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CHECK WRITING & BANKING POLICY 
The Commission on Stewardship and Finance of __________________________ A.M.E. Church 

hereby adopts the following policy for the proper oversight, endorsement, and management 

of all church-related financial accounts. 

1. Church Tax Identification Number 

All bank accounts or financial accounts—whether operated by the Church, any Board, 

Organization, Auxiliary, or Ministry—must use the official Tax Identification Number (TIN) 

of the church. 

2. Required Church Treasurer Oversight 

Any account in which funds are received or deposited in the name of the church or its 

ministries must list the Church Treasurer as one of the authorized signers and must utilize 

the official TIN. 

3. Accounts Outside of Finance Commission Oversight 

Any account not directly managed by the Commission on Stewardship and Finance must be 

authorized in writing and must provide: 

a. List of all authorized signers 

b. Bank name, branch, and account number 

c. Monthly bank statements submitted to the Treasurer’s Office 

4. Background Checks for All Authorized Signers 

Any individual serving as a signer on any financial account connected to the church must 

have a current background check on file in the Church Office. 

5. No Checks Made Payable to 'Cash' 

Checks may not be written to 'Cash' under any circumstance. All checks must name a 

specific payee. 

6. Documentation Requirements for Every Expense 

Every check must have a voucher. Every voucher must include original receipts. 

Reimbursement requests must be submitted within 30 days. No reimbursement will be 

made without documented proof of payment. 

7. Prohibition of Cash Withdrawals 

No cash withdrawals of any kind—including ATM withdrawals—shall be permitted. All 

disbursements must be made by check or electronic transfer. 
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8. Dual Signatures Required 

Every financial account shall require two (2) authorized signatures on all withdrawals and 

disbursements. 

9. Use of Facsimile Signatures 

Facsimile signatures, signature stamps, or signature plates may be used only when explicitly 

authorized by the Commission. 

10. Check Signing Requirements 

Every check issued must contain two (2) valid signatures. 

   a. For payments over $4,999, either the Pastor or the Church Treasurer must be one of the 

signers. 

   b. For payments over $9,999, the Pastor must be a signer. 

   c. For boards, ministries, or organizations, the President or Treasurer must sign the 

voucher authorizing payment. 

11. New Account Creation Protocol 

No board or ministry may open a financial account without written approval from the 

Commission on Stewardship and Finance. Closing an account requires written reporting 

and surrender of all funds. Accounts must be closed when ministries become inactive. 

12. Conflict of Interest Clause 

No authorized signer may approve or sign reimbursements to themselves. Another 

authorized signer must handle the transaction. 

13. Changing Authorized Signers 

When a signer must be added or removed, the appropriate documents must be submitted 

and updated with each financial institution. 

14. Check Register and Documentation Requirements 

A check register must be maintained including dates, payees, amounts, and supporting 

documents such as vouchers, invoices, and receipts. 

 

Treasurer: _______________________________ 

 

Secretary: _______________________________ 

 

Pastor: _________________________________ 

Date: ____________________ 


