Things to discuss with Cheryl
Emily’s signed offer letter
Payments to:
Steve
Pastor Kelly, 4 hours
Dave Backmann – Food for Lent?
Move Money to Money Market Account or something else.  Contact bank for fund 2 money.  Options and interest rates
Tie out scrip and develop a process (Nov 22 for example)
Documentation of three processes for the year:	
	Status
	Process
	Timing
	Who Documents
	Who reviews / verifies

	
	
	Expected Start
	Expected Finish
	
	

	
	Payroll
	
	
	
	

	
	Print Checks
	
	
	
	

	
	Taxes and 941
	
	
	
	



Review who has keys and signature cards.  Is there a process
Vacation Calendar - Council
Calendar of events for church monthly – Council?
Counting process – Council?  Access to safe/code?  Opening envelops, etc.
Create an on-boarding document for the new pastor
· Petty cash is where?  Who has access?  
· [bookmark: _GoBack]Etc.
