MICHIGAN
MINISTRY
NETWORK

BEST PRACTICES FOR HANDLING FINANCES
PLAYBOOK



Welcome,

Every healthy church understands that ministry and money are closely
linked—not because we love money, but because of what money
enables.

The way a church manages its resources reflects its integrity, priorities,
mission, and vision. Whether large or small, every church should
establish strong financial practices that honor God, safeguard people,
and further the mission.

This playbook aims to help churches establish and uphold transparent,
accountable financial systems. Good financial practices ensure that
generosity is responsibly managed, decisions are made with integrity,
and the church’s resources are always aligned with its purpose.

Ultimately, sound financial practices build a culture of trust that allows
people to give, serve and grow. When a church manages its finances
with excellence, it shows the world that God’s house is both spiritually
and practically organized.

May God bless your every step,

Aaron Hlavin
AG Michigan Ministry Network
Superintendent



I ACCOUNTS RECEIVABLE

The church generally receives income in 1 of 4 ways

Cash, Check, Digitally, and sometimes Cash Back

OFFERINGS AND DIGITAL CONTRIBUTIONS

Once offerings are collected, they should be placed into the safe in a timely manner
by no less than two designated individuals (never just one person). Offerings should
remain locked in the safe until designated counters count it. Counting should always
be done with at least two church members who have been interviewed and deemed
trustworthy.

If the church receives any checks by mail, the designated person that handles them
should label the envelope according to what the payment is for (tithe, rent payments,
refunds, etc.) and put it into the safe. Checks received in the mail will be included with
all other offerings on the designated counting day.

Counting Procedure -

e Open the safe together making sure that no outsiders are present- workmen,
delivery people etc.

e Take money and supplies to a private and locked location inside the church for
counting and preparing the bank deposit.

e The two designated counters are not to leave until counting is completed and
the total is agreed upon, recorded and the deposit slip is filled out.

e |f money is unable to be deposited on the same day it is counted, it should be
locked in the safe and the deposit made as soon as possible.

*No checks or cash are to be left out of the safe at any time*

*No money will leave the church premises except to be deposited at the bank*

A weekly giving report should be prepared that offerings counted and offerings given
online. This report will go to the Lead Pastor, Financial Admin and Treasurer. A copy

should also be retained and placed in a designated file. A desighated individual should
confirm that the amounts on weekly reports match the bank account.



CONCERNING CREDENTIALED MINISTER TITHE

Those who handle financial information may notice that the pastor or pastors don't
appear to tithe a full 10%. The reason for this is that much of their tithe is sent to the
Michigan Ministry Network.

Per the Michigan Ministry Network Assemblies of God bylaws, credentialed ministers
shall agree to contribute not less than 85% of their tithe from ministerial income to
the Michigan Ministry Network for Network support. In no case shall a credentialed
minister contribute less than $240 per year for Network support. These contributions
are encouraged to be made monthly.

ACCOUNTS PAYABLE

If possible, it is helpful to have a batch of recurring invoices and automatic payments
entered in the Church accounting software. A list and instructions should be keptin a
file and placed in a designated location with more details as to how and when
payments are made. This is reviewed each month for any changes.

e |nvoices should be processed by a designhated individual to ensure continuity
in the accounting procedures and entry into software.

e Invoices for regular payables, utilities, repairs, etc. that are received by mail
should be placed unopened in a designated area as they arrive.

e Invoices received by mail are opened by a designated individual and kept in a
file marked “Invoices to be paid” that is stored in a designated location.

e Check requests come from various departments. These are also to be kept in
the file marked “Invoices to be paid” that is stored in a designated location.

e At times there are requests for checks that arrive by e-mail. These need to be
approved by the corresponding Team/Department Director and handled the
same way.

e Checks should be issued on a designated day of the week or specific dates
each month. These days/dates are determined by the Lead Pastor and
individual designated to write checks.

e Checks should be signed by two designated signers and preferably not by the
counters or the person that writes/prints the checks. If the lead pastor is a
designated signer, it is recommended that they only sign as a last resort i.e.
payment is due while other signers are not available or on vacation.

e Any unusual check requests/invoices are submitted for approval to the proper
Team/Department leader



| PAYROLL

Whether you process payroll in house or use a payroll service, the following practices
will be helpful.

e Determine how frequently payroll is processed.
e For hourly support staff —
o Determine where and how to submit hours worked
o Designate the day/date that hours are to be turned in
e Salaryinformation should be kept in the accounting office in a designated area.
e Payroll checks are given directly to church employees.
e Copies of payroll checks are filed and locked in a designated area.

I CREDIT CARDS

Employees who do a considerable amount of purchasing on behalf of the Church may
be permitted to have a Church credit card in their name. Each credit card holder is
responsible for keeping receipts and turning them in monthly to a designhated
individual. Charge card receipts that have been submitted are to be kept at the church
office.

Processing Credit Card Payments
Recommended procedure-

e Give each credit card holder a list from the credit card company of his/her
monthly charges.

e Have the card holder fill out and return a form with matching receipts and a
description for each charge. You may also require a requisition form to
accompany the list and receipts when turned in

e |Ifareceiptis missing, the cardholder will sign the requisition form stating that
a receipt has been lost.

e The designated financial person reviews and compares invoices/receipts to
monthly credit card statement to make sure they match.

e Receipt amounts are then entered individually into the appropriate accounts
once payment is made.

Cash Back on Credit Cards

If the church uses a credit card that gets points or cash back, the credit card
statements should be reviewed toward the end of the calendar year and a decision
made as to what to do with the rewards.



I FINANCIAL CHECKLIST

These are suggested procedures that can be adapted to fit your church’'s specific
schedule and needs.

WEEKLY & BI-WEEKLY
e Write checks for accounts payable according to due date.
e Complete online payments according to due date.

Monthly

e Reconcile ALL bank accounts, credit card accounts and loan/liability accounts.

e Process recurring check payments by due date.

e Prepare hard copy of Monthly Financial Report for Lead Pastor and Treasurer
as well as Official Board of Deacons before each Board meeting.

e Process Missions support along with any other General Council or Network
support payments.

e Process Credit Card Payments

Quarterly

e File 941 forms with IRS and make sure all taxes have been paid correctly.
Figures will match in software confirming correct payment has been made.

e State of Michigan tax withholding report will be filed, and payment will be
made for entire quarter. (State payroll withholding tax for the size of your
current payroll may determine the frequency of these payments)

Annually

e In October/November prepare annual budget for the following year

Submit annual report and fee for incorporation with the State of Michigan

through LARA.

Prepare financial reports for Annual Business Meeting.

Prepare and oversee all aspects of annual financial review by outside reviewer.

Begin the process for year-end closing by the 1t of February.

Prepare and deliver W2s and 1099s by January 31,

Provide Contribution Statements for all who have donated to the church the

previous year. These are to be delivered or mailed by the end of January.

e Salary and payroll review by the Pastor and Deacon Board to determine any
changes for salaried and part-time employees.

e Update payroll schedule and amounts

e Set housing allowance amounts for pastoral staff and record in board meeting
minutes



Occasionally
e Vendors will occasionally request tax-exempt forms, which should be kept in a
designated file.

OTHER FINANCIAL CONSIDERATIONS

Mileage Reimbursement

Officially called meetings or district events are eligible for reimbursement if the
participant has been designated as eligible. Checks written for the reimbursement of
mileage are only issued when a signed mileage reimbursement requisition form is
received. The Lead Pastor must approve and sign the request.

Staff Gifts and Bonuses
Gifts and bonuses are included in payroll checks and to be reported on the employees’

W2 at the end of the year.

W9s
e Before honorarium checks are written, an IRS Form-W9 must be submitted. This
assists in issuing IRS Forms 1099 at year's end. The formm must include the
recipient's name, address, and social security number.
e WO9's are to be collected and kept on file for all Vendors as required by the IRS.

Consult tax laws annually to determine who needs to receive a Form 1099.

If any individual notices discrepancies, unusual financial activity, financial
requests that are out of the ordinary, or suspicious activity, they should bring it
to the attention of the Lead Pastor and Official board immediately.



