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Financial Policy
Maranatha Baptist Church

Maranatha Baptist Church acknowledges all good gifts come from God, our Father, and
we seek to be good stewards of all God has given us through His people by receiving,
planning, spending and investing in the Kingdom of God with integrity and accountable
stewardship.

We acknowledge we have multiple resources that are not financial in nature. The
spiritual and people resources are what makes us the church of the living God; however,
since God's people do give of their tithes and offerings through His church, we want to be
careful and prudent in the receiving, handling, managing and disbursing of these funds.

I. Purpose of these Policies

Our purpose in developing this manual is to establish clear and specific policies and
procedures regarding the financial and operational affairs of Maranatha Baptist Church.
The goals of this manual are:

1. To assure responsible stewardship of resources for ministry.

2. To assure compliance with legal obligations in regard to the laws of our state and
federal government.

3. To create member confidence in the handling of church related funds.

4. To give members and staff clear guidance in performing their responsibilities as it
relates to finances.

II. Personnel Involved

There are a number of persons involved in the stewardship of our financial resources.
The purpose of having multiple people involved in the church's financial affairs is both to
spread responsibility as well as to serve as a control and accountability system. Here is a
list of those persons and their responsibility.
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1. Congregational Authority

Consistent with our Baptist congregational policy, the congregation as a whole shall have
final authority over the financial affairs of the church. These include the adoption of a
budget, adopting financial policies which guide its leadership, and the application and
interpretation of those policies. The church may authorize leaders, committees (teams)
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and staff the authority to operate without specific approval of every detail according to the
guidelines. However, the congregation always retains final authority.

2. Finance Committee

The Finance Team shall have a specific Ministry Description as outlined in the By- laws:

“The finance committee shall consist of six (6) persons which shall study and recommend an
overall and unified financial statement and proposed budget for the approval of the church.
This committee shall consist of the following:

Chairman of Deacon Board

Chairman of Board of Trustees

Treasurer

Three lay members (to be elected each year from and by the church
membership)

NOTE: The pastor shall serve as an ex officio member, but shall exercise no vote on
committee matters unless specifically requested by the committee chairman, all other
members being present and his vote necessary to secure a final decision. In addition, this
committee shall advise and recommend in the administration of the gifts of church members
and others using sound principles of financial management coupled with the liberality of
expending funds toward the expansion of God’s Kingdom. In all matters of this committee
they shall make recommendations to the church for approval.

e o

3. Treasurer

The Treasurer shall have a Ministry Description as outlined in the By-laws:

“The church shall elect annually a church treasurer as its financial officer. It shall be
the duty of the treasurer to receive, preserve, and pay out in a timely manner of vouchers
approved and signed by authorized personnel, all money or things of value paid or given
to the church, keeping at all times an itemized account of all receipts and disbursements.
It shall be the duty of the treasurer to render to the church at each regular business
meeting an itemized report of the receipts and disbursements of the preceding month.
The treasurer’s report and records shall be audited annually by an auditing committee or
public accountant. “

“Upon rendering the annual account at the end of each fiscal year and its acceptance
and approval by the church, the records shall be delivered by the treasurer to the church
clerk, who shall keep and preserve the account as a part of the permanent records of the
church.” The Treasurer can use the church secretary and others to fulfill these duties.

(This shall always reflect any updated by-law statement).



Approved August 7%, 2024

4. Church Secretary

It is the responsibility of the Pastor to employ a Church Secretary when needed, and a
written Ministry Description, in order to assist the Treasurer and Finance Team carrying
out their duties and responsibilities. The Church Secretary is not to be the Church
Treasurer and is not to be on the Finance Team but rather is to conduct the work instructed
by the finance team. This person shall work according to the policies, guidelines and
procedures established by the Church.

5.Tellers

These persons are responsible for collecting the offerings each Sunday or special event
after services, accounting for them, and delivering them to the bank's drop box. They
shall receive other monies to be deposited, as needed.

6.Trustees
The Trustees shall have a Ministry Description as outlined in the By-laws:

“The Board of Trustees shall be elected from and by the church membership to hold
in trust the church properties and matters of legal business. They shall have no power to
buy, sell, mortgage, lease, transfer property, or exercise any other legal action without the
specific vote of the church. They shall affix their signatures to all legal documents
involving the legal business of the church as may be required. This Board shall meet
regularly and shall attend to all matters pertaining to the caretaking of the buildings and
grounds. All recommendations concerning purchases or other expenditures shall be
subject to approval of the church. No less than three (3) and no more than nine (9)
trustees shall be designated at one time. They shall serve on a rotating system to
comprise three (3) years on active status and one (1) year inactive. No more than seven
(7) members shall be on active status at any one time. This Board shall establish its own
rules for maintaining membership thereon, provided it is in keeping generally with other
church policies contained herein. (This statement shall always reflect any updated by law
statement).”

7.Audit Team

The Finance Team shall have the responsibility to conduct an evaluation of the Church's
financial processes and procedures. The Audit Team shall use the Church's Financial
Policies and Procedures Manual as a foundation for devising an audit program. The
Finance Team will form the team. Audit work will be based on sampling selections and
will be documented and maintained in a secure location at the Church for reference
during future audits. The Audit Team reports their findings to the Finance Team through

4
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a confidential report.
Additionally, this Team works with outside auditors or accountants when the Finance
Team requests an external audit.

II1. Budgeting

A. Budget Preparation

An annual budget shall be established for the church and approved by the church. The
Finance Team is responsible for preparing the annual calendar-year budget. The budget
shall consist of planned expenditures to include salaries and benefits, utilities, building
maintenance and needs, debt-retirement, missions, benevolence, ministries and outreaches.

The Finance Team shall rely on the Pastor (or his designee) to receive written input
from the staff, each ministry leader and Personnel. This is to include the removal of
needed funds plus the request and explanation for new funds and the continual request
for ongoing requests. A "Budget Request Form (Appendix B) is a recommended form
for submission. It is suggested these forms be presented to the Finance Team by
September of each year.

The Finance Team shall meet as often as necessary in order to bring a unified budget
proposal to the church. Dates should be coordinated according to the By-laws and church
calendar to present the budget in writing. This written proposal shall be given a minimal
of two weeks prior to the established date of the vote of the church on the budget.

The new budget becomes effective January 1.

B.Budget Management

Budget oversight and management is the ongoing responsibility of the Finance Team.
Proposed budget changes during the year should come through the Finance Team. If
acceptable, then the Finance Team will make the recommendation to the church.

Overages of no greater than 10% are allowed in budget line items with the approval of
the Finance Team without further church approval. If significant overages are required,
then the Finance Team will advise whether the extra expenditures require further church
approval.

It is preferred no swapping between line items be made during the course of the year. It
is preferred a line item go into the "red" and other line items remain in the “black” in
order to give a clearer and more honest picture of the church expenditures.

5
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If there is an emergency of unbudgeted funds needed, with the consent of two-thirds of
the Finance team, and the Pastor, funds may be expended beyond the budget. This
provision is intended to be utilized only when the need is sufficiently compelling, general
funds are available and there is inadequate time to secure congregational approval. When
this authority is utilized, the Finance Team shall advise the church of its action at its
earliest convenience, but no later than the next business meeting.

At no time may the Finance Team incur debt for the church without approval of the church.
IV. Handling of Funds

A. Receipt of Funds

1. Through the worship services and special events

Tellers shall be responsible to count the offerings. The Finance Team shall enlist, approve,
train and oversee all who serve as Tellers.

Tellers shall count the public offerings in a secure location in the church building. A
minimum of two members shall always be present. At no time shall a Teller be alone
with church money unless in a locked deposit bag. If they are, it could be a matter
resulting in immediate dismissal from the duties.

Tellers shall open all giving envelopes assuring the amount in the envelope and the listed
amount on the envelop are correct. If there is ever a discrepancy or shall the figures not
be legible, have the other Teller verify this and record the amount with red ink on the
right-hand upper corner of the envelope. Both Tellers should initial the envelope and
amount. The Financial Secretary shall notify the affected party(ies) to convey the
situation and seek reconciling the difference.

The Teller is to correctly note all Designated funds, as directed by the member's request
as written on the envelope or check. At no time is the Teller to change the designation.

A "Count Sheet" (Appendix D) shall be completed in triplicate to reflect the amount of
the total offering and all designated funds. All Tellers participating in the count should
sign the "Count Sheet."

After confirming the offering and making appropriate records, the money and deposit
slips will be placed in a locked bank bag. One of the Tellers will transport the locked bag
to a bank box drop.

The completed "Count Sheet" and members' envelopes shall be placed in the church

office in a secure, private location — preferable the safe.
6
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2. Through the church office and church staff

All cash money received through the church office or church staff shall be acknowledged
with a receipt. A copy of the receipt will be given to the member and another copy will
be retained in the weekly deposit slips.

It is recommended any member who receives cash on behalf of the church follow the
same procedure.

Checks received through the church office or church staff will not require a receipt.

Any funds received through the mail or where the donor is identifiable, then the Financial
Secretary shall attach a copy of the deposit and a copy of the check or cash received.

The Financial Secretary will enter the contributions directly from the envelopes and from
the checks that were not in envelopes. The loose cash and coin should be entered as
“Loose Cash” in the software program. The total contributions credited to contributors

on that day should match the totals of the deposit. All deposits to the bank should be

balanced back to the total of the amount of credit given to contributors. Any reconciling
items should be noted on the weekly deposit records.

These deposit records shall always be available for review by the Audit Team to assure
accuracy.

3. Through Sales, Ministries, and Special Events.

For those who are receiving funds Special Events or otherwise, the Financial Secretary
will provide a church member with a bank bag containing $50 in change. The person in
charge of the sales will collect all the receipts without giving a written receipt for the
purchase.

The person in charge shall count the money with another church member present and fill
out a "Count Sheet" (Appendix D). Both shall verify the amount and sign the “Count
Sheet” with the final total not reflecting the original $50.00. The person in charge shall
keep the yellow copy of the “Count Sheet.”

The bank bag with the monies and the “Count Sheet” shall be deposited in the “Drop
Box” in the Financial Secretary’s office.

If funds are needed to be deposited during normal office hours, then the ministry person
shall return the bank bag with the monies and the “Count Sheet” to the Financial

7
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Secretary. The Financial Secretary shall count the money again in front of the person to
verify the amount and sign off on the "Count Sheet." A copy of the "Count Sheet" shall
be given to the ministry person and two copies kept with the Secretary. These funds shall
be deposited in the bank ASAP.

All funds received (minus the $50) shall be accredited to the appropriate ministry in
charge of the sales.

It is highly recommended each ministry person turn in money as quickly as it is received.

If funds are needed to be turned in on Sunday, it is recommended the ministry head find a
Teller and have the amount verified with them and the Teller can get the money to the
Financial Secretary or the Teller can make a deposit.

4. Through Online Giving

The church shall provide and promote online giving options. These funds shall be
verified through a written acknowledgement kept by the Financial Secretary. All of these
funds should be substantiated by deposits acknowledged on the bank statement.

These funds are credited to the individual's contribution record a minimum of once a
week when the funds are verified through the banks' record.

5. Through Non-Cash Receipts (Gifts)

The church recognizes non-cash gifts are very important ways of giving. It is the purpose
of this policy to both assures that such gifts are appropriately used by the Church and
proper validation is given to the giver for tax purposes.

Gifts of negotiable securities will be welcomed and should be sold immediately and
converted into cash.

The Finance Team, and the Trustees where appropriate, must agree to the receipt of real
property concerning the acceptance and the use of such gifts. Gifts of personal property
(for example playground equipment, pianos, automobiles) must be approved by the
appropriate Teams that would utilize such property in the ministry of the Church.

This is to assure the property is appropriate for the intended use and that the donor will
also be aware of the intended use of the donated item. All gifts will become the property
of the Church and their use and/or disposal is at the sole discretion of the Church, except
when a donor has directed the gift for a specific purpose.
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For all gifts accepted by the Church, a donation letter will be sent to the donor in a timely
manner for their tax purposes. All non-cash gifts of this nature will be specifically noted
in detail as to the type of property donated, but it is the donor's sole responsibility to
justify the tax deduction value. In no case shall the church ever assign a monetary value
to a non-cash donation.

In the case of property exceeding a value of $5,000 the donor may need to obtain a
qualified appraisal and in certain cases, may need to attach it to their tax return. The
appraisal summary must be on Form 8283, signed by the Church, and attached to the
donor's tax return.

B. Counting of Funds

All offerings received through the worship services and special events shall be counted in
the following way:

. The offering shall be counted as soon as possible following the receipt of the funds.
. Separate loose offering from the envelopes.
. Count the loose offering and record the amount.
. Separate offering envelopes from any special offering envelopes.
. Open each envelope and remove the money.

Verify the amount enclosed with the amount recorded on the face of the envelope.
. Shall there be any discrepancy or shall the figures not be legible, have a second person
verify this and record the amount with red ink on the right-hand upper corner of the
envelope.
h. Have both persons sign the envelope and amount.
1. The Financial Secretary shall notify the affected party(ies) to convey the situation and
seek clarity.
j. Checks that are received which are not enclosed in envelopes shall have an envelope
prepared for them. This shall assure that the amount is credited to the individual record.
k. Separate the cash from the checks so that a deposit slip can be made.
. A "Count Sheet" (Appendix D) shall be completed in triplicate to reflect the amount of
the total offering and all designated funds. All Tellers participating in the count should
sign the "Count Sheet."
m. After counting the money, make deposit slips in duplicate and deposit the money and
the deposit slip in a locked bank bag.
n. The "Count Sheet" and all envelopes shall be placed in a secure location for the
Financial Secretary - preferable the safe.
0. The bank bag shall be delivered to the bank immediately. NEVER take the offering
home or leave it unattended in a safe at the church.
p. The Financial Secretary (or a designee approved by the Finance Team) shall pick up
the bank bag verifying the deposit. Any discrepancies between the bank's count and the

Teller's count should be noted clearly on the deposit slips.
9
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C.Disbursement of Funds

1. Types of Disbursement

The church shall be allowed to purchase in one of the following ways:

a. Personal cash, personal check or personal credit card, with an accompanying receipt.
In such cases, make a written request for a reimbursement (Exhibit F)

b. Church check. Make a written request for a check (Exhibit E) and an accompanying
receipt is required when purchased.

c. Church credit card, with an accompanying receipt (see Credit Cards VI. G.)

d. Pre-approved church company accounts, with accompanying receipt. Same policy as
with credit cards.

2. Authorization for Disbursement of Funds:

a. The Finance Team is the only ones who can authorize who is given authority to
sign, on behalf of the church, on the church's bank accounts and be a recipient of the
bank bag from the bank.
b. There will always be two signatures required for an official check transaction.
c. Two of the pre-approved persons who are authorized to sign checks by their
position are the Financial Secretary of the church and the properly elected Treasurer.
d. There is to be a paper trail for every financial transaction.
e. The Financial Secretary shall have the authority to send the requests for payments
to the accountant for normal reoccurring expenses such as:
aa. Salaries as approved in the church budget;
bb. Mission payments as approved in the church budget;
cc. Utilities and if there are an unusual large amount used it will be
addressed by the Chairman of the Trustees;
dd. Statements being paid when there are proper receipts given previously
from that ministry leader which correctly are shown on the current
statement;
ee. Other expenditure requests must be approved by the proper staff member or
ministry leader using the approved form (Appendix A)
f. All approval forms or methods are to be attached to the paid invoice and check
stub and kept in our records.
g. Check all invoices for accuracy before paying.
h. No expenditure shall be made without proper authorization.
i. Never write a check payable to "Cash." It is permissible to keep up to $50 as
"petty cash" for Special Events, etc. If a ministry leader needs cash, then a check

10
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should be written to that person and they are responsible to clearly indicate when
those funds are returned.

j. Make all disbursements by serially numbered checks.

k. Never sign blank checks.

. Mark and retain all voided checks to be attached to the monthly bank reconciliation
statement.

V. Designated Funds

1. All Designated Funds must be approved in advance of contribution.

2. Designated contributions are those that are made to a church with the stipulation
that they be used for a specific purpose.

3. To qualify as a charitable contribution, gifts must be made "to or for the use of the
church." The church must control the funds.

4. Contributions designated to a group or organization within the church

for the class' exclusive use and under its total control is not a deductible contribution
to a member's giving record because the church does not have any control over the
contribution.

5. The Finance Team is the only one with the authority to create a Designated

fund.

6. All Designated Funds are under the control of the church, not the individual or
group making the contribution.

7. The church has the right to transfer any funds from a project or ministry to revert
back to the general fund.

8. If a designation is not an approved fund, the church will not accept the gift. If the
gift is mistakenly received and it is not to an approved fund, and the donor is not
agreeable to funds being used in an approved Designated Fund or the General Fund,
the funds shall be returned to the donor.

If the funds are mistakenly deposited and the above process occurs, then the Church
shall issue a refund of the funds ASAP. A statement acknowledging the mistaken
deposit and the process followed plus signed off by the Chairman of the Finance
Team and not the persons signing the check shall be required and occupy the record
of the reimbursed check.

9. A designated offering for benevolence may not be for a specific purpose. A
person may suggest a need, but must be willing to allow the benevolence team or
other appropriate team to decide how to best use the money.

10. A mission trip is a tax-deductible event as long as there is no significant amount
of personal pleasure or vacation. Gifts given by persons going or even by family
members are deductible.

11
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11. Gifts given toward a mission trip will benefit others going or revert to the general
fund if the participant does not go or there is more given to the individual than
necessary for his/her needs.

12. Staff love offerings are under church controls.

13. Members may give to any of our church approved mission supporters and receive
a proper contribution. The church will not receive funds for missions or ministries
not approved or connected to our church. The member may make such contributions
directly to that mission or ministry.

14. 1f a member or ministry wishes to establish a designated fund, then it should
approach the Stewardship Team either in writing using the Designated Fund Form
(Appendix C) or in person to request the fund's establishment.

15. Offerings given as a designated offering to a ministry already in our budget will
be allocated to the Designated Funds under that ministries’ name and not to the
budget line item unless it is a reimbursement of a previously spent item out of the
budget.

12
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If a donor contributes and receives something of value (T-shirt, meal, trip, etc.) in
exchange for a portion of the contribution, then that is a Quid Pro Quo gift.

The contribution allowed is only the amount after the value of the goods or services
received is allowed. If the amount is less than $75, no receipt is required by the
[.R.S. and will not be noted on the member's contribution record.

If the contribution is over $75, then a receipt from the church following the above
guidelines is necessary. The receipt must show the contributor, the amount of the
goods or services received and the balance which is allowable for a contribution.
Special allowances and regulations are needed for non-cash gifts of $500 or more,
gift of automobiles and stock gifts. Contact the Financial Secretary, Pastor (or his
designee), or the Stewardship Team leader for more details.

The Church Secretary shall record all weekly contributions within ten business days
of receiving the contributions. These envelopes are to be retained according to the
schedule in Appendix G.

VI. Miscellaneous Issues
A. Contribution Records

The Financial Secretary shall weekly record all contributions clearly notable to a
specific individual or family. If a person desires or needs a written statement, by
January 30 of the following year, a written statement may be requested.

The I.R.S. requires cash contributions of less than $250 be justifiable by either a
canceled check or a receipt or letter from the church.

The I.R.S. requires cash contributions of $250 or more to be only justifiable by a
receipt from the church. The receipt must be in writing, identifying the donor, must
itemize each gift with a date and state "No goods or services were provided to the
donor in exchange for contribution."

Non-cash contributions valued by the donor at $250 or more requires a written
statement from the church describing the property and the acknowledgement of its
receipt. The church may not state a value of the property, it is the sole responsibility
of the donor to ascribe a value.

13
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The Financial Secretary is authorized to create a contribution statement whenever the
member asks for his/her record. At no time shall the Financial Secretary give a
record of another member to a member, unless meeting the requirements of
Confidentiality #3.

Members are responsible to report any irregularities or errors in their notices of
contributions to the Financial Secretary, as soon as possible. If the issue cannot be
resolved to the satisfaction of the donor, the donor is free to contact the Stewardship
Team for further clarification.

Envelopes without names or legible names are entered under anonymous and those
contributions will not show up on contribution statements. Every attempt should be
made by the contributor to ensure your name is legible, if you wish a contribution
statement.

B. Sales Tax

The church is not exempt from the State of Alabama sales tax. Members should
never ask a business in the state of Alabama with whom we do business to void the
sales tax.

Some states do provide churches with a tax exemption, but proper documentation
must be presented to that state. If you ever expect to do business on behalf of the
church in another state, then contact the Financial Secretary beforehand for
evaluation of the situation. This process takes time to process and cannot be done
quickly.

Sales tax may be required to be collected if there are multiple fundraisers to the
public conducted annually by the church. Thus, any fundraisers in the name of the
church must have prior approval.

C. What classifies as a charitable contribution?

If a donor stipulates a contribution be spent on a designated individual, no deduction
is allowed unless the church exercises full administrative control over the donated
funds to ensure they are being spent in furtherance of the church's tax-exempt
purposes.

Members cannot deduct contributions designated for the pastor or staff that can be

14
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spent as the staff wishes unless the amount is added to the pastor or staffs W-2 form
as income.

The IRS looks at the substance and not the form of a transaction as the controlling
factor. Did the donor intend to make a contribution to the church or did the donor
only intend to benefit the designated individual by using the church to obtain a tax
deduction?

The gift must be a gift of cash or some other property.

The gift must be delivered before the close of the year.

The gift must be unconditional and without personal benefit to the donor
The gift must be to or for the use of a qualified charity.

The gift must not be in excess of the amounts allowed by law.

The gift must be properly substantiated.

DN BE L=

The value of time or services are never deductible. The Church may not give a
receipt for the services of a plumber or electrician who performs services for the
Church. Neither may the church give a receipt for the value of the use of such
personal property such as a lawnmower, etc. These items will not be included on the
contribution statements.

If you wish to see more detail about each of the above stipulations, then contact the Church
Secretary.

D. Confidentiality

1. Members should expect their giving record is confidential and will not be shared
inappropriately.

2. No member may ever ask the church to see another member's contribution record.

3. The only time a member's record will be viewed is if that person is being

considered or it is part of an accountability of being a Deacon or ministerial staff
member. Then, only the Deacons may approve such a request.

4. Staff salaries will be made public to the church once a year during the annual Church
budget approval process. Otherwise, salaries will be grouped together in the church's
financial reporting process. Salaries are available during the year by making that request
through the Church Secretary, Chairman of Deacons.

15
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E. Credit Cards

1. Only the Finance Team may approve the church applying for or using credit

cards.

2. Only the Finance Team may approve who and for how long a staff member has

a credit card.

3. It is suggested all ministerial staff have a credit card in their name assuring
responsibility for their card, better accountability for receipts and easier reconciliation

of the credit card statements.

4. "General" credit cards are to be kept secure by the Church Secretary or someone

else approved by the Finance Team. Credit cards are to be given to members for

church use only and must be properly signed out through the Church Secretary. New
account numbers and cards will be issued annually. The old cards will be destroyed.

5. Any expenditure showing on the credit card statement that cannot be

substantiated with a proper receipt or a missing receipt form will be the full
responsibility of the person who checked out the credit card or the person whose

name is on the credit card. Their payment for the unsubstantiated issue will be

copied and attached to the statement.

6. If a credit card is lost, it should be reported immediately to the Financial Secretary
and the institution of issue.

7. If a person who has a credit card in their name gives the card to anyone else for use,
the person's whose name on the card is responsible for what is spent, how much is spent
and for re-payment to the church, according to #5. The same policy applies to those who
have checked out a ‘General’ credit card.

8. Abuse of the credit cards is subject to disciplinary action by the Finance Team.

9. All persons requesting a credit card must sign a statement of reading and
understanding of the credit card policy.

16
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F. Security

1. The Tellers shall count the money in a secure location and the money shall never
be open unless there are at least two persons present.

2. The contribution envelopes and any other information shall be delivered to the
Church Secretary in a secure, non-public place.

3. The Church Secretary is to assure all records are kept in a locked environment
when not in use by him/her.

4. The Finance Team shall oversee that proper backup systems are in place for
records to be kept properly including computer backup of financials.

5. All unused, blank checks should be kept in a locked location, at all times.

6. The password to our online bank account should be changed, at least twice a year
to provide maximum security.

7. The person(s) who count the offering should never have authority to sign checks.
8. The Church Secretary should never receive cash without substantiating the
transaction with a receipt given to the donor and one kept for office records.

9. Neither the Pastor nor any ministerial staff member is ever authorized to sign
checks.

10. The Church Secretary shall receive the monthly-reconciled bank statement
from the accountant. A designated member of the Finance Team should review the
monthly reconciliations. Both the Church Secretary and the designated Team
member should sign the original reconciliation statement for permanent records,
according to Appendix G.

11. The Finance Team shall assure there is a person, other than the Church
Secretary, who has the passwords of the financial software and an understanding of
how it operates, who could carry out the financial responsibilities in case of an
emergency.

12. The Church Secretary (volunteer or staff) shall have a thorough background
check performed at time of employment and may be repeated throughout his/her
continual employment.

13. The Church Secretary and the head Teller shall be the only ones with code to
the safe.

17



Approved August 7%, 2024

G. Reports

1. The Church Secretary shall provide monthly financial reports, as created by the
accountant, revealing all Personnel expenses to the Pastor and Finance Team

2. The Church Secretary shall provide financial reports, with the Personnel

expenses hidden, to the church at all regularly scheduled business meetings.

3. The Church Secretary, upon request, shall make available to staff and ministry
leaders a detailed report of their ministry budget.

4. The Church Secretary shall assure the church accountant provides accurately all
forms as required by the I.R.S. and The State of Alabama (W-4, A-4, W-2, 1099, W-
3,941, etc.).

J. Online

1. The church shall have an online account with our bank and the passwords are to be
known by the Church Secretary, Treasurer, and the accountant.

2. The church shall have an online account with our credit card companies and the
passwords are to be known by the Church Secretary, Treasurer, and the accountant.

3. Salaries are to be paid through Direct Deposits, whenever possible.

18
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Exhibit A

MARANATHA BAPTIST CHURCH DISBURSEMENT APPROVAL

Check # Date: / /

[ approve

Payee’s Name/Address

Amount Budget Line Item #

To be paid

Ministry Staff or Leader Signature

Invoice and Check Stub Attached & Initialed

If this amount is more than $1,000:

Approved by

19
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Exhibit B

MARANATHA BAPTIST CHURCH BUDGET REQUEST
FORM

For the 20 Budget

Date of the Request:

Person, Team or Ministry Making the Request:

Phone Number: Email:

Amount Requested: $

Explanation and breakdown

Approved by

Date:

20
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Exhibit C

Maranatha BAPTIST CHURCH DESIGNATED FUND
FORM

Section 1: (To be completed by the person making the request)

Suggested Name of Fund:

Purpose of the Fund:

When does the fund need to be established:

When will the fund be completed:

How do you suggest any funds remaining upon completion be used?

Who or what ministry is responsible for these funds and expenditures?

This request made by

Date:
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Approved August 7™, 2024

Section 2: (To be completed by the Stewardship Team)

Name of Fund:

Account Number:

Purpose of the Fund:

The fund will begin:

When will the fund be completed:

Any funds remaining after the complete date will be used:

Who or what ministry is responsible for these funds and expenditures?

Approved by

Date:
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Approved August 7™, 2024

Exhibit D —
Maranatha BAPTIST CHURCH COUNT

SHEET

Date: AM PM

Tellers Signatures:

Envelopes
Currency
Coin
Checks
Envelope Total

Loose Offering
Currency
Coin
Loose Offering Total

Total Deposit:

(This figure should balance with the deposit slip).
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Approved August 7™, 2024

DESIGNATED FUNDS

Name of the Designated Fund Total Amount Received

Total Designated Funds:

Received by the Financial Secretary:
Date:
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Approved August 7%, 2024

Exhibit E
Maranatha BAPTIST CHURCH
Check Request
Name:
Purpose of Request:

Date of Event:

Amount of Request:

Check made payable to:

Budget Line Item:

Comments:

For Office Use Only:
Check Number:

Date:

Approved by:
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Approved August 7™, 2024

Exhibit F

S\ zcareaaZrce

BAPTIST CHURCH
Maranatha Baptist Church
Expense Reimbursement Form

Requested By: Date Submitted:
Date Expense Incurred: Amount of Expense:
Budget Item:

Description of Expense:

[ Check here if you would like your check mailed to you and provide your mailing address below:

*Pastor Approval: Date:

*Treasurer Approval: Date:

Please attach all related receipts. Completed forms are to be placed in the Treasurer’s mail box in the
church office.

*All expense reimbursements must be approved by pastor AND treasurer and WILL NOT be reimbursed if
funding is not available/approved.
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Approved August 7™, 2024

S\ zcrrecalFece

BAPTIST C HURCH
Maranatha Baptist Church
Lost Receipt Form

Name:

Date :

Date Expense Incurred:

Amount of Expense:

Location of Expense:

Budget Item:

Reason for no Receipt:

Signature:
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Exhibit G

Approved August 7™, 2024

Sample Document Retention Schedule

Accident Reports/Claims (settled cases) 7 years

Accounts Payable ledgers/schedules 7 years
Account Receivable ledgers/schedules 7 years
Annual report (ACP) Permanently
Audit Reports Permanently
Bank Reconciliations 3 years
Bank Statements/cancelled checks 7 years
Biographical data (resume) 3 years

Business contracts/maintenance & supplies 5 years
Capital stock and bond records. Permanently
Checks (cancelled — see next item) 7 years
Checks (cancelled for important payments: i.e.

taxes, purchase of property, special contracts,

etc, Checks should be filed with the papers

pertaining to the underlying transaction) Permanently

Church business meeting minutes Permanently
Contracts:

(expired) 7 years

(still in effect) Permanently
Contribution envelopes 2-3 years
Contribution Statements 7 years
Correspondence (general) 2 years
Correspondence (legal and important) Permanently
Deeds, mortgages, bills of sale Permanently
Duplicate deposit slips 2 years
Employment applications/contracts 3 years
Equipment inventories 3 years
Financial Records to congregation 3 years
Financial Statements (year-end) Permanently
Garnishments 7 years
General correspondence 3 years
General/private ledgers, year-end Permanently
Historical records Permanently
Insurance policies (expired) Permanently
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Insurance records, current accident reports,

claims, policies, etc. Permanently
Internal Audit reports 3 years
Inventories of products/materials/supplies 7 years

Invoices (to customers from vendors) 7 years

Job testing forms 3 years
Journals Permanently
Legal records Permanently
Master membership records Permanently
Ministry organization records 3 years
Minute books Permanently
Notes receivable ledgers/schedules 7 years

Pay and benefit plans (employer) 3 years
Payroll records/summaries 7 years
Personnel files Permanently
Petty cash vouchers 3 years
Physical inventory tags 3 years
Promotion/demotion/transfer info 1 year
Property appraisals Permanently
Property records Permanently
Purchase orders 3 years
Record of contributions 7 years
Requisitions 1 year
Retirement records Permanently
Stock and bond certificates (cancelled) 7 years

Tax returns and worksheets Permanently
Tax records for employees 5 years
Terminations 1 year

Time cards/time sheets 3 years

Vouchers for payments to vendors, employees,
etc. (includes allowances, reimbursements of
employees for travel and entertainment expenses)
7 years

Withholding tax statements 7 years
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