TWIN CITY CHINESE CHRISTIAN CHURCH

Finance Policies – Rev. 2

DB Approved 1/8/08 

I.
Offering Designations

Income received must be recorded separately according to their designated purpose. As of 1/1/08, we have the following funds:

A. Unrestricted Funds: These are resources over which the Deacon Board (DB) has discretionary control according to the approved budget, i.e. General Fund. These monies come from regular offerings given to the church as well as donated stocks, dividends, and credits.

B. Temporarily Restricted Funds: These are resources subject to a donor imposed restriction that they be satisfied by actions of the church.

1. Thanksgiving/Needy Fund: This fund is distributed to those with financial needs and identified by the pastoral staff and elders. Priority shall be given to Christians. These offerings are collected all year round.

2. Jr./Youth Sunday School Fund: This fund is used for designated mission purposes set up by the Junior Sunday School Committee. These offerings are collected all year round.

3. Aquila and Priscilla Fund: This fund is used to provide scholarship for youth who seek financial assistance to go on short-term mission trips. No additional offerings are collected to this fund.

4. Capital Project Fund: This cash reserve fund is designated for major long range and building related expenditures and requires DB approval for use.  At the beginning of each fiscal year, 20 to 25% of the annual budget is set aside as the entire fund for the entire year.

5. Pastor and Staff Fund: This cash reserve fund is designated for the salaries and expenditures required for staff additions during the year. The amount will be subject for DB review on an as needed basis.

6. Antioch Missions Fund: This fund is designated as financial support for born-again Christians to fulfill the church’s desire to participate in worldwide missions. These offerings are collected all year round. See the Missions Committee for more information on this fund.

II.
Collection of Offerings

A. Offerings must be collected from the offering box immediately after each Sunday service or after special meetings during other times of the week. Offering must be collected jointly by the Treasurer and Financial Secretary; both must sign the report. If either person is unable to perform the collection, a member from the DB or a church member authorized by the Treasurer/Financial Secretary may substitute. All monies received must be deposited into the regular-checking account within 24 hours and entered into the church financial record promptly.

B. Offering received for special purposes, such as for short-term missions trips or church planting, should be handed to the Treasurer and deposited the following week with the regular weekly deposit.

C. Offerings will be considered a contribution in the year it was postmarked.

III.
Types of Offering

A. All offerings, if not specifically designated, are considered regular offerings and are included in the General Fund.

B. TCCCC does not endorse a check to an individual when the check is written out to TCCCC. 

C. If a check is written out directly to the person, the check may be passed on to the designated person. Such contributions are not tax deductible.

D. Thanksgiving/Needy and Stock offerings or other special offerings approved by the DB may be announced in the following Sunday bulletin. Stock offerings will not be counted in the “Weekly Actual Offering” but is added to the “Year-to-date Actual Offering” column.

E. The Financial Secretary will coordinate the sale of all donated stocks and physical assets promptly upon receipt. The actual sale of stocks may be handled by a designated member of the Investment Committee. The cash received will be moved into the church’s General Fund unless otherwise designated by the donor. 

F. Notify the Financial Secretary of all stock offerings when given through electronic transfer or mail-in stock certificates. See the Financial Secretary for special instructions on stock offerings.

G. All capital asset offerings must be approved by the Building and Grounds Committee.
a. Smaller capital asset offerings (furniture, appliances, etc.) may be approved on a case-by-case basis by the BGC, with input from the pastoral staff.

b. Larger capital asset offerings (buildings, vehicles, real estate, etc.) are subject to initial review by the BGC. The BGC will make a recommendation to the DB whether or not to accept the potential offering. Acceptance is contingent upon final approval by the DB. 

IV.
Contribution Receipts

A. A receipt should be issued promptly for offering given by persons who are not regular attendees of TCCCC. Its tax deductibility and the fund to which the offering was given should be indicated on the receipt.

B. A letter of appreciation will be issued with no assigned value for any approved non-monetary donation.

C. Offerings to General, Thanksgiving, and DB approved special funds are recorded as tax deductible contributions. Contribution receipts will be issued annually and distributed to the congregation before January 31.

D. Contribution receipts from the church for any stock offerings made will be given only upon request.

E. On all contribution receipts, one of the following types of statements must be included:  1, no goods or services were provided in exchange for the contribution, 2. a description and good faith estimate of the value of goods or services that was provided in return for the contribution, or 3. a statement that goods or services that was provided in return for the contribution consisted entirely of intangible religious benefits.
V.
Reimbursements
Reimbursements at T4C will follow the IRS Accountable Reimbursement Plan. Under the Accountable Plan, there are three requirements: (1) the expense must have a church related purpose (2) the expense must be substantiated; and (3) any excess amount must be returned to the church. Church related expenses can be either reimbursed or advanced. 

A. To receive an advance or reimbursement, a Finance Request form must be fully completed to show: the date, amount, location, and church related purpose for the expense. Receipts must also be submitted within in 60 days of incurring the expense. 
a. Receipts must have the vendor, location, date, and dollar amount. Having this information handwritten on the receipt is also acceptable, in which case your signature will also be required on the receipt. An alternative solution is to pay in check or credit card and submit a copy of the cleared check or credit card statement making sure the proper documentation is included. 
b. Keep church related expenses on their own receipts; do not mix non-church related items on the same receipt if possible.

c. Check with the Administrative Assistant of Treasurer if the church’s tax-exempt status can be used for an upcoming purchase; be careful not to use the tax-exempt status for non-church related purchases.

B. For accountability, two signatures are required to authorize the Finance Request on the form. The one submitting the form must sign as well as the appropriate committee person or a person officially approved by the DB. If a committee chairperson is seeking a reimbursement, he/she should have the form approved by the chair or vice chair of the DB or another Deacon within their committee. 

C. Approved routine invoices (such as for electrical bills, phone bills, garbage collection, etc.) may be submitted without a Finance Request form. 
D. Advances will be given within 30 days of notice; expenses must be accounted for within 60 days after the expenses were paid, and any excess amount must be returned within 120 days from the date expenses were paid.

E. Reimbursements requests from the previous fiscal year budget will be accepted within 60 days of incurring the expense. 


F. For mileage reimbursements, the miles traveled, the date of travel, and for what purpose must be stated on the form (this is to comply with IRS regulations; if these items are not specified, then a W-2 Form must be issued to the recipient at the end of the year). Adjusted per mile reimbursements are not to exceed IRS authorized allowance for that time and is only issued to church staff for church business. The per mile reimbursement can only be adjusted by the DB.
VI.
Budgeting

A. Each committee must manage to their total approved budget. Any expenditures above and beyond their budgets must be approved by the DB.

B. See the Finance Committee for documentation on T4C’s Budgeting Guidelines, Budget Protocols, and Budget Request Forms. 

VII.
Large Project Approvals

A. Deacons are authorized to sign agreements to execute projects up to $5,000 or annual contracts up to $5,000, if they are within budget.

B. All projects greater than $5,000 or annual contracts greater than $5,000 will require DB notice and approval. The Deacon who initiates the project shall be the project manager who will: be authorized to sign agreements, be responsible for execution of the project, and provide monthly status reports to the DB.

C. Projects greater than $10,000 or will continue for 3 years or longer will require a signed contract, prior to the start of work. This contract must be reviewed and approved by a church appointed lawyer.

D. Projects greater than $25,000 will require a minimum of three bids. The final accepted bid must be presented to the DB for final approval. Each contractor who bids must be bonded and have insurance liability coverage.

E. All projects or project phases (for large projects), prior to starting, must be:  (1) pre-approved by the DB, (2) budgeted, and (3) fully funded. 

VIII.

Other

A. Audits

Every other year the Treasurer will initiate an internal audit of the financial records. The team that executes this procedure will include the Treasurer, Financial Secretary, and one church member appointed by the DB. An external audit shall be performed on an as needed basis but not less than once every five years.

B. Reports

Financial reports will be given out during the DB meeting each month unless specifically requested otherwise.

C. Bank Accounts

A minimum of two months of operating expenses will be kept in the church’s regular checking and savings accounts combined. The remaining funds will be transferred into interest bearing accounts. 

D. Foreign Currency

Offering of foreign currency is discouraged.

