Controls for Payments/Expenses
Key: (P) Preventative control
(D) Detective control 
General Administration Payments
	Key control and process
	Commentary
	

	Preparation of purchase request forms, especially for larger purchases exceeding a specified amount (this is typically set by the church leadership). (P)
	· Ensures that purchase requests are documented together with reasons for purchasing. Minimises the wastage of funds on unnecessary purchases that cannot be adequately justified.
	

	Proper approval of purchase request forms. (P)
	· Ensures that purchase requests are reviewed and authorised before payment can be made. Reduces the risk of unauthorised purchases
	

	Invoices are attached to the purchase request forms after approval. (P)
	· Ensures that purchases are legitimate by attaching third party documentation.
	

	At least two signatories are required to process either cheque or EFT payments. (P)
	· Collusion required if payments for illegitimate purchases are to go through. 
	

	Access to blank cheques restricted to authorised persons. (P)
	· Prevents unauthorised persons from making illegitimate payments by forging signatures. 
	

	Passwords for EFT access unique for all signatories. These passwords are not to be shared. (P)
	· Prevents a single signatory from approving EFT payments without another person reviewing and approving the same purchase.

· Consider implementing a “charter” which is signed by the person with delegated authority requiring them to only authorise payments they understand and to protect their password at all times.
	

	Invoices are stamped as paid when paid. (P)
	· Ensures that there is no double payment on any invoice. This process, together with regular preparation and review of bank reconciliations is highly effective in preventing employees and or volunteers from colluding with suppliers in a bid to benefit from double payments on a single purchase.
	

	Payments are entered into the accounting system by a person independent of those requesting approval. (P)
	· This segregation of duties ensures that collusion is required if illegitimate transactions are to be entered into the accounting system
	

	Invoices are stamped as processed after being entered into the accounting system. (P)
	· This ensures that the same transaction is not entered twice into the accounting system
	

	Review of actual expenditures against budget. (D)
	· Top down control that may alert the leadership where actual expenditures are beyond expectations
	


