and will provide a total summary of receipts and costs for each weekend and follow-up.

· Provide training to the Treasurer, Counters and team members on financial procedures.

· Will not serve as treasurer or counter during a weekend

Local Treasurer (LT)
· Appointed to 6 month term based on role on Weekend Team, normally Observing Leader (OL)

· Position rotates with each weekend

· Responsible for security of Debit Card

· With Leader and LFS, appoints 2 Counters, usually weekend team members to complete the Receipt Log at team meetings.

· Monitors the Receipt Log

· Makes weekly deposits to the NC Kairos BB&T account

· Monitors the balance on the Debit Card

· Notifies the LFS if another advance is needed.

· Responsible for sending to the SFS
· Identifiable original Deposit Receipt

· Completed original NC Kairos Expense Tracking Form with receipts

