
Parish & Unit # St James Parish, Mason      #120

City, State Mason, MI

For the Year Ending 6/30/2020

General Yes No Comment

X

X

However our copy is dated 11/2001- Is there anything more 

current? If so, please update the website.

X

X

X

X

Have the Pastor, Business Manager and at least one Finance Council 

member read the diocesan Financial Policies and Procedures?

Is the parish in compliance with every policy as included in the current 

diocesan Financial Policies and Procedures?

Is access to the general ledger and supporting subsidiary ledgers 

restricted to authorized personnel?

Are subsidiary ledgers maintained and reconciled to the general ledger 

on a monthly basis?

Diocese of Lansing

Parish Internal Control Questionnaire

This questionnaire is to be completed by each parish and school annually. Each question must be answered, and “no” answers must be explained in the 

comment section next to the question. If you are in doubt as the meaning of a question, please contact the diocesan Finance Office for assistance. This 

completed questionnaire must be submitted to the diocesan Finance Office by August 31, with the required acknowledgment signatures affixed.

Does the parish have a Finance Council, established and operating in 

accordance with Canon Law, and the policies issued by the diocese?

Do you have a copy of the current diocesan Financial Policies and 

Procedures?



X Annual Fundraiser - Blackthorn Concert

X

X

X

X

We have not had a high staff turnover however we will change 

parish safe as key staff turnover. 

X

We only store cash/checks that are received during the week and 

when the bank is closed.  They are given to the money counters 

the following Monday for deposit.

X

X

X

X

Does your parish/school engage in activities that generate sales/use 

tax obligation?  If so, are you current on remitting funds and filings in 

accordance with the laws of the State of Michigan?

If you invite international missions (beyond the annual appear 

managed by the diocese) to your parish, do you have a Letter of 

Suitability on file each year?  Has the letter been copied to the 

Bishop's office?

If you remit funds directly to a domestic or international mission, do 

you confirm that funds have been received by the mission?

Are all parish assets and liabilities reported on the Statement of 

Financial Position (balance sheet)?

Have you posted the financial misconduct reporting information 

poster in an open and obvious location in your parish/school?

Are you in receipt of any notifications of deficiencies or investigations 

from any government agency?  If yes, please explain.

Has the budget been submitted at the beginning of the fiscal year in 

accordance with diocesan policy?

Financial Reporting

Have year-end financial reports been submitted in accordance with 

diocesan policy?

Is the combination to the parish safe changed periodically and 

whenever there is staff turnover (including priests)?

Is any of the following stored in the parish safe: loose cash/checks that 

are not part of the current deposit, stock certificates, gold bars, or any 

other assets that should be deposited in a bank?



X

Sts. James, Cornelius & Cyprian presentation corresponds with 

Stewardship Sunday 

X Monthly/bi-monthly and documented in meeting minutes.

X Monthly/bi-monthly and documented in meeting minutes.

X

Women's Club treasurer provides monthly treasurer's reports to 

Business Manager. All statements opened by Pastor.

X

X

We have a second interest bearing savings account for additional 

revenue that has been appropriated/earmarked for current year 

expenditures but does not meet the criteria to transfer to the 

Diocesan Savings account. 

X

X

Do you have written procedures for the following accounting systems: 

cash receipts, cash disbursements (including purchasing), 

personnel/payroll, Mass stipends and stole fees

Does the parish only have 1 checking account in accordance with 

diocesan policy? (Parishes with SCRIP/TRIP programs may have a 

second account.)

Is the pastor an authorized signer on all bank accounts, including all 

auxiliary activity bank accounts?

Are all auxiliary activity bank statements received directly at the parish 

and reviewed by parish personnel?

Bank Accounts

Accounting Systems

Has the parish/school given the parishioners a complete financial 

report for the year?

Does the Finance Council review budget vs. actual variances on a 

regular basis and make budget adjustments as necessary?

Does the Finance Council review and approve interim and year-end 

financial statements on a timely basis?

Have all auxiliary groups been informed of diocesan and parish 

financial policies, and are they in compliance with them? 



X

Father Kusi Cobona, Deacon Tom Feiten, Jeff Haueter, Carol 

Papachristo

X

N/A Bank statements received via mail

X But the Finance Chair Approves all Bank Reconciliations

X Signed off by Finance chair

X

Procedures for this review were set up under the previous 

Finance Chair but we have had issues with getting copies of the 

back of checks from the bank.

X

X

Are all authorized signers on bank accounts in accordance with 

diocesan policy?

If bank statements are obtained online, are they downloaded by 

someone who is independent of recording cash receipts and 

disbursements and without access to check stock?

Are unopened, monthly bank statements delivered directly to the 

pastor, or his designee, (Parochial Vicar or someone who is not 

recording receipts and disbursements in the general ledger, and 

without access to check stock)is the statement opened and its 

contents reviewed by this person?

Are monthly bank reconciliations performed for all bank accounts, by 

someone who is independent of recording cash transactions, and are 

all reconciling differences resolved on a timely basis (within 4-6 weeks 

of month end)?

Are bank reconciliations reviewed by someone other than the 

preparer on a periodic basis?

On a test basis, are endorsements on cleared disbursement checks 

compared to the payee on the front of the check?

Are disbursement checks indicated as outstanding for more than 60 

days investigated and resolved?

Does the Finance Council approve the opening and closing of all bank 

accounts?



X The Finance Chair should review all savings account activity. 

X All accounted for in compliance with Diocesan requirements.

X

The finance council reviews and determines when they will 

transfer funding to the Diocesan Savings and Loan program.  We 

determined that since Sts. James, Cornelius & Cyprian utlizes the 

Diocesan Financial Accounting System that we are transparent 

with all of our accounts and will determine when its sufficient to 

transfer the funds to the S/L account.

X

X

X

X

X

Are donor contribution summaries reconciled to the bank deposit and 

the accounting records (this includes all donations whether they be 

general, Sunday/Holy day, or a specific campaign)?

Is the parish/school in compliance with diocesan policies with respect 

to cash receipts?

Cash Receipts

Does someone other than the Bookkeper review the monthly activity 

in the savings accounts with the diocese, and compare such activity to 

the activity posted in the general ledger?

Are funds received for Mass stipends recorded separately from other 

funds and a record kept of all Masses said in accordance with 

Canonical and diocesan requirements?

Are funds in excess of a 60 day operating requirement transferred to 

the diocesan Savings & Loan Program for investment?

Are responsibilities for collection and deposit preparation functions 

segregated from those for recording cash receipts and general ledger 

entries?

Has the parish established offertory count procedures in accordance 

with diocesan guidelines and are these procedures being followed?

Is one person ever alone with cash?



X Tamper proof bags used at Oratory location

X

X

X

Parishioner disputes are handled by the Business Manager. Cash 

receipts are recorded by the Administrative Assistant.  

X

X

X

X

X  

X

Are the tamper-evident deposit bags logged/tracked?

Does the parish/school consistently utilize tamper - evident deposit 

bags for the offertory and significant fundraising events?

Is an envelope process for offertory in place and are periodic 

statements sent to parishioners giving them a record of their 

contributions to the parish?

If a parishioner disputes their offertory statement, is the dispute 

resolved by someone other than personnel who handle and record 

cash receipts?

Are all cash receipts deposited and recorded in the general ledger in 

the proper account on a timely basis?

Is all cash received deposited intact and no funds removed from the 

deposit?

Is a subsidiary record of all accounts receivable kept, outstanding 

amounts followed up on and is the record reconciled to the general 

ledger on a monthly basis?

Is a restrictive endorsement placed upon each incoming check when it 

is received?

Are records of cash received, including offertory, compared to bank 

validated deposit slips on a daily basis?

Does the parish/school issue a triplicate receipt for all funds received 

in the office?



X

X Witness to Hope funds are accounted for in the restricted funds.

X As applicable

X

X

X

X

X

X

X

Finance Chair reviews the detailed entries on a monthly basis for 

reasonableness. 

Are endowed funds received recorded as endowment, and is only the 

investment income expended for ministry use?

Are “NSF” checks followed-up immediately, resolved and adjusted as 

necessary? 

Are restricted donations recorded as restricted, and used only for the 

restricted purpose imposed by the donor? Is a record kept of the use 

of the restricted funds?

Are all bequests and trusts where the parish/school is a beneficiary 

handled in accordance with Canonical and diocesan requirements for 

the acceptance and receipt of such gifts?

Is the parish/school in compliance with diocesan policies with respect 

to cash disbursements?

Cash Disbursements

Do procedures exist to insure that disbursements are made only for 

budgeted matters, or have specific Finance Council approval and to 

ensure that all disbursements are approved?

Is cash disbursed only upon receipt of properly approved original 

vendor invoices or properly approved check requests?

Do check signers review support documents before signing checks?

Do procedures exist to insure that all disbursements are properly 

classified in the general ledger?

Is the check stock secure from the check signers? (In other words, 

could a check signer access the check stock, enter an invoice, cut the 

check and sign it?)



X

X

X

X

Receipts are required for all purchases. All credit card payments 

are reviewed by Pastor.

X

X

X

X

Per page A.16 of the Diocesan Internal Control procedures, 

voided checks are kept in a locked file cabinet. We do write 

'voided' on front and back of check as well in the accounting 

system for the number. The FC will review the Voided check as 

applicable quarterly.  

X

X

Is the use of debit cards prohibited?

Are unissued, blank checks under tight control and accounted for?

Is the drawing of checks to cash or bearer prohibited?

Is the use of facsimile signature stamps prohibited?

Are credit cards issued and used only in accordance with diocesan 

policy?

Are all expenses paid when due, and are all vendor discounts taken?

If a discretionary account exists, is the Parish Finance Council aware of 

its purpose, and is the activity reported within the parish financial 

reports? 

Are “voided” checks destroyed by someone independent of the cash 

disbursement recording function, and is the voided check recorded as 

voided immediately?

Have funds collected for National and Special collections been 

remitted to the diocese within 30 days of the collections?

Are all issued and signed checks immediately mailed/delivered to the 

vendor or are checks held in the parish office?



X

X

X

X

X

X

X

X Pastor

Is payroll reviewed by someone other than the preparer prior to 

submittal to Paycor?

Is IRS Form 1099 issued to independent contractors in accordance 

with IRS regulations?

Personnel & Payroll

Is the parish/school in compliance with diocesan policy with respect to 

personnel management and payroll issues, including USCCB and 

diocesan policy with respect to Safe Environment Protection?

Are complete personnel files maintained for all employees?

Are all employees properly classified as “exempt” or “nonexempt”?

Are all payments to individuals, other than to Religious, and other 

than for properly accounted for employee expense reimbursements, 

reported on IRS Form W-2?

Are the required tax withholdings made from individuals’ paychecks 

and remitted to the taxing authority in accordance with their rules and 

regulations?

Are all payments made to and for Religious who are subject to policy 

and IRS regulations?



X Paycor

X

N/A Mass stipends go into the general fund.

X

X

Finance Council

X

X

X

Are all payroll tax returns filed, and payroll taxes remitted in 

accordance with IRS, State and Local regulations on a timely basis?

Are all diocesan clergy recognized and reported as employees for 

Federal Income Tax purposes but as Self -Employed individuals for 

Social Security purposes?

Are clergy Mass stipends and stole fees reported to the IRS as income 

in accordance with diocesan policy?

Are the eligibility requirements for all diocesan employee benefit 

plans carefully observed with respect to each employee so that no one 

will be improperly included or excluded?

Are withholdings from checks to employees for contributory 

participations in diocesan employee benefit plans remitted to the 

plans on a timely basis?

Has the pastor reported to the Parish Finance Council about how the 

parish's internal control serves to prevent, deter, and detect material 

misstatements due to fraud?

Does the finance council regularly review the financial statements, 

including but not limited to the Statement of Financial Position 

(balance sheet) and Statement of Activities (income statement)?

Did the finance council approve the budget as imputted into 

ConnectNow?



The Pastor communicates the importance of the internal 

controls through consistent messages of fiscal diligence, 

separation of duties and proper review. This ethical ‘ tone at the 

top” is disseminated from Father to the office staff, finance 

council as well as to all parishioners. Consistency in his ethical 

message is compensating control.

X

We, the undersigned, acknowledge the following concerning this questionnaire:

1.    We are familiar with these internal controls as recommended by the diocese.

2.

3.

4.

SIGNATURES:

____________________________________________________________________________

Pastor Rev Fr Kusitino Cobona

____________________________________________________________________________

Business/Office Manager Bonnie L-M Sweet

Acknowledgment

We have met to review and discuss all of the above internal controls, and represent that they are functioning as required except as indicated 

otherwise.

We are not aware of any parish or school checking, savings or other accounts that have been omitted from the accounting records and our 

financial reports.

Where we have answered “no” to a control question, we have explained above why it was not practical or appropriate to follow the internal 

control, and that we have implemented an alternative control procedure which conforms as closely as possible to the spirit of the control 

procedure as established by the diocese.

Have the findings from the most recent internal control review been 

shared with finance council?




