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Fellowship Church



4320 Dale Blvd

Dale City, VA 22193

703-878-4320

FINANCE AND PROCEDURES

Fiscal policies of Freedom Fellowship Church will be administered by the Finance Committee (FC), Freedom, Lead Deacon and the Elders. Freedom Fellowship Church's commitment to scriptural fiscal policies will be addressed in areas of the scriptural perspective of finances; budget development; member stewardship; systems for receiving, recording, counting and banking, and disbursing funds; and adequate accountability and reporting to Freedom Fellowship Church.
I. The Annual Budget
A budget is a comprehensive financial plan that reflects the specific amounts of money allocated from anticipated income for supporting Freedom Fellowship Church's ministries and related expenses for a definite period of time, usually the calendar year. The budget becomes the major control device in which to measure ministry appropriateness, function, success, and evaluation. The budget forms the basis for reporting fiscal stewardship to Freedom Fellowship Church. It will be the policy of Freedom Fellowship Church to use the scheme of budgeting commonly termed the "Ministry Action" budget. This budgeting process focuses on recognized ministries Freedom Fellowship Church has best determined addresses the goals and objectives of Freedom Fellowship Church.

The budget process will follow this procedure:

A. ANALYZE MINISTRIES.

During the third week of October, the Finance Committee (FC) will send to each ministry and its department head (if applicable) an analysis of budget expenditures for that particular ministry to date. The department head and/or Ministry Leader (ML) will then assess budget allotments and make recommendations for the next budget year. FFC FORM 0100, MINISTRY ACTION ANALYSIS AND RECOMMENDATION), will be used to assist the evaluator and to standardize report format. Forms 0100 will then be collected by the Administrator.

B. PROPOSE MINISTRY ACTIONS.

During the first week of November, Department heads and the Administrator will develop a proposed Ministry Budget for their area of administrative responsibility. The ministry will be identified; budget recommendations and justifications, and alternative proposals will be submitted. FFC FORM 0102, MINISTRY PLAN AND FORM 0103 BUDGET REQUEST FOR ALLOCATION OF RESOURCES, will be used to assist the ministry action planner and to standardize report format. Forms 0103 will be collected by the Administrator and forwarded to the Chairman of the FC by the third week of November.
C.     EVALUATE MINISTRY ACTIONS.

As the Ministry Action Plans, Form 0102 and Budget Request for Allocation of Resources, Form 0103, are being collected from all administrative leaders, the FC will appoint a budget subcommittee which will evaluate each ministry action, prioritize the ministries, and make a recommendation to the FC for budget action for the next budget year. This subcommittee will be comprised of both members of the FC and members at-large from the church. An attempt should be made to have representation from every major ministry area of the church on this subcommittee.

The Budget Subcommittee will analyze all the ministry budget submissions and place the requests in priority order. From this prioritization which reflects the ministry importance of each item, the subcommittee will create a budget that reflects general ongoing budget items (GOB), Ministry Action Priority Items (MAPI) with their priority assigned, and Ministry Challenge (MC) budget items. This recommended budget will be forwarded by the FC to the Elders by the first week of December. The “FFC Estimated (current year) Budget” Excel spreadsheet will be used to assist the members and to standardize reporting.
D.    PREPARE THE BUDGET.

The Ministry Action Budget will be submitted to the Elders by December 1st. The budget will be prepared by the FC using the recommendations of the Budget Subcommittee. The budget will be submitted by ministry category in the following format:

MINISTRIES
MISSIONS


Children/Youth
Grace Network

Adult
Haiti
Junior Sunday School
College Students
Nursery Ministry
Every Nation


Common Grounds
CareNet
Core

Men’s/Deacon Ministry

Women’s Ministry
Hospitality


Special Events
Outreach

Benevolence

               

SUPPORT


MINISTRIES



Building & Grounds


Equipment



General & Admin.
Facilities

Personnel/Staff Expenses


The “FFC Estimated Budget” Excel spreadsheet (Calendar year) will be used in preparation of the budget submission to the Elders.

II. Internal Operations

All monies shall be received and placed in a secure location on the same day of receipt. The monies will be accurately counted and recorded, by the next working day, except for funds received during the week (see receipt of money below). The Administrator will be directly responsible to the FC for the proper administration of the finances of the church. The Administrator will be assisted by the Accountant and other assigned personnel.

A.  RECEIPT OF MONEY.

Regular offerings on Sunday morning will be placed in the baskets located in the safe by the designated appointees (counters) whenever an offering is taken. If only one designated appointee (counter) is available, then a staff member should accompany him in this task. The cash will be accurately counted and recorded by the end of the service or immediately after the service. The next working day the Accountant and one other assigned personnel will count any other accumulated cash and checks and process for deposit. The procedure for counting the money is as follows:

Sunday Morning — Task Completed by 2 Unrelated Members
1. When the ushers are done with the offering baskets (after they prayed) they will bring it to the back of the sanctuary to pass on to the counters for the day.  If they do not find a counter, they will place it on the counter’s desk in the Youth Pastor’s office. 

2. If the counter receives the baskets, they need to take the offering upstairs to the Counter’s office and lock it up in locker # 14.  There is a desk and 2 chairs set up in the room for the counters.  If the counters need extra space they can use the big table in the guest reception/prayer room.  The counters may take care of the count right then or immediately following the service.  If the counter misses the message for the day, please get a copy of the CD.  We would prefer that the count is done after the service, but we do realize some have small children or other engagements they must get to right after the service, so the counters are welcome to use their own discretion.

3. The counter’s supplies: envelopes, deposit slips, deposit bag and worksheets are all kept in locker #14.  Calculators, stapler, pens and sticky notes will be on the desk.  The Lock is kept on locker 14 at all times when the counters leave the room. The combination to the lock can be obtained from the Lead Counter or the church’s bookkeeper.  The combination will be changed every 90 days by the Lead Counter to maintain adequate security measures.  
4. Check the tithe and offering box in the sanctuary for donations that may have been submitted during the week.
5. Use the counters worksheet to sort out the offering.  The counters must sign the bottom of the worksheet and ensure the date is at the top.

6. Everyone’s tithe or offering must have a correlating offering envelope to go with it, whether it is cash or check offering.  If it is a check offering, the envelope must have the check # written on it somewhere.  The envelopes should have the givers first and last name and the date.  If the giver is not a member or regular visitor of FFC, please include the address off the check on the envelopes for the purposes of the year end tax credit receipt.   Federal regulations for no-profit organizations indicate that we must use the offering envelopes as our official records, not the checks.  

7. A lot of givers do not choose to be identified; any cash that is not identified by a giver is categorized as miscellaneous cash.  This means it came in without an envelope or an envelope not labeled.  The total of this cash is filled in on an offering envelope and labeled “miscellaneous cash” in the place of a name.  There must be an envelope labeled “miscellaneous cash”. 

8. Each check must be stamped on the back in the endorsement section with the “Deposit only into the FFC account number .....” stamp.  

9. Freedom Fellowship Church’s bank is Belvoir Federal Credit Union, 14040 Central Loop, Woodbridge, VA 22193.  Belvoir Federal Credit Union does not require the use of deposit slips.  The original signed counters worksheet must remain with the deposit in the bag when delivered to bank for deposit.  After the deposit is taken to the bank, this sheet will come back to the church with a printed deposit record.  This paperwork will then be attached to the copies of the envelopes that were placed in the finance box in the church admin area. 

10. Put all the checks and money into the gray zippered bag with the bank name (First Union) on it.  This bag should be locked up in the locker for designated person or the bookkeeper to pick up and deposit at the bank.

11. Make copies of all the offering envelopes, three envelopes can fit on a page.

12. Take the copies of the envelopes and stable together, this is then placed into finance’s plastic box on wall in administrative area.  The counters worksheet and the printed deposit record will be added to this after the deposit is made at the bank as mentioned above.

13. The original envelopes are rubber band together and placed in the plastic box on wall in administrative area labeled administration.  Freedom Fellowship’s administrator inputs the information from the envelopes into the Church Helpmate data base for year end tax credit.  The administrator checks to make sure the total entered into the data base matches the total on the deposit slips.
14. Make sure all supplies, along with bank bag are taken back into the Counter’s office and placed back into the #14 locker and locked back up.  Turn lights off in electrical room and bring the offering baskets back down stairs to the sanctuary.  Baskets are to be left on the sound board table.
B.  HANDLING MONEY.

Whenever unrecorded monies are handled, two individuals will be present. This policy may be modified by the Administrator for receipt of sales such as meals, special events, and the day-to-day operations of the Bookkeeper.  Ministers and activity directors, and all other staff and lay personnel will turn in monies they have collected in support of their approved ministries to the Bookkeeper at the earliest opportunity but not to exceed (5) working days. The Bookkeeper will issue a cash receipt for such funds.
The Bookkeeper will maintain a petty cash fund of $100.00.
The procedure for using petty cash is as follows:

1. Fill out the form in the "Petty Cash" envelope, which is located in the safe.

2. On the form, include your name, the date, the amount taken, and the purpose of that money.

3. Once you have made the purchase, place any unused money in the "Petty Cash" envelope.

4. At that time, correct the amount written on the form and staple the receipt to the form.

5. Return the form to the "Petty Cash" envelope.

6. The Bookkeeper will verify petty cash as part of each months closing procedure.

C.  RECORDING RECEIPTS.

1. Offerings by the membership will be recorded in their name by the Bookkeeper whenever the offering can be identified.

2. Receipts of members' giving are the confidential property of the giver and the church administration.

3. For accounting purposes receipts will be recorded in two basic categories:

a. Those undesignated funds that go toward the general budget expenses.

b. Those designated funds that are contributed toward authorized special offerings such as missions and building fund offerings.
D.   DISBURSING RECEIPTS.

1. It will be the responsibility of the Administrator to oversee disbursement of the general and special receipts of the church in accordance with the direction of the authorized budget and as directed by the Elders.
2. It is the policy of this church that no expenditures will occur for any reason unless funds are on deposit that will adequately liquidate those encumbrances.

3. The Bookkeeper will maintain a ledger accounting of all receipts and expenditures.

4. It will be the policy of this church that all requests for expenditures from approved Ministry Action Budget line items other than salaries and standing contracts or agreements (i.e. mortgages, utilities, maintenance, etc.) will be initiated by a check request or credit card charge request. [Policy and procedures for requests are discussed in section III below.]

5. Projections for standing contracts shall be submitted through the Ministry Head to the Administrator for approval prior to execution.

6. Any expenditure that is to be made beyond that which is authorized by the Budget must be approved by the Elders.

7. Expenditures greater than $1,000.00, whether in the Budget or not, must be authorized by the Elders.

8. Disbursement of funds will occur by check (except petty cash) unless the Administrator specifically authorizes cash payment. Checks will:

a. Be accompanied by a Check Request Form.

b. Be accompanied by a statement of billing or receipt of merchandise. A cancelled check is not acceptable.

c. Be issued in support of authorized budget expenditures.

d. Be signed by an authorized individual. Authorized signatories will be specifically designated in writing by the Elders. Usually that will include the Administrator and the Bookkeeper.

e. Be duplicated by the computer generated check stub and will include to whom the check was written, the amount of the check, date, and the name of the fund from which the money came. That part will be attached to the other documentation and retained for five years. The copy of the check will be filed together with all the others and retained for five years.
III.  Expenditures

A.  PURCHASING PROCEDURES.

The Elders or designee appointed by the elders are designated as the Purchasing Agent for the Church (this will be specific to the vision and ministry need). He/She will be the signatory on all contracts for services and goods. He/She will also see that a file is maintained where contracts and agreements are readily accessible.
Except in the case of standing contracts or agreements (i.e. mortgages, utilities, maintenance, etc.), it will be the policy of this church that all purchases will be initiated by a check request or credit card charge request. Approval by the Ministry Head/ Staff Point Person must be granted for routine budgeted items under $200 and by the Administrator (or Elders in absence of the Administrator) for non-budget items and for all purchases over $200 and up to $500 before any purchase action commences.
1. A Funding Request, Form 0104 will be utilized by the church for all purchases. The form will have the following minimum data:

a. Form name and name of the church.

b. Space for name, address and telephone number of the supplier from which the item is to be purchased.

c. Explanation for the need to purchase the item(s).

d. Cost and date required.

e. Signature lines for Requested by and Approved by.

f. Space to identify ministry unit requesting the purchase and the budget account to charge the purchase.

2. Requests will be reviewed by the ministry head to determine:

a. Whether it is an authorized budget expenditure.

b. Whether the Budget Account has sufficient balance to make the purchase.

c. Whether or not funds exist in the general fund to make the purchase.

d. Whether or not the expenditure falls within priority of expenditures as designated by the Elders.
B. EMPLOYEE EXPENSE REIMBURSEMENTS:

1. Accountable Reimbursement Plan required by IRS

Freedom Fellowship Church has adopted an accountable reimbursement policy pursuant to income tax regulations 1.162-17 and 1.274-5(e). This policy makes it legally possible for Freedom Fellowship Church to reimburse legitimate expenses without having to show them as taxable income to the employee. Following are the terms of our accountable reimbursement policy:

a. Any Freedom Fellowship Church employee will be reimbursed for any ordinary and necessary business and professional expenses incurred on Freedom Fellowship Church's behalf if the following conditions are satisfied:

i. The expenses are reasonable in amount;

ii. The employee documents the amount, date and place, business purpose, and business relationship of each expense with the same kind of documentary evidence that would be required to support a deduction of the expense on the employee's tax return;
iii. The employee documents such expenses by providing the Bookkeeper with an accounting of such expenses, at least monthly. 
b. Reimbursements will be paid out of Freedom Fellowship Church funds, and not by reducing paychecks by the amount of the reimbursements.

c. Reimbursable and professional expenses may include local transportation, overnight travel (including lodging and meals), books and subscriptions, education, and professional dues. See those headings in this Employee Expense Reimbursements section for specific details.

d. Freedom Fellowship Church will not include as taxable income any business or professional expense reimbursement properly substantiated and reimbursed according to this policy, and the employee should not report the amount as taxable income on his IRS Form 1040.

e. Any Freedom Fellowship Church reimbursement that exceeds the amount of business or professional expenses properly accounted for by an employee according to this policy must be returned to Freedom Fellowship Church within 120 days after the associated expenses are paid or incurred by the employee, and shall not be retained by the employee.

f. If, for any reason, Freedom Fellowship Church's reimbursements are less than the amount of business and professional expenses properly accounted for by an employee, Freedom Fellowship Church will not report any part of the reimbursement as taxable income for the employee, and the employee may deduct the non-reimbursed expenses as allowed by law.

g. Under no circumstances will Freedom Fellowship Church reimburse an employee for business or professional expenses incurred on its behalf that are not properly substantiated according to this policy.

h. Any business expenses which are not reported for reimbursement but otherwise are reimbursable according to this policy manual are not tax deductible expenses for the employee.

2. Employee Reimbursement Requests Forms

a. Receipts must be attached to all reimbursement requests.

b. Requests are to be approved by the Administrator or Ministry Head/staff point person.

c. Upon approval, the form is forwarded to the Bookkeeper for reimbursement.

d. Reimbursement will be made on the next check writing date.

e. Requests must be made no more than fifteen (15) days after the end of the month in which the expense is paid or incurred by the employee. 
3. Travel Expense

Non-routine Employee travel on behalf of Freedom Fellowship Church must be approved by the employee's supervisor or higher level of management if supervisor is away, in advance and such travel should be engaged in and reimbursed according to the guidelines below.

Routine travel on behalf of FFC must be recorded on the mileage reimbursement form (Form 0107) and approved by the supervisor prior to reimbursement within 15 days after the end of the month in which it occurred. Employees are to use the most expedient mode of transportation available, to book the least expensive fares, and to stay in and eat at moderately priced establishments. Employee expenses for approved travel will be paid or reimbursed when properly documented by the employee, approved by the supervisor, and submitted within the 15 day period. Employees are expected to exercise prudent discretion in incurring expenses while traveling on behalf of Freedom Fellowship Church. Any travel expenses deemed unreasonable relative to the circumstances will not be paid or reimbursed and are the employee's personal responsibility.

Employees should provide their supervisor, Bookkeeper and Receptionist with a copy of their itinerary before leaving on Freedom Fellowship Church-related travel.

Out of town reimbursements will be as follows:



 a. FFC will cover up to $25 per day for meals while out of  

         town on approved church business.

b. FFC will cover all lodging expenses up to $100 per night while on approved church business.  Lodging expenses, which exceed $100 per night, must be pre approved by the senior elder.

c. The individual will cover entertainment. FFC will not cover costs it determines to be entertainment.

d. FFC will cover the cost of one phone call home (not to exceed ten minutes) for each day of out of town travel.

4. Automobile Usage

Freedom Fellowship Church may allow certain employees to drive on Freedom Fellowship Church business. Employees who use their personal vehicle for approved business purposes will receive a mileage allowance equal to the Internal Revenue Service optional mileage allowance for such usage. This allowance is to compensate for the cost of gasoline, oil, depreciation, and insurance. In addition, employees driving on Freedom Fellowship Church business may claim reimbursement for parking fees and tolls incurred, but not fines.

5. Meal Reimbursement

Freedom Fellowship Church may reimburse pastoral employees for ministry-related meals. Meal expenses must be reasonable and may include up to a 20% tip. Alcoholic beverages will not be reimbursed.

Expense reimbursement requests must be accompanied by receipts.

Meals with other leaders for the purpose of developing relationships will be covered if approved by the Elders.

C. VOLUNTEER REIMBURSEMENTS.

1. All volunteer reimbursements must be accompanied by a completed Volunteer Reimbursement Form 0105.

2. Receipts must be attached to all reimbursement requests.

3. Requests must be approved by the Administrator or Ministry Head before sending to the Accountant.

4. Requests must be made no more than fifteen (15) days after the end of the month in which expense is paid or incurred by the volunteer.

5. Reimbursement will be made on the next check writing date.

D. CASH ADVANCES.

1. No cash advances will be given unless authorized by the Administrator except for active petty cash accounts already set up with pastors.

2. Pastors with petty cash accounts must fill out a completed Petty Cash Report.
3.  All petty cash forms must be accompanied by receipts.

4. Petty cash reimbursement requests should be turned in when petty cash runs out.
E.  BENEVOLENCE

1.The Benevolence Funds of Freedom Fellowship Church will be managed by the 

Benevolence Board.  This board is made up of the current Elders and Deacons in 

good standing within the church.

      2. Benevolence is not a “LOAN” pool.  Loans will not be made from benevolence funds. 

3. Benevolence will be provided to “Covenant Families” and/or “Regular Attendees” of Freedom Fellowship.    Benevolence provided to anyone other than stated will be determined on a case by case basis through a meeting/discussion with the Benevolence Board.

4.
The amount of benevolence provided will be based on the amount of benevolence funds available and limits of benevolence distributions set by the Elder and Deacon of the church.  Those limits are as follows: Elders and Deacons have a discretionary authority to distribute $75.00 to a family without approval from other deacons or elders.  This does not eliminate the requirement to submit a Benevolence Request Form 0106.

5. The Benevolence Board (Elder’s and Deacon’s) will review and approve ALL benevolence requests that exceed the discretionary distribution amount set forth in item 4.

6. Repeated benevolence requests from the same family within the same calendar year will require that family to have Financial Counseling Sessions with Freedom    Fellowship’s financial counseling team.  Failure to accept this counseling will cause the request to be denied without any further considerations.
7. Any request for benevolence must be made by taking the following steps

a. The request must be submitted to the Deacon for that family or to one of 
   
 the Elders/Pastors. 
b. Requests from Elders or Deacons must be submitted to the Benevolence Board.  No Elder or Deacon can approve their own benevolence request.  
c. All requests must be submitted in writing using the Freedom Fellowship Benevolence Request Form.  In cases of an emergency, the form can be completed after the fact, but a form MUST be completed.
8. If required, the Benevolence Board will convene to discuss the request and a decision will be made within 7 days or as soon as possible.  

F. MISSIONS.

1. All monies received for the Freedom Fellowship Church Missions should be posted into Church Helpmate database and posted into the FFC Missions account. 
2. Deposits should be made at the bank as soon after receiving money as possible. Whenever possible cash in excess of $200 shall not be retained on church premises, and shall be deposited at the Belvoir Federal Credit Union.

3. The Accountant should follow the FFC Missions Committee budget to write monthly checks.

4. All other missions check writing should be approved and signed by the Missions Committee head and mission's accountant.

5. All travel expenses by the mission’s staff person shall be approved by the Senior Pastor.
IV. Special Offerings and Funds
It will be the policy of Freedom Fellowship that contributions will fall into two distinct categories: (1) General offerings, and (2) Approved Designated offerings. Unless specifically authorized by the Senior Pastor and/or the Elders, all gifts and offerings will be placed in the general budget fund for use by the church in support of approved ministries.

It will be the policy of Freedom Fellowship to be sensitive to the particular desires of the individual members with regard to donations; however, the ministries of the church will take priority in any decision regarding acceptance of a contribution, and therefore, Freedom Fellowship Church retains the right to re-direct any contribution received.

A. DESIGNATED OFFERINGS:

With regard to the designated gift category of contributions, the following guidelines are given:

1. See current budget and mission’s budget for approved special offering list.

2. From time to time the Elders will authorize other special contribution categories. Examples are love offerings for authorized ministry participants who meet the tax criteria to receive such offerings.

3. Members who designate gifts that are not authorized for receipt by the church will be given the option of redesignating that gift to the general fund or retracting the offering. If the gift is retracted, the contribution will be removed from Church Helpmate database and reimbursement made back to the donor out of the QuickBooks account the gift was posted to.

4. Offerings cannot be designated for an individual member or nonmember of Freedom Fellowship Church. Whenever a collection is made in support of an individual's need or ministry, the Elders must authorize that offering. Examples of such offerings occur for special benevolence cases, love offerings for evangelists or performance groups, etc. Payment will be made via check citing the sponsoring budget unit's fund account.

5. Checks that are made out to the church, but are to be directed towards a benevolence situation in the church should not be designated for an individual or family on the memorandum line. A note should be attached to the check stating what the intention of the check is, for example, $20.00 for Joe Q. Public. This is a legal method of specifying a designation for certain funds. If the designation is made on the check itself, the individual who wrote the check cannot deduct the check on their federal and state income tax return, as a contribution to a charitable organization. This policy also applies to any checks written for mission trips taken by church members.
B. IN-KIND CONTRIBUTIONS (CONTRIBUTIONS OTHER THAN MONIES):

Contributions of material items such as jewelry, furniture, vehicles, real estate, etc., or other types of tangible assets will be acknowledged by receipt by the Administrator regardless of value of the item donated or contributed. This receipt will indicate the nomenclature or description of the item, its age and condition, and the name of the giver. The church will make no attempt to assess value nor will the acknowledging receipt reference a value of the item even if valid evidence of value exists. No other (year-end) receipt will be provided for non-monetary gifts.

The Administrator will encourage the giver to obtain an authorized assessment by an accredited assessor if the individual desires to take giving credit for income tax purposes. It will be the responsibility of the Administrator to notify the Elders of the gift within 30 days of receipt. The gift is to remain as an agenda item for the Elders until resolution has occurred. The Administrator will liquidate the donated material or property as directed by the Elders within 60 days of receipt. Every effort will be made to obtain a sale as closely as possible to actual value of the item. A memorandum of cash value received for the sold item will be submitted by the Administrator to the Elders.

V. Sales of Merchandise and Services

Freedom Fellowship Church may offer to its membership Christian goods and services in support of the approved Church ministries. When these items are offered for sale, they must meet the following criteria: (1) They must be in direct support of an approved ministry or church activity, (2) They must be offered with no intent of profit, and (3) They must meet approved standards of Christian intent as agreed to by the Elders.

A. SALE OF RECORDS, TAPES, AND BOOKS BY VISITING ORGANIZATIONS:

Commercial activities will normally be discouraged, however, in support of special programs, events, revivals, conferences, training seminars, and the like, individuals or organizations who have been invited by the church may offer to the church member and/or attendee products that support their ministry presentation. These products must be directly related to that organization's ministry. The organization selling the products is responsible for collection of monies. The church will provide appropriate space and furniture for such sales. Members or staff who assists the organization in the sale must do so as a volunteer worker.

B. SALE OF RECORDS, TAPES, BOOKS, LITERATURE, OR MERCHANDISE THROUGH FREEDOM FELLOWSHIP CHURCH ORGANIZATIONS:

Sale of any item in support of a ministry will be made through the sponsoring church ministry's budget line item account. Purchase of materials, deposit of payment, and final balance will occur within the parameters of normal church financial operations. The budget unit will be responsible for any deficit from expenses and collections.
C. FEES AND COSTS IN SUPPORT OF CHURCH SPONSORED ACTIVITIES:

From time-to-time activities will be offered to the church member at a no-cost​-to-the-church basis. Events such as Crown Ministry, youth activities, men/ladies retreats, and the like may be offered where a fee is charged. The participant will pay the pro-rata expenses of the activity. The initial expenses and the collection and distribution of such fees and cost sharing charges will be administered through the sponsoring ministry budget unit by the church. The ministry budget unit will bear the burden of differences in credit and debit charges.

D. GARAGE SALES, YOUTH ACTIVITY SALES, ETC.:

When authorized by the Elders, moneymaking activities sponsored by ministry areas of the church may be conducted following these criteria:

2. Money collected will be deposited in the church general fund in support of a particular ministry area.

3. Such activities will be conducted in proper decorum. There will be no direct affront to the community or commercial enterprise.
VI. Audits
It will be the policy of this church to periodically audit the programs and ministries established in support of the mission of Freedom Fellowship Church, including an annual fiscal audit of all receipts and disbursements. An internal program audit will occur each November by Ministry Units during budget review and preparation.

A fiscal audit will be conducted annually in the first quarter of each year. The audit will become part of the annual report made to the church that quarter. Fiscal audits will take two forms: external and internal.

A. EXTERNAL AUDIT

It is recommended that an external audit be conducted every third year by Grace Network or a certified accounting agency contracted by the Administrator and/or Elders. This external audit will be external to and separate from any relationship to the church or its membership.  If no external audit is conducted then an internal audit is required in its place.
B. INTERNAL AUDIT

During the two intervening years between the external audits, the FC will appoint an Audit Subcommittee who will conduct an audit of all accounts. This subcommittee will be composed of FC members and individuals from the church membership who have experience/expertise in accounting and auditing principles.

VII. Reports

The Bookkeeper will produce reports of fiscal operations as noted below:

A. MONTHLY REPORTS:

Monthly, the Bookkeeper will submit to the Administrator a detailed accounting of receipts, expenditures, and outstanding obligations. A summary copy of that report by category accounts will be made available to the church during the regularly scheduled meetings (e.g. deacons, home group leaders, meetings). The Administrator will offer an analysis of giving trends and the impact upon the Budget.

B. SEMIANNUAL (FOR DISTRIBUTION AT CONGREAGTIONAL MEETING) REPORTS:

Semiannually, the FC in cooperation with the Administrator will prepare a report to the church that will provide a detailed accounting of all budget accounts.
C. ANNUAL REPORT:

An annual report to the church will be prepared by the Bookkeeper which will detail a summary accounting of the year's fiscal receipt and disbursement activities, budget allotments and expenditures, and the annual audit of accounts. This report will be printed and made available during the Congregational Meeting held in the first quarter of the subsequent year.
D. ANNUAL GIVING REPORT TO MEMBERSHIP:

By January 31 of each year the Administrator will forward a report of recorded tax deductible giving to members as well as nonmembers who have given financial gifts to the church. All monetary gifts will be itemized as they occurred during the giving year.

E. ANNUAL BUDGET:

Each year the Annual Budget of Freedom Fellowship Church will be issued and included as an updated Appendix to this manual.
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