Stewardship Office Information Manual
(April 13, 2011)

Green Acres Baptist Church
Stewardship Office Information Manual









The Stewardship Office of Green Acres Baptist Church exists to support and provide resources to the various ministries of the church.  It is the desire of the office to provide timely support and help to each ministry.  The Stewardship Office is also responsible for insuring that the business of the church is handled in a legal and professional manner.  The Stewardship Office has developed the following procedures to make sure requests and information are handled properly and efficiently.  This manual outlines these procedures and is intended to be a resource to the ministries as they work with the Stewardship Office.  
The Stewardship Office is comprised of five positions listed below each with distinct responsibilities. The manual will describe who is responsible for each function listed.  
	Name
	Position
	Phone Number
	Email Address

	Brett Cavett
	Stewardship Director
	903-525-1102
	brettc@mail.gabc.org

	Gaylon Clifton
	Assistant Stewardship Director
	903-525-3246
	gaylonc@mail.gabc.org

	Linda Nall
	Assistant – Payroll and HR
	903-525-3226
	linden@mail.gabc.org

	Susan Woods
	Assistant – Accounts Payable
	903-525-1132
	susanw@mail.gabc.org

	Betty Browning
	Assistant – Contributions/Benevolence
	903-525-1127
	bettyb@mail.gabc.org



If there are any questions or items that are not addressed in this manual, please ask.  
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[bookmark: _Toc289429450]Accident Reports
Accident reports are required when anyone (employee and/or participant) is involved in an accident on campus or at a church event.  Some common examples of an accident for which this report would be utilized are a slip and fall by an employee, an injury to a participant at camp and so on.  
· The report must be submitted as soon as possible after an accident (within 24 hours for Workers Compensation).
· For employees, this must be submitted to Linda Nall.
· For all others, this must be submitted to Betty Browning.
· The report must be completely filled out and signed.
· If a report is not completely filled out, the Stewardship Office will request the information that is missing from the reporting party.
· A copy of the report may be obtained from the Stewardship Office or from the Administration page on the website.
[bookmark: _Toc289429451]Background Checks
Background checks are required on all employees and volunteers who work with minors.  Ministries will be charged for the cost of the background checks for their volunteers.
· Submit background check forms to Linda Nall.
· Background check forms must be submitted a minimum of seven days before a volunteer is to begin serving.
· Volunteers cannot work until a background check is performed and approved by the Stewardship Office.
· Employees cannot work until a background check is performed and approved by the Stewardship Office.
· Ministries will be notified if a potential volunteer or employee does not pass the background check.
· Ministries may look for current status of background checks on any member in the profiles code on Shelby.  
· Ministries will have to check with Linda Nall on non-members for their background check status.
[bookmark: _Toc289429452]Benevolence
The Stewardship Office works with the Benevolence Committee in gathering information and presenting that information to the committee.  
· Benevolence requests should be presented to Betty Browning.
· Betty will gather the information requested by the Benevolence Committee.
· The Benevolence Committee will decide on each case that is presented.
· It is the philosophy of the committee to help people who are in need of a one-time help to get over a difficult circumstance.  The committee does not offer on-going assistance to people.
· Refer any questions to Betty Browning.
[bookmark: _Toc289429453]Biweekly Payroll
Biweekly payroll is for employees in the Administrative Assistant, Full-time Hourly and Part-time Hourly categories.  
· Employees are paid via a direct deposit every other Friday.
· Employees will receive a voucher showing the details of the money deposited.
· Ministries must present all time sheets and hourly details to Linda Nall by 10:00 A.M. on the Wednesday before checks are issued.  Time sheets must be accurately calculated and approved by the appropriate staff.
· Any additional pay amounts must be submitted on a Check Request Form and will be approved with other invoices.  Once approved, these amounts will be processed on the next bi-weekly payroll.
· The two-week pay period ends on Tuesday before the information is due on Wednesday.  
· Example:  Pay period is Wednesday, March 2 through Tuesday, March 15; Time sheets are due on Wednesday, March 16; Direct deposits are made Friday, March 18; Vouchers are handed out Friday, March 18. 
[bookmark: _Toc289429454]Cash Advances
Cash advances may be requested with a Check Request Form.  
· Only one cash advance will be issued at a time.
· Receipts and excess cash must be reconciled and returned to Susan Woods within thirty days.
· A reason for the request and valid account code must be provided.
· Failure to provide receipts and excess cash will result in the full cash advance being added as taxable earnings on the employee’s W-2 and a loss of cash advance privileges.  
[bookmark: _Toc289429455]Charge Accounts
The church maintains a number of corporate charge accounts to purchase supplies.  Information on accessing these accounts can be obtained by contacting Betty Browning.  Below is a listing of those vendors for which the church has charge accounts.
· Wal-Mart
· Office Depot
· Lowes
· Radioshack (The Shak)
· Sams (need Purchase Order)
· Lifeway (need Purchase Order)
· Mazzios
· Double Daves
Invoices for charges on these accounts must be properly coded, approved and submitted for invoice processing.  
[bookmark: _Toc289429456]Check Requests
Check Request Forms are used to request a payment by check to an individual or company for goods or services.  
· Forms must be filled out completely including the full name and address of the recipient.
· Forms must be submitted in ample time for the Stewardship Office to make timely payment.
· Forms must be properly approved by the ministry requesting the check.
· Forms will be processed with invoices on Monday and Wednesday.
· Forms are due in Susan Woods office or mailbox at 10:00 A.M. on the processing days listed above.
· A W-9 form must be attached for contract labor, which includes payment for any kind of services including honorariums, speaking fees, concerts, repairs, etc.
· The Stewardship Office can verify if there is already a W-9 form on file.  Contact Susan Woods.
· Forms may also be used to get approval for additional compensation for work performed by a current church employee.  In this case, the form will be processed with the next payroll.
[bookmark: _Toc289429457]Contract Labor
Contract labor includes payments for any kind of services including honorariums, speaking fees, concerts, repairs, etc.  Generally, payments for these services are to businesses and/or individuals that are in business for themselves and provide services to the church and to others.
· The Stewardship Office must have a W-9 form on file for each company and/or individual paid for contract labor.  
· The ministry hiring the business or individual must obtain a W-9 form and submit it with the request for payment.
· The Stewardship Office can verify if there is already a W-9 form on file.  Contact Susan Woods.
· The check will not be released to the business or individual until a completed W-9 form is received.
[bookmark: _Toc289429458]Contribution Deposits
Most contribution deposits are received through the Stewardship Office.  Anyone in the Stewardship Office can receive these donations.  Betty Browning is responsible for entering these amounts.  When ministries receive donations, they must provide the following information on the white deposit tickets.
· Name and address of donor.
· Envelope number of donor.  (This can be found in Shelby.)
· Account code for the gift.
· For memorial contributions, additional information is required.  
· Name of person for whom the memorial gift is being given.
· Name and address of party to receive acknowledgement of memorial gift.
All checks and cash contributions should be delivered to the Stewardship Office during business hours on Monday through Friday.  After hours, these can be dropped in the safe drop in the Conference Room.  Do not leave checks or cash in the mail slots.
[bookmark: _Toc289429459]Driver Information Form
Any person who wants to drive for the church (either a van or their own vehicle) must fill out a Driver Information Form.  The form can be picked up and returned to Robin Smith.  
· The list of approved drivers is maintained by Robin Smith.
[bookmark: _Toc289429460]Employee Changes
Any changes made to an employee’s name, address, phone number, department, wage, position, emergency contact, etc. must be processed through the Stewardship Office.  Linda Nall is responsible for these changes.
· An Employee Payroll Change Notice Form must be submitted to Linda Nall.
· A copy of this form can be obtained from the Administration page of the website.  
[bookmark: _Toc289429461]Event Deposits
Money received for events are to be taken to the Stewardship Office for processing.  
· A white deposit ticket indicating the name of the event and the account number are required with the checks and cash.
All deposits are to be delivered to the Stewardship Office during business hours on Monday through Friday.  After hours, these can be dropped in the safe drop in the Conference Room.  Do not leave checks or cash in the mail slots.
[bookmark: _Toc289429462]Finance Committee Meeting Agenda
The Finance Committee of the church meets on Wednesday after the second Sunday of each month.  Finance Committee agenda items must be submitted by email or in person to the Stewardship Director or Assistant Stewardship Director before noon on the Friday before the meeting.
[bookmark: _Toc289429463]Fundraisers
Fundraisers by the ministries of the church must be approved by the Finance Committee.  The policies for fundraisers are in the “Stuff” section in the Staff portion of the church website.  
[bookmark: _Toc289429464]Gas Cards
The church has gas cards for travel purposes that can be checked out from Betty Browning.
· Gas cards must be returned immediately after the travel is completed.
· Receipts for any purchases must be coded, initialed and returned by the ministry in charge of the event.
· Failure to provide receipts may result in the loss of the privilege of using the card.
· Should the gas card not work or the brand is not available, charges may be applied to a personal card.  Receipt of purchase will be reimbursed via a check request.
[bookmark: _Toc289429465]Gift Cards
In its basic form, a gift card is similar to handing out cash.  Due to this fact, specific information will be required with the purchase of each gift card.  Below is the information that will be required with the purchase of any gift card.
· Name of recipient – if it is multiple recipients, each must be listed.  If this is for a group, the group should be identified (i.e. – SMBS Teachers).
· Reason for gift card.
· Account code.
· Gift cards given to employees of the church will be reported as income per Internal Revenue Service guidelines.
[bookmark: _Toc289429466]Incident Reports
Incident Reports are required when an unusual event occurs at the church or a church event.  Examples would be burglary, theft, vandalism, damage to church property, etc.  
· The report must be submitted as soon as possible after an incident.
· This must be submitted to Betty Browning.
· The report must be completely filled out.
· A copy of the report may be obtained from the Stewardship Office or off the Administration page on the website.
[bookmark: _Toc289429467]Invoices
Invoices for ministry expenses must be coded and submitted to Susan Woods in the Stewardship Office for payment.  
· Invoices must be properly approved by the ministry requesting payment.
· Invoices must be submitted in ample time in order for the Stewardship Office to make timely payment.
· Invoices will be processed with check requests on Monday and Wednesday.
· Invoices are due in Susan Woods office or mailbox at 10:00 A.M. on the processing days listed above.
· A W-9 form must be attached for contract labor, which includes payment for any kind of services including honorariums, speaking fees, concerts, repairs, etc.
· The Stewardship Office can verify if there is already a W-9 form on file.  Contact Susan Woods.
[bookmark: _Toc289429468]Meal Expenses
Business meals have specific information requirements from the Internal Revenue Service in order to be tax deductible.  The church is required to follow those rules even though it is a non-profit organization.  As a result, each business meal submitted for payment via credit cards, invoices or check requests must have the following documentation.
· Business purpose – provide a brief description of the reason for the meeting.
· Persons at the meeting – provide names if it is a small number.  For large groups, a general description of the group will work.
[bookmark: _Toc289429469]Merchant Cards
The church has several merchant cards for purchase of general supplies which can be checked out from Betty Browning.
· Merchant cards must be returned once the purchases are complete.
· Receipts for any purchases must be coded, initialed and returned by the ministry in charge of the event.
· Failure to provide receipts may result in the loss of the privilege of using the card.
[bookmark: _Toc289429470]Mileage Reimbursement
The church will reimburse mileage for personal use of automobiles at the Standard Mileage Rate issued by the Internal Revenue Service.  
· Reimbursement may be obtained by filling out a Check Request.
· There is a spreadsheet for this calculation included on the Administration page of the website.
[bookmark: _Toc289429471]Month End Reports
Month-end reports are necessary to summarize van mileage, bulk mail, copier, print shop, postage, food service and bookstore expenses.  Ministries are charged for their usage of these expense areas and will be charged via month-end journal entries by the Stewardship Office.  Month-end reports for these areas should be turned into Betty Browning as soon as possible at the end of each month.
[bookmark: _Toc289429472]New Employees
New employees for the church must fill out all paper work before they work.  Due to the various federal, state and insurance regulations, this paperwork is fairly extensive and must be coordinated with Linda Nall in the Stewardship Office.  
· Contact Linda Nall to make an appointment to add any new employee.
· The following information is required on all new employees from the ministries.
· Employment Form – a copy can be obtained from the Stewardship Office or on the Administration page on the website
· References – (3) a copy can be obtained from the Stewardship Office or on the Administration page on the website
· The prospective employee must bring the following.
· Social Security card
· Drivers License
· Voided check for direct deposit
· The prospective employee will fill out the following documents.
· Application
· W-4
· I-9
· Direct deposit authorization form
· Any applicable insurance forms
· Drivers Check Form if needed
· Criminal Background Check Form
· Workers Compensation Acknowledgement Form
· Texas Employer New Hire Form
· Personnel Policy Acknowledgement Form
[bookmark: _Toc289429473]Online Registrations
The Stewardship Office works with the Broadcast Ministry to allow ministries to provide opportunity for event registration and payment online.  When this occurs, payments will be received via the use of credit cards.  The handling fee for these is 5% to cover the costs of processing.
· Events with no cost do not require approval by the Stewardship Office.
· Events with a cost must be approved in advance by the Stewardship Office and Broadcast Ministry.  The complete information for the set up of these events can be found in the employee portion of the website.
· The Stewardship Office will approve the account code selected for this event.
· Both Gaylon Clifton and Brett Cavett should be included as a viewer for the event.
[bookmark: _Toc289429474]Purchase Orders
For the most part, the church does not use purchase orders with the exception of Lifeway or Sams Club.  A purchase order for these businesses may be picked up from Susan Woods in the Stewardship Office.  
[bookmark: _Toc289429475]Sales Tax
Green Acres Baptist Church is a non-profit organization and is exempt from sales taxes in Texas.  The Stewardship Office helps ministries avoid paying sales tax on ministry purchases.  Below is a listing of the ways that sales tax can be avoided in making purchases for the church.
· Sales Tax Exemption Certificate – a Sales Tax Exemption Certificate can be obtained from Susan Woods in the Stewardship Office.  This may be copied and supplied to any store to obtain tax free purchases.  A copy may also be obtained from the “Stuff” page on the staff section of the website.
· Charge Accounts – the church has several charge accounts with local merchants.  Purchases made through these accounts will be tax exempt.  
· Volunteers – when volunteers make purchases and are charged sales tax, the church will reimburse that cost.  Ministries are encouraged to share the Sales Tax Exemption Certificate with volunteers who regularly make church purchases to save the cost of sales tax.
· Employees will not be reimbursed for sales tax unless there are extenuating circumstances.
[bookmark: _Toc289429476]Semimonthly Payroll
Semimonthly payroll is for employees in the Specialty Staff, Coordinating Staff, Leadership Staff and Pastor categories.
· Employees are paid via a direct deposit twice a month on the 15th and 30th.
· Employees will receive a voucher showing the details of the money deposited.
· Any additional pay amounts may be submitted on a Check Request Form and will be approved with other invoices.  Once approved, these amounts will be processed on the next bi-weekly payroll.
[bookmark: _Toc289429477]Termination of Employees
The Termination Form must be submitted to Linda Nall for any employee that will be terminated via retirement, resignation or forced termination.  
[bookmark: _Toc289429478]Travel Expenses
Travel expenses must be documented with following information.
· Purpose of the travel (i.e. – conference, mission trip, etc.)
· Account code for the expense.
· A valid receipt must be presented for each expense.
· A written explanation must be provided for each missing receipt.
· Personal auto expenses will be reimbursed at the Standard Mileage Rate issued each year by the Internal Revenue Service.
[bookmark: _Toc289429479]VISA Cards
The church issues credit cards to staff members who are authorized and required to make ministry related purchases.  Betty Browning administers the credit cards for the Stewardship Office.
· Each staff member who carries a card is expected to abide by the Staff Credit Card Policy.
· Purchases must be for ministry related expenses only.
· All purchases must be supported with appropriate documentation.
· Statements must be summarized monthly with each charge properly coded with receipts attached.  Failure to provide receipts may result in the loss of the privilege of using the card.
· Summary of the charges must be done on the Credit Card Summary spreadsheet provided by the Stewardship Office.  
· Purchases may not exceed the prescribed spending limit.
· Temporary extension of the limits may be requested in advance due to extenuating needs.  
[bookmark: _Toc289429480]W-9s
A W-9 form is required on all contract labor.  Contract labor includes payments for any kind of services including honorariums, speaking fees, concerts, repairs, etc.  Generally, payments for these services are to businesses or individuals that are in business for themselves and provide this service to the church and to others.  The Stewardship Office has blank forms, or the form can be found on the Administration page on the website.
[bookmark: _Toc289429481]Workers Compensation Insurance
The church provides Workers Compensation Insurance coverage for all employees.  
· Any injury during work must be reported to Linda Nall in the Stewardship Office within 24 hours.  The sooner it is reported, the better the claim process will proceed.
· An Accident Report must be filed and completely filled out.
· The church’s coverage is associated with East Texas Medical Center system.
· If medical attention is needed, go to an East Texas Medical Center hospital or clinic.  
· Any problems with medical bills related to the injury should be referred to Linda Nall in the Stewardship Office.
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