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THE TRUSTEE AND HIS RESPONSIBILITIES TO HIS SAVIOR

The Faithful and Wise Steward

Therefore, Seeing We Have This Ministry….

No leader will be effective in his position unless he first practices what he preaches. The position of leadership in the church carries with it a great responsibility, not the least of which is the need to set the proper example for the rest of the Saints to follow. The example you set MUST be the same example that Christ himself set. "Wherefore, laying aside all malice and all guile, and hypocrisies, and envies, and all evil speakings.. ..”(1 Peter 2: 1)

As We Have Received Mercy, We Faint Not... 

God, in His mercy, has given us a task, and we must not become discouraged! We must lay aside all dishonesty, cunning manipulation, and deceit (see 2 Cor. 4: 2); we must be above reproach as those who manifest the truth of God in our work. A keen study of the fourth chapter of 2 Corinthians reveals that the walk is not easy. You will be challenged by persecution and carry the burden of troubles and perplexities, but you shall not be DEFEATED! You must turn from the temporal and press toward the eternal. 

What God Needs From You 

A church Trustee MUST be a person of the Word. “As newborn babes, desire the sincere milk of the word, that ye may grow thereby. (1 Peter 2: 2) He need not be a Bible scholar or a walking Bible dictionary, but he must surely have a general knowledge of the Word of God as it relates to the theology of the church and the reason why the church was established. 

A church Trustee must be teachable. He must make himself available for on-going study of the Word of God in order that he may grow as his responsibilities increase. That’s why it’s a good idea to have training sessions such as this for church officers. 

Then, besides being a man (or woman) of the Word, and teachable, the church Trustee must be spiritually strong. “If ye then be risen with Christ, seek those things which are above, where Christ sitteth on the right hand of God. Set your affection on things above, not on things on the earth.”  The Trustee must love the church and its members, as Christ loves His church, with the same selfless ambition that seeks to do the will of God rather than his own. He must be a mission-minded individual, full of social concerns, with a strong desire to see the Gospel spread. He must know the ministry side of his church as well as he knows the management side. He must ask himself when making a decision, “What is God’s will for our church?” even though the decision may not be based on visibly sound secular business practice. He must be a man of faith who believes that God can and will do what He promises.

Then, a church Trustee must be a TEAM PLAYER. “Fulfill ye my joy, that ye be like-minded, having the same love, being of one accord, of one mind.” (Philippians 2: 2) He must recognize that he functions as part of a larger team, the church, and that he is responsible to the entire congregation. Many church Trustees have suffered unjust persecution simply because they failed to keep the church well informed of budget concerns. The Trustees can never convey the impression that the church has no say in how the church money is dispensed, or they will run the risk of accusations of dishonesty and misconduct. They must report regularly to the congregation as “voted upon” projects are completed and new projects are begun.

Finally, a church Trustee ought to have Financial Skill! “Who then is that faithful and wise steward, whom His lord shall make ruler over his household, to give them their portion of meat in due season? Blessed is that servant, whom his lord, when he cometh, shall find so doing.” (Luke 12: 42-43) The Trustee, along with impeccable character, and innate honesty, must demonstrate the ability to use good judgment in property and financial decision-making. Some may be skilled in areas of borrowing and real estate, while others may have knowledge of heating systems and electrical wiring, but each should bring to the position some useful background in church maintenance and administration, that the Board as an entire unit will be well rounded in its representation.

THE PERFECT MARRIAGE

The Lord never intended for church officers to pull in different directions. In fact, God repeatedly emphasizes the need for all leaders to have the same vision and goals. Yet, even in the early church at Corinth, the problem of disagreements and divisions interfered with the spread of the Gospel.  Paul reminded the leaders of the Corinthian Church that they should share the same goals. “Now I beseech you brethren, by the name of our Lord Jesus Christ, that ye all speak the same thing, and that there be no divisions amoung you: but that ye be perfectly joined together in the same mind and in the same judgment.” (1 Cor. 1: 10)

The leaders of every church share the same common purpose….the spread of the Gospel of Jesus Christ. The Pastor, Deacons, and Trustees, together form a perfect union of well-rounded leadership. Each leader brings his own strengths to the administrative table, whether they are financial skills, scriptural knowledge, or prophetic insight. Together, these talents enable Christ to build His church effectively. The church whose Joint Board is perfectly joined together, and of the same mind and judgment, will accomplish great things for our Lord and Savior, Jesus Christ.

THE FOUR M’S

God’s work for the Trustee can be divided into four main areas:

MANAGEMENT:
The Trustee will manage the financial affairs of the church for the Lord with fiscal responsibility, as a caretaker for Christ. The proposed annual budget prepared by the Trustee Board must represent sound recommendations based on careful analysis of previous budgets and accurate cost research.

MAINTENANCE:
The Trustee will keep the church running smoothly, with careful planning which allows for expeditious repairs and planning for future growth. 

MISSION:

The Trustee will be guided by Pastoral direction on the importance of budgetary reserves for the spread of the Gospel in his community and abroad. Each church should press to spend the maximum allowable dollars for MISSION WORK.

MINISTRY:

The Trustee will keep a watchful eye on ways to assist the church’s ministry in the care of the congregation. Often, it is the Trustee who sees the more practical necessities that are sometimes overlooked by the Pastor and Deacons. A good Trustee will be sure that the sanctuary is equipped for the comfort and accessibility of the handicapped and Senior Citizens.

These four M’s, working in perfect harmony together, will produce an increasingly effective ministry for Jesus Christ that will do it’s part to spark continued growth in the congregation. 

TITHING

We live in a money-motivated society. Any work the church wishes to accomplish requires financial support. While your members may not welcome the plea for generous support of the ministries of the church, down deep in the heart of every Christian there is undoubtedly the conviction that he ought to give generously.

The Pastor will undoubtedly encourage every member to meet his or her obligation to tithe. And typically, the membership will respond negatively. The conflict over tithing is caused by the mixed message each individual member receives in his daily life. The world encourages us to take care of home and self first. God says our first responsibility is to Him. Each of us must take the final step of spiritual maturity alone, and acknowledge that the Lord comes first in our lives. We can teach tithing…..but God must draw men and women to tithe (1 Cor. 3: 7).

Only God has the right to say how much of our income shall be set aside for Him. And He says it so clearly and plainly in the Old Testament scriptures regarding the tithe or 10 percent. There is also nothing in the New Testament scriptures, which indicates that God changed the law of the tithe. In fact, Christ himself emphasized that He came “not to abolish the law, but to fulfil it>” (Matthew 5: 17) In Matthew 23: 23 we have perhaps the strongest statement by Christ of His continued support of the Tithe. In warning the religious rulers of His day, Christ said, “Woe unto you, scribes and Pharisees, hypocrites! For ye pay tithe of mint and anise and cumin, and have omitted the weightier matters of the law, judgment, mercy and faith: These ought ye to have done, AND NOT TO LEAVE THE OTHER UNDONE.” It is here that Christ acknowledges the greater importance of justice and mercy, but He does not set aside the tithe as no longer being significant. Quite the contrary, Christ warns them not to overlook the tithe or replace it with good works. 

From careful study of the TITHE with your Pastor, each Trustee should come to a clear understanding of the importance obedience in this area. A leader must exhibit dedication to a regular tithe of his income if he is to convey to the congregation the proper biblical approach to sacrificial giving. “Let every one of you lay by him in store, as God hath prospered him.” (1 Cor. 16: 2)

There are practical rewards when we accept God’s establishment of the tithe. In summary, they are:

1) A church that is always debt free

2) The ability to support a full-time ministry that focuses solely on Kingdom building. 

3) The financial means to aid widows and orphans, the destitute, the crippled and the right lame; all those who Christ loved and intended for us to draw into His kingdom, along with the able bodied!

4) The ability to SPREAD the Gospel rather than confine it within our walls for a Sunday morning display.

The Trustee who realizes the importance of the tithe and obeys God’s instruction will set a Christ-like example for others to follow. The Trustee who gives with all humility will reap a congregation of giving Saints who will “esteem you very highly for your work’s sake.” (1 Thess. 5: 13a)

THE TRUSTEE AND HIS RESPONSIBILITY TO HIS CHURCH

With God in Control

It would certainly be a Biblical misinterpretation to assume that all the church treasurer, finance secretary and Trustees have to know about the handling of church money is how to count, bank, records, and report. Church finance is far more than mere mechanics. It is more accurately a course in human nature, one that not every member is prepared to pass. This is why much care must go into the selection of a church treasurer and Trustees. Though it is wise to select persons who understand the inner workings of secular business, a person must also bring his spiritual maturity into play in every aspect of his work for his congregation.

There are two specific needs within the church: 

1) more efficient business management and,

2) a better understanding of the philosophy of church business management

Unfortunately, officers often have only a vague conception of what constitutes an efficient system of business management. By the same token, businessmen who sit on the boards of their churches often fail to recognize that the goals and purposes of a church corporation differ greatly from those of the profit-making corporation. It is extremely important to balance the spiritual vision of the church with good, sound financial business practice.

For Everything There is a Season….

Whether you end your fiscal year at the close of December, or in the month of June, the Joint Board must prepare a new budget for the upcoming year. It is wise to begin well before the deadline date to allow sufficient preparation and research time. Budgetary planning is the most important function of the Trustee Board. It is here that the Trustee plays the valuable role of researching the cost of the “proposed ministries” coming from the Pastor and Joint Board. No budget will be effective unless it is based on sound projections. The Trustee, as overseer of the church General Fund, is valued for his experience in areas of finance, his dedication to efficiency and cost-effectiveness, and his keen monetary insight. His accurate research of the proposed budgetary needs will ensure that the trust between Church and membership is never violated. 

Even though some or all of the Deacons and/or Pastor may possess financial intuitiveness or secular business skills as well, the Trustee Board is expected to have the greatest understanding of financial matters. Yet, even with their financial skills, it is not uncommon to witness a Trustee Board pointing with inappropriate pride to the fact that they have successfully reduced the budget of the church. Those who do so fail to recognize that the church is not a moneymaking but a money-spending institution. The sole purpose of the church is to render service. The accumulation of surplus or assets is only proper when the goal is to invest the profits into further outreach programs. Retaining a surplus of funds beyond a reasonable allowance for future project spending and possible emergencies is counterproductive to the spread of the Gospel. All surplus money should and must be ear-marked by the congregation for a particular purpose or outreach ministry. 

And Prove Me Now Herewith…

From the biblical perspective, no church these days has a money problem….they only have a giving problem. The solution to a tight budget is not automatically to cut spending, but to confront the congregation with the spiritual truth about their need for growth in their giving. If we rush to cut a budget or hold the line on spending we are doing nothing more than catering to the spiritual immaturity of the church membership. The Trustee’s objective must always be to teach the congregation about their responsibility to Christ and His church through their own regular and steadfast giving to the outreach ministries of the church. 

Since Christian Stewardship involves not only the giving of our service and our material possessions, but the proper use of those resources in Christ’s work as well, we must therefore employ sound business principles for maximum efficiency in executing the expenditures authorized by the church congregation. 

The church budget has three purposes. 

1) It is a guide or a plan of operation for a given period of time, which anticipates income and expenses.

2) It is an authorization by the church (once voted upon), which permits the trustees to carry out the wishes of the congregation in a timely fashion without having to call a meeting of the congregation for approval. A “voted upon” item in the budget may be executed by the Trustees at the appropriate time of the year, without further discussion, provided the expense was costed properly and there was no unanticipated increase over and above the approved amount. 

3) It assures the membership that the income of the church is being used to the best possible advantage in carrying out its programs in accordance with the corporate body’s wishes.

The budget of the church should never be a fixed set of boundaries beyond which no one dare go. It is never sacred. It is a means to an end, which must continually be refined to ensure the spread of the Gospel of Jesus Christ. And, while many decisions regarding spending will have their roots in the Trustee Board, it must always be understood that the Treasurer, Secretary and Trustees are servants of the church and must take their final direction from the autonomous body of which they are a part. Changes in the annual budget can only be effected through a regular vote of the membership. 

We must also never attempt to administer from a position of personal bias or opinion. It is often tempting to use your position of leadership to sway the masses, but leaders must rebuke that temptation, recognizing that God still speaks to us individually. The leader must always encourage each member to pray to the Lord for guidance and then to make up his own mind together with the Lord. You will find that members will follow wise counsel UNLESS they feel it is being forced upon them. 

Once the budget is approved, every order of the congregation approved in that budget MUST be carried out “decently and in order”, of course, never neglecting the spiritual wisdom and Christ-inspired direction that comes from the Lord. 

TYPES OF BUDGETS

Organizational Budget

There are two types of budgets to be considered. The first is the ORGANIZATIONAL BUDGET, which allows each auxiliary to control it’s own funds and implement it’s own expenditures, relinquishing only the excess at year-end to the church treasury. Under this method, each auxiliary prepares its own projected budget before the beginning of the year and submits it to the Joint Board for review and approval. This is often the only information the church will receive regarding the financial intentions of its individual auxiliaries. While this may motivate some groups toward greater accomplishment and afford them the greatest control, it is no longer permitted under IRS law. It also places the church at the greatest disadvantage because it weakens its overall financial picture. Though this method has been the chosen form for many churches, it must now be phased out as quickly as possible before legal issues arise.

Unified Organizational Budget

The second type of budget is the UNIFIED ORGANIZATIONAL BUDGET. With this method, all receipts and expenditures pass through the central treasury of the church. Each auxiliary should still prepare its own internal budget for effective administration, by need not turn it over to the Joint Board. Each organization may still conduct fund-raisers and direct the Church Treasury to expend those receipts for a specific purpose (i.e. scholarship, church repair, etc.), but the money is kept in the church’s general treasury. The church does not dispense auxiliary monies without the express consent of that body. They simply hold the money and keep a separate internal record of the individual balances. The result is that the Pastor and Joint Board have a complete picture of the church’s financial position throughout the entire year, rather than only at year-end when auxiliaries turn in their final reports. The Trustee’s church budget, then, will include the “entire” financial picture, including operational monies afforded by each individual group or ministry.

This is now the required method of operation under Federal law. 

BUDGET PROJECTIONS

It cannot be overstated that a well-defined, well-planned budget is an essential ingredient to the smooth and effective operation of the church. Depending on your church, it’s size, ministries, and “mission statement”, your budget will include money allocated for payroll, education, building operations, administration, insurance, outreach programs, benevolence and promotional advertising. Let’s take a look at a well-prepared Projected Budget.

Projected Income


Tithes


__________________________


Offerings

__________________________


Endowments

__________________________


Sunday School
__________________________


Mission Dept. 

__________________________


Tape Ministry

__________________________


Auxiliary Income
__________________________


Rents


__________________________


Love Offerings
__________________________


Building Fund Drive 
__________________________

Your projected income, though based on the total receipts from the previous year, should also include the expected increase due to growth. This is perhaps the easiest portion of the budget to prepare, since it is taken from the excellent records we will already assume are available. These totals will give you an accurate picture of the “spendable” income of the church. 

The first two, tithes and offerings, are the sum total of all monies collected during regular worship services and special programs held by the corporate body of the church. It will include Revival, Church Anniversary, etc. It’s always advisable to keep separate records of those who tithe, so the Pastor may have a clear picture of the dedication and commitment of his congregation to the spread of the Gospel.

The third, Endowments, are monies held for a specific purpose. The Trustee Board has a moral and legal obligation to carry out the wishes of the donor who gives to an endowment fund. This money cannot be expended, but must be invested to PRODUCE income. (You are never permitted to spend the “principle” or original contributions, only the interest or profit). And the profit must be spent in accordance with the donor(s) wishes.

The Sunday School, Tape Ministry, and the Mission Department money is considered general income for the church treasury, and may be included in your annual expenditures. This means, of course, that the expenses of these individual ministries will also be paid from the general fund. Some churches may choose to permit these ministries to operate more like and auxiliary, in which case, you will not include their monies in your projected expense report. 

Of course, Auxiliary income will not be allocated for expense, accept at the direction of each auxiliary. It is simply listed here to gain a complete picture of the total monies raised in the name of the church. 

If the church owns and rents property, the rental income is part of the general treasury. The maintenance and improvement costs for these properties will be included in your projected annual budget. 

If it is the practice of your church to collect a separate Love Offering when necessary for a guest speaker or Revivalist, it is not necessary to project these offerings in the annual budget. However, during the year, these special offerings MUST be counted and recorded in the church record before being dispersed to the recipient. IRS requirements for these special offerings will be discussed in our third segment of training.

If your church has a Building Fund, list the total monies in the account to date. Do not try to project the next year’s building fund income, since many situations could spark a change in this account. The monies on this line are also not included in the Projected Annual Expense, since they are already earmarked for a specific purpose.

Projected Expenses

As an example, the following pages show the many anticipated expenses of the church.

Your church budget will differ, from year to year, and will include only those current projects for which you must allocate funds. 


ADMINISTRATION


Payroll


_____________________


Employee Benefits
_____________________


Office Supplies
_____________________


Postage

_____________________


Legal Fees

_____________________


Printing/Ads

_____________________


Telephone

_____________________


Travel


_____________________


Love Offerings
_____________________

Your payroll figure will include expenses for ministerial staff, custodial staff, organists, secretaries, and anyone who receives a pre-determined sum of money for services rendered. Your employee benefit expenses will include FICA, pensions, holiday and sick pay, health insurance, and life insurance.

Office Supplies and Postage are the most under-projected expense. Allow enough money for the many church mailings that will be necessary to keep in touch with members of your congregation who “slip away” on occasion. If you haven’t already implemented this practice, now is a good time to start! The figure on this line will be based on accurate tallying of the previous year’s expense. NEVER GUESS on this or any other line item! You will inevitably miss the mark!

Legal Fees, Printing and Advertising (Yes, ADVERTISING! One the radio, television, monthly mailings to new residents, etc.) Telephone, and travel expenses must all be projected as accurately as possible, using last year’s figures as your guidepost. 

Honorariums or Love offerings need only be projected if it is the practice of the church to pay predetermined “fixed” fees to guests. If you collect a love offering each time you have a guest preacher, you need not project this line item.


BUILDING OPERATIONS


Mortgage/Notes Payable 
_________________________


Heat



_________________________


Electric


_________________________


Custodial Supplies

_________________________


Custodial Services

_________________________


Kitchen Supplies

_________________________


Insurance


_________________________


Emergency Fund

_________________________


Trash Pick-Up


_________________________


Floral Arrangements

_________________________


Security


_________________________


Misc.



_________________________

The above categories are largely self-explanatory. However, here are a few suggestions:

Custodial services listed here would include those services provided by an outside agency other than your regular staff custodian who was included in the payroll under ADMINISTRATION.

Your church’s insurance is should be reviewed at the end of the year to determine if additional coverage is needed. Your coverage should include fire, theft, liability, and auto (if you have a church van or bus). Churches with a Day-care Center are governed by state law regarding insurance requirements. Most states require a minimum of 1 million in liability. 

The Emergency Fund and the Miscellaneous Fund are recommended as an umbrella for the unexpected, which our brother Murphy assures us will always occur. These funds will be sized according to your church size and should be at least 5% of your total annual projected income. This money is only used for emergencies and the unexpected, and will be rolled over each year into the same fund. In other words, this is your CASH RESERVE. It’s still sound advice not to spend EVERY dollar you take in. A good example of the use of emergency funds occurred recently in our area. A small church with the vision to hold a CASH RESERVE, found themselves with an empty pulpit when their pastor became ill for an extended period of time. While they were obligated to continue paying the pastor his weekly salary, they also had to hire an interim pastor for three months. The emergency fund carried them through the crisis without creating an adverse effect on the budget. 


EDUCATION


Sunday School Material

_______________________


Church Library


_______________________


Dept. Training Material

_______________________


OUTREACH MINISTRY


Radio Broadcast


_______________________


Direct Mail Ministry


_______________________


Denominational Contributions
​​​​​​​​​​​​​_______________________


Audio/Visual Supplies

_______________________


Scholarships



_______________________


Recreation/Fellowship

_______________________


BENEVOLENCE


Emergency Welfare


_______________________


Funeral Repast


_______________________


Holiday Food Baskets


_______________________

You can see from the above sub-headings, that your church can break down its expenses as much as you desire, in order to gain a clearer picture of where your income is expended. 

Be sure that you do not include an expense TWICE. For example, if you included the cost of advertising in the ADMINISTRATIVE budget, do not include it under OUTREACH.

A few notes here include:

Denominational contributions are those monies that are routinely sent to local, state and national associations. Include a generous contribution to the MISSION field of your national organization! God is watching us!

Scholarship money may be raised by a separate auxiliary and need not be included in your expenses under such circumstances. However, if the church oversees the Scholarship Fund, the Trustees should project how many recipients will be honored in the coming year.

Recreation and Fellowship dinners would include Sunday School picnics, anniversary dinners, or any social or recreational event sponsored by the church.

The Benevolent Fund is the most neglected area of ministry in most churches. This important fund is meant to be a major expenditure that reaches out to those in need, whether they are members of the congregation or the community at large. Here is where we do our greatest work for the Lord….when we feed the hungry, clothe the naked, and visit the imprisoned, bringing gifts of sustenance and encouragement. The Benevolent Fund may be used for funeral expenses for a deceased member, or to aid a family displaced by fire. It may also cover the cost of turkeys at Christmas, or free lunch for Vacation Bible School. 

The Deacon Board generally oversees the Benevolent Fund, and a church often collects money for this fund weekly from their regular envelope contributions. If this is the case, you need only project the total sum expected, based on last year’s contributions, and list it under TITHES in your Income Report. The Deacons will prepare a budget based on the figures you give them.

WHERE DO WE BEGIN?

Remember! Your goal is to produce a sound budget, based on “real” numbers, which will become the foundation for growth in the coming year. Define your categories of review for both income and expense before you begin to analyze last year’s expenditures. Obtain sound quotes for any expected special projects included in this year’s budget. Make the Pastor and Deacons aware of any substantial increase or decrease in your annual income, and discuss the need for changes at your Joint Board meeting. 

Here are three examples of an astute Trustee Board who did their homework before submitting the Annual Proposed Budget.

1) In December, a review of the annual telephone expense totalled $1,879. However, the church was scheduled to add three telephones in February, which would raise the cost, by $59 monthly. In addition, the Trustees discussed the need to sponsor a telephone stewardship campaign, which would considerably increase the cost of local long distance. The final projected figure included the new costs not yet incurred.

2) The total floral arrangement expense for the previous year was $2,875, which included weekly delivery of fresh pulpit flowers and several arrangements ordered for funeral services. One Trustee suggested that they propose a change to artificial pulpit flowers and earmark the savings of over $2,000 for the Building Fund. The Pastor, Deacons, and Church unanimously agreed that the Building Project must take precedent.

3) The total cost of health insurance for the Pastor was $11,800. A recent television news report cited your carrier as having the highest rates. You research the market and find an HMO that includes your Pastor’s doctor and your area hospital at a savings of $3,600. The Pastor and Joint Board votes to make the change and earmark the savings for the Building Fund.

These are just a few examples of the type of research and thought that go into budget preparation. Submit your final proposal to the Pastor. Then, once the Pastor, Joint Board and Church congregation have ratified the proposed budget, monitor your expenses during the year to be sure you are not going OVER the budgeted amounts for each category. 

Budget planning is a major effort, but when done correctly, will afford you a year without major surprises and upsets. It is intended to give the Trustees authorized direction while holding the line on spending. It is the Trustees duty to expend the monies exactly as projected, bringing and proposed deviations during the year to the Pastor and Joint Board for review and necessary approvals. 

It is emphatically important that any differences of opinion regarding budget allocations during the drafting of the proposed budget are tabled and forgotten once the Joint Board and Congregation vote upon the budget. Regardless of your personal opinion during the planning session, the members of the Joint Board must always convey a unified stance in the presence of the congregation, both publicly and PRIVATELY. Unified leadership will accomplish the greatest work for Jesus Christ.

Stewardship

Each year, the Trustees should plan a Stewardship Drive to inspire the membership to pledge and meet their annual obligations to the church. The best time to perform this task is in the fall of the year before the year-end. The pledges received from the membership will assist you in projecting the annual Tithes and Offerings, which are the greatest source of income.

A tithing Trustee Board will have no hesitation in presenting God’s plan for giving. But they must also be sensitive to the fact that the Saints of God grow at different spiritual rates. While tithing is always the official position of the Board, they should encourage those who are resistant to God’s 10% plan to make a percentage pledge of their income based on their personal comfort level. Encourage each household to prayerfully consider an increase each year until the maximum tithe is reached. 1 Cor. 16: 2 is a good scripture reference to support the need for percentage giving. Avoid the pitfalls of “demanded” obedience. Never appear judgmental or indifferent to the personal crisis in the lives of members. You must trust that God will speak to each member’s heart in the same manner He spoke to you regarding your 

giving!

Your local Bible bookstore will carry a supply of pledge cards you can use for the stewardship campaign, or, if you use the envelope system of giving (and I hope you do), each box often contains a pledge card. Presenting the family members with their box of envelopes and reviewing the church budget before asking them to complete the pledge card, will often elicit the best response. Of course, you will later review the offering receipts against pledges so you can encourage those who fall behind in their commitment.

All churches, large and small, should have at least one computer on which you maintain the church’s financial program. Simple diligence in entering weekly contributions will foster accurate record keeping and allow you to print and/or review member’s contributions at the push of a button.

The Stewardship Drive should be an orchestrated effort to keep the message of percentage giving in the minds of the congregation throughout the year. Your pastor can be a valuable asset to your Stewardship Program, and together you can set aside several Sundays each year to focus on the message of tithing and stewardship responsibility.

The Pastor and Officers, working together, are a perfectly balanced team that will take the church ministry to a new level of service each year with a budget that is proudly presented to the congregation for final approval. And, finally, when the Pastor and the Joint Board are forced to review an unexpected expense, there’s no greater accomplishment for a Trustee Board than to be able to show them that….. IT’S IN THE BUDGET!

Record Keeping

The most important basic record is the weekly tally of income, or the General Offering tally.

Whether the Deacons, the Trustees, or a combination of both does it, the weekly record of offerings must be balanced and accurate.

Prepare a tally sheet that meets the needs of your church. The following form is a suggestion of what it may include:


Income for Sunday, ________________, 2000



Tithes


$________________



Offerings

$________________



Sunday School
$________________




Special Offering
$________________



Building Fund

$________________



Missions

$________________



Benevolence

$________________



Other


$________________




TOTAL:
$________________



Checks


$________________



Currency

$________________



Coin


$________________




TOTAL:
$________________


Counters:
_____________________________




_____________________________




_____________________________

The first section of the tally form lists the totals of each type of offering received. Each offering must be counted by more than one individual to verify accuracy. When removing contributions from envelopes, be sure that the member designated his/her intentions regarding disbursement. Total the individual categories.

Now divide your offering into three sections; checks, currency and coin. Have two people count each pile, and place your verified totals in the next section. Now compare your totals. They should match! This simple instruction may sound too basic to many Trustees, but the fact is that all Trustees are not accountants, bookkeepers, clerks, or even good with numbers. Sometimes our talents run along the lines of boiler repair, electrical engineering, and just plan old commitment and availability. There is nothing wrong with admitting that you need some help in areas outside your expertise. Often, churches find it beneficial to have the church secretary or church clerk assist in tallying the offering. Use whatever technique will simplify the procedure, but never err on the side of inadequate records. 

This I Say Therefore…

There is much to learn in perfecting your work as a Trustee, and the best teacher is the job itself. Never be intimidated by your own lack of knowledge in any given area. Each Trustee brings to the table his own talents and abilities. “And He gave some, apostles; and some, prophets; and some, evangelists; and some pastors and teachers; For the perfecting of the Saints, for the work of the ministry, for the edifying of the body of Christ.” (Ephesians 4: 11)

Together with your peers, you form a complete and diverse Trustee Board in which your church will be confident.

THE TRUSTEE AND HIS RESPONSIBILITY TO THE STATE AND IRS

Render Unto Caesar…

The Importance of Accurate Records

Every Trustee must be conscious of his responsibility to keep proper records, not just for the benefit of the church congregation, but also to ensure continued tax-exempt status from the  Internal Revenue Service. It is of great benefit to the Trustee Board if one of its members has an accounting background. It is also necessary to obtain the services of an Accounting Firm familiar with church finance and church/State/Federal laws for non-profit organizations.

Your church, as a non-profit organization, has a tax-exempt file number with both the state and federal governments. Your accountant uses these identification numbers when filing your payroll taxes and your federal forms (#1099’s, year-end tax exempt renewal, etc.).

Your congregation may also file a form 1023 to request 501C-3 status as a not-for-profit organization. Only non-profit organizations with this advanced status are eligible for federal monies offered for rehabilitations, community projects, day care programs, etc. If your church has the motivated membership, by all means, obtain this exemption and benefit from the great door of opportunity opened by this present administration to share the nation’s wealth with local churches seeking to rebuild their communities. The cost for assistance in filing this form can range from $500.00 to $3,500. However, a church member with accounting experience can easily decipher the legalistic language and complete the form with the help of resource documents provided by the church Trustees and Church Clerk. Get a copy of the form from your local library and review it before deciding to plunk down large dollars for “expert” advice.

Your new 501C-3 status will require absolutely accurate financial records, but this is not difficult to maintain. Churches formed before October 9, 1969 may apply at any time for this exemption and request that the effective date of the exemption be retroactive to the date the church was organized. This will effectively protect any accumulated assets from an audit. The IRS does not generally audit a 501C-3 corporation if the necessary documents are submitted each year.

What about Employees?

Most churches fail to realize their obligation to the government regarding payroll. Any individual receiving more than $600.00 from the church within one year MUST receive a form 1099 at the year-end. Your accountant should prepare these forms for you, unless you have a computerized payroll system in-house and are able to generate your own 1099’s. One copy of each is sent to IRS. Your organist, your custodian, your security staff, your pastor, your guest revivalist, and anyone else who receives more than $600 in any given year, MUST get a 1099. You must maintain their name, address, and social security number on file for this purpose. Form 1099’s MUST be mailed out no later than January 31st to the individuals and February 15th to IRS. In the event of a church audit by IRS (and they are getting quite popular!), expect to pay penalties for every “oversight”.

Now, responsibility for the payment of taxes on individual income rests with the recipient. The only tax an employer (or church) is required to pay is one-half of the FICA (or social security tax) for any regular employees. A regular employee is a full-time church secretary or custodian. The church DOES NOT contribute one-half of the Pastor’s FICA, since a Pastor is considered by IRS to be self-employed and can choose to be exempt from this tax, if he so desires. If he chooses to pay the tax in preparation for his own retirement, he pays the entire percentage himself on a quarterly basis (presently 15% of his income). A good Trustee and Deacon Board will take that into account when determining the Pastor’s salary! In light of this personal tax responsibility, many pastors are underpaid and have no pension from their congregation. 

Church Accounting

There are two reasons for church accounting: 1) to substantiate the fact that the funds held in trust are being used in accordance with the wishes of the donors or congregation and 2) to guide the Pastor and the entire congregation in the management of the church.

In addition, neatness, accuracy and continuity will greatly enhance your ability to analyze your financial status. Monthly bank reconciliations, petty cash reports, and year-end balance sheets and income statements are all a necessary part of basic accounting. All supporting documents must be kept in an orderly fashion (for at least seven years – but ten is recommended). 

Good Stewards

The work of the Trustee is essential and must be taken seriously. A diligent Trustee Board will obtain helpful training material (“The Work of the Trustee” by Tibbetts or Lasser’s “IRS Guide for Churches”).

The State and Federal government hold your Pastor responsible, ultimately, for any incorrect records and income reports. He is considered by the federal government to be the chief overseer or administrator of the church body. None of us want to see our Pastor suffer as a result of our own negligence. Be careful to maintain records that will survive the scrutiny of an IRS audit. 

At times, the Pastor may ask for clarification of certain reports or records in order to protect the church’s best interest. Rest assured that this concern in no way reflects a lack of trust in you, but rather, the fatherly concern every shepherd should have. Together, the Pastor, Deacons and Trustees will equip the saints of God for Kingdom building work, as good stewards of our Master!

REMEMBER………IT’S GOD’S MONEY……..NOT OURS!
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