St. Mary Magdalene Church – Constitution for Parish Finance Council

The Parish Finance Council is separate from the Parish Pastoral Council. It is consultative in nature [From the 209 Parish Pastoral Council Norma of the Archdiocese of St. Andrews and Edinburgh].

'Canon Law describes the Parish Finance Council and the Parish Pastoral Council in such a way that they are distinct consultative bodies in the parish because each has responsibility for distinct aspects of parish life and the membership of each is different...Despite these distinctions  the two councils are interrelated because both are concerned with the needs of the parish. The Parish Pastoral Council looks to the Parish Finance Council for the resources needed to implement parish programmes, policies and ideas. The Parish Finance Council looks to the Parish Pastoral Council for the development of the mission of the parish. Good communication between the two councils is essential so that the best use of the parish's temporal goods can be made for the spiritual good of the parish'
The Parish Finance Council is responsible for:
· Good counsel to the Priest about the administration of the temporal goods of the Parish

· Assisting the Priest in his temporal administrative role; and

· Assisting the Priest in financial matters.
Membership
· The Parish Treasurer, Priest and at least one other person.

· When possible members should have knowledge of finance, civil law or business.
· Membership will be reviewed annually.

· Should a vacancy arise during the year the Priest will appoint a suitable replacement
Meetings
Meetings should take place at least twice a year with interim reports to the Priest three times a  year.

Appendix to Finance Committee Constittion

Procedures
Collections

1. Two people will count money collected, ideally on the day of collection, and record the amount.

2. Each should count the collection and resolve any differences at the time of counting.

Banking arrangements

The Money Counters count, record, then bank all monies collected or donated on the Monday after Sunday Mass. The monies are recorded separately as “Gift Aid envelopes” “NON-Gift Aid envelopes” and “loose cash”. A record of the week's takings is given to the Treasurer and  recorded in the parish income finance ledger. The Treasurer checks that the amount of week's takings in the income finance ledger matches the pay-in book and the amount shown on the bank statement.

Special collection are counted and recorded separately with the cash banked in the Parish bank account and a cheque sent to the appropriate recipient within one month (unless special instructions are issued by the Diocesan office).

The only authorised signatory for  mandates and cheques is the Parish Priest. The Treasurer prepares cheques based on invoices received and passes them to the Priest for approval and signature.

Gift Aid

Gift Aid envelopes are opened and the value of the cash is written on the envelopes. Envelopes are passed to the Gift Aid Recorders.

At the end of the tax year the return produced by the Diocesan Finance Office is completed by the Gift Aid Recorders to show the total offerings received per Gift Aider. After review, and approval by the Parish Priest, the return is submitted to the Archdiocesan Finance Office by the Treasurer.

A copy of the Gift Aid return along with one month's used offertory envelopes are retained in the Parish House for audit purposes.

Parish Property

An inventory of Parish Property is maintained.

Expenditure on projects is decided by the Parish Priest, after due consideration of advice on policy from the Parish Pastoral Council and advice on finance  from the Finance Council.

Parish Financial Records/

Parish Financial Records

Data sensitive records are held in the Parish House either on the central computer or in locked filing cabinets. Parishioners can request access to the personal data held about them by making a formal request in writing. Such requests will be dealt with by the Diocesan Data Compliance Officer.
Other records are held by the parish Treasurer  who maintains them.

Parish Financial Return

The Treasurer prepares, and after it is approved by the Parish Priest,, submits the Parish Financial Return.

Communications

Information about collections is given weekly through the Newsletter which is available in hard copy and on the Parish Website.

Copies of the annual Parish Finance Statement are given to parishioners at Mass along with a brief explanation and a summary of key points .

Financial updates are given at Parish Pastoral Council and Open Parish Meetings. Minutes of those meetings are posted in the Hall.
