FY 2026 Internal Control Questionnaire Instructions

Thank you for assisting with our initiative to modernize the Internal Control Questionnaire by completing this form electronically. In order to assist with completion of the form, we are providing some helpful tips as well as instructions for each of the topical sections.

Overall Tips

· The form does NOT auto-save. You must select Save and Next to save your answers and go to the next section.  This will allow you to stop and resume at a later time.

· You must complete all questions within a section to submit the document.

· All “no” and “n/a” selections require an explanation as to why the control is not in place or why it is not applicable in your location.  You will not be able to continue to the next section without indicating an explanation for “no” or “n/a” answers. “No” and “N/A” answers often have valid reasons – answering as such is not to be automatically construed as negative. It allows us to offer further education or consider policy revisions, so please answer truthfully with an explanation to better help us serve you.

· You will only see questions relevant to your location.  For example, parishes will only see questions related to parishes, and schools will only see questions related to schools.  

· If you are a client of Parish Accounting Services, you STILL MUST submit the ICQ.  We have removed questions for control procedures performed by the PAS team.  As a result of these customizations, questions may appear to be misnumbered as only the questions that relate to your entity will show.

· The form is set up to obtain electronic signatures through Adobe Sign.  
· We recommend saving a copy of the ICQ and sending it to your pastor/principal and finance council for their review BEFORE submitting for signature. This option also allows you to print a copy.  
· Once you have made any requested edits from the Pastor and Finance Council’s review, and obtained agreement from the parties that the ICQ is reflective of the parish or school’s internal control environment, ensure you obtain accurate email addresses for each of the pastor/principal and finance council members.  Incorrect or incorrectly entered email addresses were the largest source of issues last year.
· Submit the approved ICQ for signature within the portal.
· Once the document is submitted for signature, no edits can be made without cancelling the document for signature.
· When you submit the document for signature,  ALL PARTIES will receive an email requesting them to navigate to Adobe to sign the document electronically. It is recommended to send an email to the Pastor/Principal and council members to let them know you have sent it and they should expect it. Encourage them to check spam/junk folders if they have not received it. Each person that has not electronically signed will get a weekly email reminder from Adobe.
· Unsigned forms will expire after 90 days, and will need to be re-completed and re-signed once expired.   
· If for any reason you are unable to obtain all the signatures required, please contact us at financesupport@charlestondiocese.org for next steps.
· This form must be completed no later than October 31, 2025.  Failure to do so may affect your pastor/president/principal’s spending limits in FY 2026.

Instructions

Click on this link to access the ICQ: ICQ Form

Please note, you will be prompted to login to the Microsoft environment to continue, which requires your charlestondiocese.org account and you must have Multi-Factor authentication enabled.  If you encounter any login difficulties, please contact Logically at help@logically.com.  

Choose the parish/school from the dropdown box. Ensure 2025 is selected in the year dropdown. If you do not see the correct location, please contact us at financesupport@charlestondiocese.org.

Complete each section.

· Location Information – Enter the parish/school information. Click Save and Next.

· Leadership Information – Enter the pastor/president/principal information. In the case of a school with a president/principal model, please enter the president’s information. Click Save and Next.

· Bookkeeper Information – Enter the information for the person completing the questionnaire. This is the person responsible for the financial management in the location, or in the case of a parish/school who is a PAS client, the person with best knowledge of the daily operations of the location. Click Save and Next.

· Personnel Change – Answer Yes or No if the parish/school has had a change of personnel in the fiscal year that affects financial reporting. Click Save and Next. 

· Bank Accounts – Answer each question as it pertains to the parish/school. Anything with a “No” or “N/A” will require a comment in the explanation section. Click Save and Next.

· Signatories – Enter the parish/school bank account information for ALL bank accounts held for the location at a bank other than the Diocesan Savings and Loan accounts. You will not be able to advance without making an entry. Click Save and Next. 

· Revenue - Answer each question as it pertains to the parish/school. Anything with a “No” or “N/A” will require a comment in the explanation section. Click Save and Next.

· Vendor Management - Answer each question as it pertains to the parish/school. Anything with a “No” or “N/A” will require a comment in the explanation section. Click Save and Next.

· Sales and Use Tax - Answer each question as it pertains to the parish/school. Anything with a “No” or “N/A” will require a comment in the explanation section. If the parish/school is on PAS, the Diocese submits this information, but the parish/school needs to be aware of its filing. Click Save and Next.

· NOTE:  It is RARE to not have to file a Sales and Use Tax return.  Use tax is required to be remitted when a vendor does not charge you for sales tax.  All products consumed in normal “business” operations are expected to have sales tax charged (office supplies, telephone/internet services, Amazon orders).  Very few exceptions exist and require the consultation with the Office of Finance if you determine that you need/are eligible to file for a Sales Tax Exemption with the State of South Carolina.

· Fixed Assets - Answer each question as it pertains to the parish/school. Anything with a “No” or “N/A” will require a comment in the explanation section. Click Save and Next.

· Payroll - Answer each question as it pertains to the parish/school. Anything with a “No” or “N/A” will require a comment in the explanation section. Click Save and Next.

· Fundraising - Answer each question as it pertains to the parish/school. Anything with a “No” or “N/A” will require a comment in the explanation section. Click Save and Next.

· Fundraising Events - Answer Yes or No if the parish/school has held any fundraising events or plans to in the current fiscal year with ANY (one or more) of the following 5 criteria:

· Is the event open to the public?
· Is the event typically over 100 guests?
· Is there alcohol present at the event?
· Is the event held off of diocesan property?
· Are there carnival games or inflatables present at the event?

· The information gathered will allow us to include your event(s) in blanket event coverage with Catholic Mutual rather than purchasing one-off special events coverage. Click Save and Next.

· Financial Reporting - Answer each question as it pertains to the parish/school. Anything with a “No” or “N/A” will require a comment in the explanation section. Click Save and Next.

· Finance Council - Answer each question as it pertains to the parish/school. Anything with a “No” or “N/A” will require a comment in the explanation section. Click Save and Next.

· Donor Management - Answer each question as it pertains to the parish/school. Anything with a “No” or “N/A” will require a comment in the explanation section. Click Save and Next.

· Affiliated Organizations – Please review the criteria for whether a group is considered an Affiliated Organization, and select “Yes” or “No” from the dropdown menu accordingly.  These are also available at a link within the ICQ header of this section.  

When determining groups that are affiliated organizations, please consider the following questions.  If all questions are yes, the group is considered affiliated.  

1. Does the parish/school have full control over the group?  
2. Do any costs or fees associated with the group or function flow through parish/school accounts?
3. Is the group or function open to all parish/school community members?
4. Is the purpose of the group or function to facilitate learning, raise revenue for the parish/school, or provide a social service on behalf of the parish/school?
5. Is a teacher or leader of the group a parish/school volunteer or employee?
6. Does the group use the same EIN as the parish/school?  

If any questions are no, the group is considered to be unaffiliated and subject to consultation with the Bishop's Office (vgrequests@charlestondiocese.org) for approval, insurance, and facility usage agreements.  Common examples of UNAFFILIATED groups include chapters of Knights of Columbus, Legion of Mary, Alcoholics Anonymous, Booster Clubs with separate 501(c)(3) status.   

· Affiliated Org List – If on the prior section you selected that your location does have an affiliated organization, please select “Yes” from the dropdown menu to populate the questions in this section.  If you selected no on the prior section, please simply select no on the dropdown menu. If “Yes” is chosen, list each Affiliated Organization with the corresponding Bank Account Information. Click Save and Next.

· Columbarium (parish locations only) - Answer Yes or No if the parish has a Columbarium. If “Yes” is chosen, answer each question as it pertains to the parish. Click Save and Next.

· Cemeteries (parish locations only) - Columbarium - Answer Yes or No if the parish has a Cemetery. If “Yes” is chosen, answer each question as it pertains to the parish. Click Save and Next.

· Signatures – Please review notes above regarding the appropriate process for sending the completed ICQ for signature.  Only ICQs reviewed and approved by the Pastor and Finance Council should be sent for signature.  Print a copy and circulate for their review PRIOR to submitting for signature. 

The name and email address of the person completing the form will automatically be populated.

Select the pastor from the dropdown list.  If the current pastor does not appear on the dropdown list, please contact us at financesupport@charlestondiocese.org.

Add the name and email address of each Finance Council member. 

Click Submit and Send for Signature.

This ICQ online form uses Adobe Sign to obtain the electronic signatures of the preparer, pastor, and each member of the Finance Council.  All parties must sign the form for it to be considered complete.  It is recommended that you notify the Pastor and Finance Council members when the form is sent for signature so that they can look for it in their emails and respond timely.  

If there are any issues with obtaining electronic signatures from certain members, please contact us at financesupport@charlestondiocese.org to determine next steps.


