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GUIDELINES FOR HANDLING BRANCH FINANCES 
(Refer to pages 11-13 in the Manual for a complete version.) 

 
The Cornerstone Scripture Study has a tax-exempt status. To comply with this status, it is 
necessary to keep accurate financial records. Teresa Johnson from the Mary Queen of Peace 
Branch in St. Louis is our Central Shepherding Board Treasurer who maintains the Central 
Shepherding Board Treasury. You may contact her with questions at the following address: 
 

Teresa Johnson 
The Central Shepherding Board Treasurer 
556 Woodcliff Heights Dr. 
Wildwood, MO 63011 
314-518-8990; treasurer@thecornerstonescripturestudy.org  
 

 
Please review the following guidelines for handling Branch finances: 
 

1. Open and maintain a checking account bearing the name "The Cornerstone 
_______________Branch”. 

 

2. Maintain a Branch Annual Income/Expense Log (F-13).  Keep all receipts and label 
the specific use.  (This includes petty cash transactions.)  Keep a copy of your year-
end reports and income/expense logs that you forward to the Central Shepherding 
Board Treasurer in St. Louis for your Branch records. 
 

3. Deposit money in checking account at the end of each weekly session.  
           (Please keep accurate records of all deposits and withdrawals.) 

 

4. Pay any necessary expenses your Branch incurs.  Use Reimbursement Form 
(F-1) to document reimbursements – (e.g., nametags, letters, copies, etc.) Careful 
records must be kept to assure our non-profit status.  
 

5. At the end of (November, February, May and August) and after Branch expenses 
are paid, forward remaining amount to the Central Shepherding Board Treasurer. 
Use the (F-3) Branch Quarterly Transfer of Funds Form.  Keep a maximum of $100 
in the Branch checking account unless an anticipated need requires additional cash 
reserves.  Use Monetary Advance Request Form (F-9) to apply for additional funds.  

  
6. Gifts:  

• Any monetary gift to the custodian, stipend to priest, etc. should be taken from the 
Branch checking account. 

• At the discretion of Branch Facilitator(s), give a $75.00-$300.00 Host Parish Gift at 
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the end of study year, taking into consideration the generosity of the Host Parish 
throughout the study year.  If the Branch is not able to cover the entire expense, the 
Branch may request funds from the Central Shepherding Board Treasury.  

 
7. If a member wishes to make a cumulative contribution of $250 or more during the 

Calendar Year and receive a Tax Donor Letter, the following steps should be taken, 
in order to comply with tax-exempt status:  

 

• The member should write a check to The Cornerstone.  

• The member should receive a Tax Donor Letter (F-5) shortly after the Calendar 
Year (December 31st) ends. One copy of this note should remain in the Branch 
Treasurer's file and another should be sent to the Central Shepherding Board 
Treasurer. 

 
8. The tax-exempt purchasing letter for your state should be used when making a 

reimbursable purchase for The Cornerstone.   
 

9. Tax-exempt letter should not be used to purchase an item which is intended to be used 
as a donation to The Cornerstone.  

 
10. At the end of the study year or by June 15th, The Cornerstone Branch Financial 

Report (F-4) should be sent to the Central Shepherding Board Treasurer.  The 
Branch Annual Income/Expense Log (F-13) should be included with the (F-4) 
form. The report should also be made available to anyone requesting Branch financial 
information. 

 
 
*** Please contact your Shepherding Board Mentors if you have questions or need more 
information.  
 


