
Glory Chinese Baptist Church 

Financial Guidelines and Procedures 

The Church Council adopted the following resolution 

at a regular meeting on March 9th, 2014. 

I.  Purpose:  To ensure the church assets are effectively used in the mission of the church, 

establish proper internal control to safeguard the church assets and proper accountability 

to the regulatory agencies and contributors.  

II.  Approval:  This procedure and its revisions are subject to the approval of the 

congregation to be effective. 

III.  General Accountabilities to the Regulatory Agencies 

The church activities should be in compliance with the requirements of Federal 

Tax Law in order to maintain good standing of the tax exempt status.  Due care 

should be exercised in the area of activities that are prohibited by the tax law such as 

political  campaigns, activities that benefit the insiders including but not limited to 

the minister, church board members and officers.    

The church needs to be in compliance with the required filings of the 

employment tax returns such as FICA, Federal Income Tax withholding, Federal 

Unemployment Tax (FUTA).  I099 Misc. for payments to contractors, Franchise Tax 

and other taxes are required by the regulatory agencies. 

The financial statements should be prepared according to the generally accepted 

accounting principles and other guidelines which are unique to the church under the 

Non-Profit organizations. 

IV.  The Responsibilities of the Finance Director of the Church 

1. Ensure proper internal controls are built into the accounting practice and 

procedures of the church, such as but not limited to the following:   

i. The bookkeeper should be independent of receipts and disbursement 

transactions 

ii. Bank reconciliation is prepared by an independent person 

iii. Check signer should not be an approver of the disbursement.  

2. Safe guard church assets from misappropriation.  

3. Ensure each special fund is to be used only on the particular fund usage, 

including designated funds, mission funds and love funds. 

4. Ensure the disbursements are in compliance with tax laws in order to maintain 

the tax exempt status of the church. 

5. Ensure the required tax returns and payments are submitted to the regulatory 

agencies on a timely basis. 

6. Monitor the accuracies of the receipts, disbursements, and financial statements. 



7. Report the financial status to the congregation on a quarterly basis.  

Presentations should include the Statement of Activity, Statement of Financial 

Positions, Statement of cash flow, comparison of actual and budget, individual 

funds such as building fund, and other reports deemed necessary by the 

congregation. 

8. Keep records according to the regulatory requirements for financial audit, IRS 

audit and litigations purposes.  Permanent records such as property deeds should 

be identified and kept in a secured location.  

9. Make sure yearly internal reviews are conducted and periodic review or audit is 

conducted by CPA firm as necessary. 

10. Provide year end contribution statements to contributors. 

11. Maintain confidentiality of the contributions. 

V.  Procedures of Cash Receipts 

1. Contributions should be handled, accounted for, and recorded by two people at 

all times. 

2. Contributions should be counted and recorded immediately. Other contributions 

received during Sunday school, Youth or Children Worship, and mail should be 

handled in the same manner as procedure 1. 

3. No members in the same family or closely related members should handle the 

offering receipts together. 

4. There should be a restricted endorsement “For Deposit Only” stamped on the 

back of the check. 

5. Contributions received should be deposited on the same day of the receipt. 

6. Keep copies of deposit slips and bank deposit receipts. 

7. Members in the counting team should not record individual gifts in donor 

records in order to prevent misappropriation of said gifts.  

8. All contribution records are confidential. 

VI.  Procedure of Disbursements 

1. All disbursement should be properly authorized. 

2. No ATM card for cash withdraw and payment. Online banking is only for check 

and review bank statement and not for online payment.  

3. Reimbursement requests should provide the date, amount, purposes and original 

receipts if it is a purchase for approval. 

4. Request for reimbursement should be turned in within 60 days of the purchase. 

5. Tax exempt certificate should be used for purchases to save sales taxes. 

6. Monthly fixed payments such as mortgage, wages and taxes, utilities, and 

cleaning expenses can be consolidated on one request per month with proper 

approval.  

7. Disbursement requests should be turned in to the designated cashier to prepare 

checks for payments and acquire signatures from the authorized check signer. 

8. Checks should be issued to the requestors by the following Sunday. 

9. Check signers should not be the authorizer for disbursements. 

10. Checks should be kept by one person with back up and all check numbers 

including voided checks should be accounted for. 



11. In case of an urgent situation, the Finance Director can authorize the payment 

before completion of paper work, but paper work needs to be completed ASAP. 

VII.  Payments and Taxes for Ministers and Employees 

1. Payments should be designated by categories such as salary, housing allowance, 

insurance, and transportation for minister as self employment status. 

2. Theological students who are not qualified as ministers are not qualified for 

ministerial tax treatment.   

3. Federal Income Tax withholding is not required for the minister in self 

employment status, however, all required tax withholding returns and payments 

such as Federal Income Tax withholding (Form 941), employer share of the 

FICA along with withholding of employee’s portion of FICA, FUTA (Form 940) 

for employees should be submitted to IRS on a timely basis.  

4. The church should pay the employer’s portion of the Social Security Tax for the 

employees. 

5. Provide year end W-2 to the employees and 1099 MISC for the self-employed 

personnel by January 31 and send copies to the IRS by February 28 following 

the end of the year. 

6. Compensation should be reviewed annually and all revisions to the wages and 

benefits should be signed by both the church and employees (or self-employed 

personnel) for record keeping. 

VIII.  Building Fund and Fixed Asset 

1. The procedure of receipts and disbursements should follow the procedures stated 

above. 

2. The yearend balance of the general fund is to be transferred to the building fund 

upon approval by the congregation. 

3. Finance Deacon should report the statement of the building fund to the 

congregation on a quarterly basis. 

IX.  Fixed Assets 

1. When the building project is complete, the bookkeeping personnel should 

capitalize the assets according to the various categories of the assets. 

2. Fixed assets should be depreciated according to the lives of the assets in 

compliance with the tax law. 

3. Bookkeeping personnel should examine the routine disbursement to capitalize 

the items that are assets in nature. 

4. Assets listings should be prepared and all assets should be tagged with serial 

numbers. 

5. Finance department is responsible to take inventory of the assets at least every 

other year and reflect the variances on the book. 

X.  Love Fund 

1. General Love Fund: Church can either contribute certain fixed amounts 

approved by the deacons’ board or allow individuals to contribute to the fund for 



any emergency relief purposes which are subject to the control and the discretion 

of the church. 

2. When the general love fund is disbursed, reasonable limitation of support and 

the period of support should be evaluated by obtaining external evidence of the 

need. 

3. Generally speaking, gifts to individuals such as pass through contributions are 

not deductible to the donor for tax purposes.  The church is not obligated to 

transfer the contributions to designated individuals by the contributor. 

4. Designated Love Account: The church can set up specific love accounts to 

support missionaries.  The purpose and amount should be agreed upon by the 

deacon’s board and reviewed on an annual basis to determine the necessity of 

continuity.  The rights of “Discretion and Control” are the key measurements of 

the tax deductibility by the contributors used by IRS. 

XI.  Miscellaneous Guidelines: 

1. Travel Expenses 

Lodging and Meal: Actual and reasonable expenses 

Transportation: Air or mileage, whichever is less.  The church will reimburse 

the mileage allowance according to the IRS published rate.  Parking and tolls 

are reimbursed on actual basis. 

All travel expenses should have receipts except the mileage expense. 

2. Meals and Entertainment 

Reimbursement for actual hospitality expenses is allowed, excluding tobacco 

and alcohol related drinks. 

3. Use of Church Facilities 

The charge is for utility and cleaning purposes only.  See rules and fees on the 

procedure of Using of Church Facilities. 

4. The church financial guideline will not supersede any government law or 

regulation for church/ non-profit organization. 

 

 

 


