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A Message from Our Treasurer

Welcome, treasurers, to the Texas Conference Treasury Certification and
Training. Thank you for accepting the financial responsibilities for your local
church. Since you have accepted these responsibilities, you are now part of
the Texas Conference of Seventh-day Adventists Treasury team.

We are called to manage the sacred offerings just as the priests were in
ancient Israel. The priests had specific instructions for handling the Lord’s
funds. We have specific instructions for managing God’s funds in His
church. This manual and the training you receive will assist you with those
instructions.

As you may know, all funds given to the Seventh-day Adventist Church channel through the local
church. It is vitally important that everyone who handles funds at the local church level, and all
levels of the church, handle them with the utmost integrity. This means, doing the right thing
when no one else is looking. Without this integrity, our church could lose funds it was intended
to receive. Our church could also lose credibility and trust from our members.

Whether funds are coming into the church or spent by the church, we must handle all financial
transactions properly. Everything we do must be above board and reproach, and positively reflect
on the church’s name.

Knowing why we handle God’s funds the way we do helps us to understand the reasons for
following policy and proper financial procedure. Furthermore, it helps us be good stewards for
God'’s church.

Thank you again for accepting this important and vital role in your local church, and for taking
the time to join us today. Your dedicated work is most appreciated. Our prayer is that through
this manual and training, we will all be better equipped to handle the responsibilities we have
accepted. Just know that you are never alone. Your fellow Texas Conference Treasury team
members are here to help whenever you need it.

God bless you as you work for Him.

Randall B. Terry | rterry@txsda.org | Texas Conference of Seventh-day Adventists | P.O. Box 800 | Alvarado, TX 76009 | 817-790-2255



A day in the life of a Texas Conference treasurer

Setting the stage: Imagine it is Saturday, August 27, 2022.

Verify that all deposits have been entered: Use the deposit report to accomplish this task. This report
lists all deposits for the month (or selected date). While here and if you are using the service, verify the
AdventistGiving deposits have been imported.

This is a good opportunity to verify that you have all envelopes, all validation reports, and all bank
receipts for each week. If you check each month, your documents will be ready at year-end.

AdventistGiving: If you are using this service, you should have 2 deposits: one for the 15t and one for
the last day of the month. Import the file that corresponds to the cut-off date, not the date when the
deposit was made. You will notice that the day on the mid-month report is not the 15, it is the day
when it was deposited but, if you look at the deposit itself, you will see the offering date and the deposit
date. On the month-end report, both dates are the same.

Remit to the Conference: After selecting No More Offerings This Month, Jewel will prompt you to send
the remittance check. This may be a printed check or electronic payment depending on how your
system is set up. If using a manual check, remember to print the report and send it with the check.

IMPORTANT: You do not have to wait to close the month to send the remittance. The remittance only
deals with the deposits so, once you have verified that all deposits are correct, you can send the
remittance.

Verify that all checks have been entered: Use the check report to ensure that all checks have been
made. Also, use the bank statement to ensure that all electronic payments and fees have been entered.

This is a good opportunity to verify that all checks have supporting documentation. Whether it is an
invoice, a receipt, etc. all checks must be documented. Also, you can use an accordion file to store the
documents by month. Do not wait until year-end as it will take much longer.

Make budget allocations: The next step is to make the budget allocations. If you have a budget set up,
Jewel will do this automatically. After Jewel allocates the budget, you can use the Transfer/Allocation
report to ensure that the amounts are distributed the way you intended. If not, you can make changes
before the month is closed.

Reconciliation: Reconcile all accounts for which you have a bank statement.

Backup: When prompted to print the reports say No. Make a backup of your data. If you find an error,
there is an opportunity to restore the backup and correct it.

Print the monthly reports: Now you are ready for the final step, printing the reports. The reports that
will print depend on your selection in Properties. This step not only prints the reports but also closes the

month. After this, no more changes can be made to the transaction in the closed month.

Year-end: There are a few extra steps when you are closing the year. Start preparing the budget early on

A day in the life of a Local Church Treasurer



so you can edit the budget allocations if needed. Prepare the 1099 report and send it to the Conference
before the 10t of January (earlier if it falls on a weekend). This report must be accompanied by the W-9s
of the individuals that were paid more than $600 during the year. Clear your sub-accounts, if needed
and

print the donor’s receipts.

A day in the life of a Local Church Treasurer



If you ever need help...

 https://texasadventist.org/churches/churchauditing

e (Call or text: 817-382-9795
* Email: auditing@txsda.org

CHURCH AUDITING

Auditing works to provide the highest quality of service to
our employees, members, institutions, constituents, and the
community.

Financial Reviews I I Documents and Forms

In compliance with organizational policy, each church is to be audited. The Church These documents and forms will assist you in your daily ope§ation.

Treasurer will receive a letter or phone call from the Texas Conference Treasury
Department to schedule the review at any given time during the year. Download the English Espaiiol

Our work is threefold...

« Perform a re for our churches and schools (except academies) file below for a list of documents needed for the review.
. t treasurers having financial, software, or procedural questions Shitc TEEESIerReTeronas Sile (e GEL BB ent A LG
« Provide to our treasurers English Espaiiol l(:hurc]h Treasurer Reference Guide — Advanced Giiladle Referentia= Cang)
{2019,
s Documents needed for the financial review O R S i i
Our support phone number is: 817-382-9795 e e e =" financiera Church budget Presupuesto de iglesia
y R - Basic records retention schedule for Itinerario de retencién de documentos para Treasurer's month-end closing tasks Tesoreria — tareas parael cierre de mes
Our support email address is: auditing@txsda.org churches and schools iglesias y escuelas
Deposit count sheet and validation form Hoja de conteo y reporte de validacién

Please find below additional information to help you in your treasury ministry.

JON
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Jewel

2 Jewel - Sample Church

File  Offerings Accounting Maintenance  Help

Top Menu

Main Menu

NextStep: Start New Offering
Write Checks
Transfer Funds
Reconcile
Reporis & Graphs

Texas Conference of SDA Church
Sample Church - July, 2018 Information

Sample Treasurer. Treasurer

3 | Financial Foundations | Texas Conference Treasurer's Certification | 2022

Offering &
Check
Information

Last offering: 7{21/18
ast check #100. written 71 8
-



Where to find the Treasurer’'s Handbook?

4

File  Offerings  Accounting  Maintenance  Help

Contents...

Index...

Check for Updates...

Request ScreenShare
Test Internet Connection...

About Jewel...

| Financial Foundations | Texas Conference Treasurer's Certification | 2022

Treasurer’s
Handbook

To access this
handbook you will
need Adobe Acrobat
Reader. If you need
help installing it, give
us a call.




How to send Jewel data to support personnel?

w Jewel - Sample Church

File | Offerings  Accounting Maintenance  Help

Open Database... Ctrl+0

Copy to Disk Ctrl+D

BT 5]

Utilities 5 1 Receve from Auditor...

Exit
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Send Month-end Backup to Conference...

When contacting
support personnel

there are a few things

that speed up the
process:

Send your
database to the
auditor so both
can be looking at
the same data
Provide as much
detail as possible
(dates, numbers,
etc.)

Emails are usually
easier to answer




Maintenance Menu

.

File ~ Offerings Accounting | Maintenance  Help
Edit Mames...
Edit Accounts... °

Edit Budget Allocations...

From the bottom up...

Properties
Allows you to setup your
preferences

Edit Budget Allocations

Allows you to establish a budget
(Advanced Topic)

Edit Accounts

Allows you to setup the accounts
(funds) where the money
received will be allocated to and
the money spent will be
disbursed from

Edit Names

Allows you to setup the donors
and vendors

6 | Financial Foundations | Texas Conference Treasurer's Certification | 2022



Church Information

7

w Properties

Identify your
church to the
program

The program requires
a church address and
a treasurer’s name

Properties

O& x

Cancel

Church Info ( General

T Intermet T Accounts

T Reports T Feport Formats

-Church Infarmation

N

\ Entity I
I

Church Mame

;Sampla Church
Church Address

Change Password |

Fiezet Tipk [Shaw All)

Sample City, T
I

Church Treasurer

[\

iSampIa Treasurer

Safeguard your
data by using a
password

-Receipt Signature File

e

whichever iz higher|

[Scanin at 300 DP ar at wour printer's resolution,

To save time when
creating the
receipts at the
beginning of the
year, define a
signature file
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General Settings

8

% Properties

Printer Setup allows you to
choose a printer instead of
sending the data to the
default printer.

*The other options will be
discussed later.

\ R Y

These options impact how
you enter checks
(see next slide)

"Copy ta Disk'' Path

IEY

X
@
CTOpErties -
Qf@ip Here is \A{here your “ Pt
backup will be saved
Church Info | General ]/ Internet X Accounts T Feports T Feport Formats
r Backup Path-

These options

_rowse.._ | impact how you

[ Use Deposit Slip

= Aillow Transfers Between
Conference and Local Accounts

V¥ Show "Print Setup” Before Printing

—
|- General Options ———————————————

W Sart Envelopes by Oider Entered

¥ shways Show Donor Addiess

—
|- Checks

[~ Use Date from Previous Check

™ Using Preprinted Checks

[Use when "Pay to Order OF" and
Check # are already printed]

[~ Print Memo on Check

-Fiscal Year & Cloging Dates -

Fiscal Year Beging in |Januay  « i

— At Year-End Closing, Zero Out:——
i Al Sub Accounts
~ Budget Sub Accounts Only
o Mg Sub Accounts

S ——

—
| Contributions ————————————————

W Require Check Numbers for Contributions

/' . .
— enter contributions

(see next slide)

These options
impact the year-end
closing
(see next slide)
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More on General Settings...
(Page 1)

» Checks » Contributions
o Print New Checks o Sort Envelopes by Order Entered

When this option is selected each new check will be
selected to be printed by default

o Using Date from Previous Check
When this option is selected each new check will use
the date of the previous check

o Use Preprinted Checks
When this option is selected you can print your checks
directly from Jewel onto preprinted checks - all you
have to do is sign!

o Print Memo on Check
On these preprinted checks you can select to print the
memo line when this option is selected

| Financial Foundations | Texas Conference Treasurer's Certification | 2022

When this option is selected the envelopes will show
in the order entered (not alphabetical) while entering
contributions (more on this on the next session)
Always Show Donor Address

When this option is selected the donor’s address will
show next to the name; this is helpful if you have
donors with similar names

Require Check Numbers for Contributions
When this option is selected a check number will be
required while entering contributions; this is helpful if
the check is returned for lack of funds



More on General Settings...

(Page 2)

» Fiscal Year & Closing Dates
o Fiscal Year Begins in

Use this option to select the month in which your fiscal year begins. Most churches use
January and schools use July.

Close 20xx Fiscal Year
After closing the last month of the fiscal year, click this button to perform the year-end
process. This includes zeroing out your sub accounts as defined below.

At Year-End Closing Zero Out

All Sub Accounts - This option takes the balances of the sub accounts, adds it to the parent
account and zeros out the sub account

Budget Sub Accounts Only - Same as above but only for sub accounts that are defined in

Budget Allocations
No Sub Accounts - When this option is selected no sub account will be zeroed out during
the year-end closing process

10 | Financial Foundations | Texas Conference Treasurer's Certification | 2022 ‘A



Internet Settings

o)

e Properties

Eroperties WX

Use this option to safeguard

your data. If your computer
crashes, we can restore your

data as of the last month- \
Church Infa T General Internet i Accounts T Feparts T Feport Formats

end Month-End Backop rACH Funds Transfer
anference Server

end closing. = \

[~ Enable ACH Transfers

This option sends an to Canference
electronic copy of the Ly e gl
Remittance Report to the
. . Bank Accaount #
Conference. This option 1
R Conference Server Address
must be SEIeCtEd When alpha.jewelsda.com Edit !

remitting electronically.

This section is used to setup
electronic transfer of your
remittance funds. Contact us
for more detail.

11 | Financial Foundations | Texas Conference Treasurer's Certification | 2022



Accounts Settings

12

w Properties

If you have to open a new
checking account, ensure
that these values are
changed to avoid entering

deposits and checks into the
old account

These options make it easier
to enter contributions. They
allow you to select the most
used accounts so they will
show by default when
entering contributed
amounts.

Properties

Church Info T General T Intermet

O& x

Cancel

Reports T Feport Formats

I' Banking Information  Currency
Default Deposit Account Currency Type
[1 Checking [5 [Dollars
> [Synjbol is sel_in Cantrol Panel.
Default Checking Account Fegional Settings]
[1 Checking
FBemit To: r UsefE_ digit Account |Ds - Conference
I Texas Conference of Seventh-day Advenl_ﬂ:j r Useﬁ diitt recouniDs s Nor Carfeianics
[ AdventistGiving: Mot Detecting NAD Accounts
Default Account Order for Contributions
Account
a0 Tithe
102 Church Budget Insert
) 8214 Support Texas Vision Delete
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Reports Settings

m Properties

Most options on this page
are standard.

If you would like the account
numbers showing in your
Financial Summary, select

the first option.

If you want to show
subtotals when using the
Financial Summary Detail,
select the second option.

Properties

OK

v | X,

Church Inta T General T Interret

Accounts T Fieport Foimats

\ Financial Summry

-Select Automatic Reports

iMontth Reports Vi

LCopies to Print

t - Dietail 0
Dreposit Report Last month
Checks ‘written Repart Last manth
Tranzferddllocation Report Last manth
Financial Summary Last manth
Thisz fizcal peart

-Report & Check Calibration

Horizantal ] 7 Left

hludge & Bight  1/1Ginch=90
1/8inch =180
174 inch = 360

Wertical r—‘ “ Up
Mudge 0 " Down

Print a Calibration Test Page |

Time Period Copies

ﬁ_::j I All Reports

fAdd..

Delete

-Feport Options —
I Show Account |0 on Financial Summary

S [ Show Subtotals on Financial Summarp Detail
Max Amount for Mon- 1—'

itemized Contributions 240

—Print Johs —

Pages per PrintJob |20

[Ty a lower number if pou are receiving
"out of memory” errors while printing. ]

13 | Financial Foundations | Texas Conference Treasurer's Certification | 2022




Report Formats Settings

Jo)

i Properties X

Properties oyl X

Church Info ]’ General T Internet ]’ Accounts T Reports ] Heport Formats

Frint Test Beports I

~Fant ~Crientatian

Font Name Size

iTlmes MHew Roman ;! |1—EI—

Though you can customize
every single report in this
section, you would probably

. > .
only use the Check margins | - Column Widths (in CM)——  —Margins (in CM) o
adjustments if you are using ' s ] e B
preprinted checks oz [ Right [12
Calurnn 3 r— Tap IT
Calurmn 4 i__ Eottom 'T
Coluran & r_
Coluran & l_
Caluran 7 r_

14 | Financial Foundations | Texas Conference Treasurer's Certification | 2022 ‘N



Editing Accounts

File ~ Offerings  Accounting

Maintenance  Help

Edit Mames...

Edit Budget Allocations...

Properties...

15 | Financial Foundations | Texas Conference Treasurer's Certification | 2022



Account Types

YV V

Bank Accounts (Checking and Savings)
Includes the Southwestern Union Revolving Fund

Liability Accounts (Mortgage and other loan)

Conference Funds (Tithe, etc.)

IMPORTANT: This account type is called Conference because the
contributions are sent to the Conference for distribution but not
all contributions stay at the Conference.

Local Funds (Church Budget, etc.)



Adding, Deleting and Editing Accounts

Bank Account

This account type
is where
Checking and
Savings
transactions are
registered
(deposits, checks,
etc.).

It is reconciled
based on the
Statement
Frequency at the
bottom.

o}

g Edit Accounts

Sort Order
& |D# " Name
D # Narne
708.551 Alamm - Church Expenze
708.552 Fire &larm
708.56 Utilities - Church Expenss
708.561 Utilities - water
708,562 Utilities - Electricity [Ambit]
F08.58 isc. General Expenze - Church Ex
708.59 Equipment Purchaszes
FO8.63 Bldg/Grounds Maintance - Church
708,631 Rental Storage
F08.632 Bldg/Grounds Audio Visual System:
708,633 Building Fund - Lawn Mower
F08.634 Bldg Security Spstem
700.64 ‘waste Management
F08.65 Custodial Expenze - Church Expens:
708.651 Pest Control
708,652 Cleanning Expenzes
708.66 Fellowship Tables
TO8.67 Bank Charges
708671 Bank Difference Remittance
08,7 General Liability Insurance
8.8 Froperty Insurance
708.9 Property Taxes
F08.38 From Budget - Church E xpense
708.99 From Budget - Administrative Exper
750 MANTEMIMIENTO
¥80.1 Mantenimiento Local Funds
h0.2 I antenimienta Expenszes
¥E0.3 Mantenimiento Labar
7h0.99 From Budget - Mantenimienta
am Building Fund
am 1 Building Fund - Remodeling of Bathrot
am.z2 Building Fund - Chairs
90,3 Building Fund - Foundation
a4 Building Fund - Storage Project
901.5 Building Fund - Gym
a02.1 Frimicias Local
903 ortgage Plan
339 RESERVE
933.8 Woid Checks
999.9 Beginning B alance
50002 Adventist Community Services [AC5] -

Eiit Alecoynts

—Account Info—w Edit

i : o]
Liability [Mortgage or ather loan]
Conference Fund (Tithe, etc.)
Local Fund [Church Budaet, etc.]

D ! [Use 1.2 3.elc)

MNarme I

Memo

Bank Infarmation

Bank Mame Fouting #
I |

Address

Check MICR Line
| 2

tppe g Fordd, "R for o™ N for ™ hnent for check #

Deposit Slip MICH Line
| 2

tppe "g" fortl, "h fore® " for ™ Urinnn! for deposit #

Statement Frequency
IMontth vi

17 | Financial Foundations | Texas Conference Treasurer's Certification | 2022

Add Mew dccount [F8]

Delete Account

v

Cancel




Adding, Deleting and Editing Accounts

Conference Fund

ﬁ Edit Accounts

T Eilit Alecount % | X

wD#  Mame Eancel
ID# Name
708.551 Alarm - Church Expense FY AccountInfo 7 Edk
702552 Fie Alam add e secaunt [F3)
70856 Utilities - Church E xpenze T
708.561 Utilties - ' ater Delete Account
F08 562 Ultilities - Electricity [&mbit]
. 70858 Misc. General Expense - Church Ex
Th |S a CCO u nt type F08.59 Equipment Purchases
70863 Bldg/Grounds Maintance - Chuich
. 7086 Rental Storage
is used for World 700632 Blda/Grounds Audio Visusl Sstem
708,633 Building Fund - Lawn bower
F08.634 Bldg Security System
B u d et WO r I d 708,64 Waste Management
g ) F08.65 Custodial Expense - Church Expen: i
708.651 Pest Control
M i n ist ri es 708 B52 Clearning Expenses
70866 Fellowship T ables
FO8.E7 Bank Charges ¥ Tax Deductible
ff H d 708.671 Bank Difference Remittance
O e rl ngs a n a7 General Liability Insurance
a8 Property Insurance
0a.9 Property Taxes
CO nfe re n Ce fu n d S 708.98 From Budget - Church Expense
708.99 From Budget - Administrative Expar
750 MANTENIMIENTO
7501 Marterimiento Local Funds
02 td antenimiento E xpenses
¥80.3 Marterimiento Labor
750,99 From Budget - Mantenimiento
am Building Fund
9011 Building Fund - Remadeling of Bathroc
am.2 Building Fund - Chairs
901.3 Building Fund - Foundation

a01.4 Building Fund - Storage Project
g01.5 Building Fund - Gym

9021 Frimicias Local
903 Mortgage Plan
939 RESERVE

933.3 Vaid Checks
939.9 Beginning B alance

50002 Adventist Community Services [ACS) -
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Adding, Deleting and Editing Accounts

Local Fund
m Edit Accounts
— Eiliie S i
Sort Order ﬁ c E" m T O&
i |D#  Name Eancel

1D # Mame
708,551 Alarm - Church Expense ~ AecountInfo—F Edt
708552 Fire Alarm Add Mew Account [F8]
70856 Ultiities - Church Expense = T
708 561 Ukilities - W ater i Type Bark Accourt [Checking, Savings) Dielete Account
708562 Utilties - Electicity (mbi] Liability [Mortgage or other loan) —_—
70252 Misc. General Expense - Church Ex Corference Fund [Tithe. etc.
70859 Equipment Purchases L
70863 Bldg/Grounds Maintance - Church
70863 Fiental Storage
708,632 Blda/Grounds Audio Visual System:

Th H 708633 Ervilding Fund - Lawn Mower

IS account type T0G3  Bidg Securty System

70864 W aste Management

. 708 65 Custodial Expense - Church Expens (i

IS use d fO r LO Ca | 70851 Pest Control
708 652 Cleanning E xpenses
708.EE Fellowship Tables

C h u rc h F u n d s 70867 Eark Charges W Tax Deductible
TO2E7 Bark Difference Remittance
08,7 General Liability Insurance ¥ Allow Posting
708.8 Property Insurance
7089 Property Taxes [ Subaccount of
708.98 From Budget - Church Expense -
70899 From Budget - Administrative Exper I _'_!
750 MANTENIMIENTO
7801 Mantenimiento Local Funds
7h0.2 tdantenimienta E xpenzes
7803 Mantenimiento Labar
750,99 From Budget - M antenimienta
am Building Fund
01 1 Building Fund - Remodeling of B athro:
a2 Building Fund - Chairs
a01.3 Bilding Fund - Foundation
a0 .4 Building Fund - Storage Project
901.5 Building Fund - Gym
9021 Frimicias Local
903 Mortgage Plan
333 RESERVE
9338 Yoid Checks
9939 Beginning Balance
R0002 Adventist Community Services [ACS] -
78555 T ACS - Huricane Harvey Victims
M v
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Adding an account

20

Click on the Add New Account button or press F8

Always remember to choose the correct type. The default is Local Fund but if you wish to
create a Conference Fund and do not change the type, the money will go to the wrong
place.

When typing the ID, follow the guidelines stated later in the session

Choose a name for the fund that is meaningful to those reading the reports, not only to
you

How do I know if the account is Tax Deductible? According to the IRS...

“If the donor receives or expects to receive goods or services in return for a contribution to
your organization, the donor can't deduct any part of the contribution...”

Examples of accounts that are NOT Tax Deductible: Pathfinders or Adventurers Dues,
payment for my niece that is at a church school

What does Allow Posting mean? When this is not checked, you cannot add transactions
to the account.

What is a Subaccount? Subaccounts are used to provide additional detail when adding
transactions to an account.

| Financial Foundations | Texas Conference Treasurer's Certification | 2022



Deleting an account

» Accounts can only be deleted if there are no
transactionsin it

> Once a transaction is added (unless deleted before
closing the month) the account cannot be deleted

» Transactions are kept for historical purposes

21 | Financial Foundations | Texas Conference Treasurer's Certification | 2022



Editing an account

» If any of the information entered when adding the
account needs to be changed, click on Edit “<account
name>"

Make sure the check mark is visible
Changes may include

o Using the bank name instead of the generic “Checking”

YV V¥V

o An account was entered as Local Fund instead of Conference Fund
o Stop posting to the account
0

Turn the account into a sub account

22 | Financial Foundations | Texas Conference Treasurer's Certification | 2022



Chart of accounts

> 1-10
Bank accounts

> 80
Tithe

> 81-81.99
World Offerings

> 82-82.99
Conference Funds

> 102-999
Local Funds
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Sample Local Funds accounts

102-199 Non-designated funds (uncheck “Allow Posting”)
102 Local Budget

104 Interest Income

106 Gas Royalties

108 Rental Income

201-299 Sabbath School (uncheck “Allow Posting”)

201 Sabbath School Local Expenses

204 Children’s Sabbath School

206 Adult’s Sabbath School

300-399 Clubs / Youth / Children (uncheck “Allow Posting”)
302 Pathfinders Offerings

302.2 Pathfinders - Fees & Registration (uncheck “Tax Deductible”)
304 Adventurers Offerings

304.2 Adventurers - Fees & Registration (uncheck “Tax Deductible”)
306 Adventist Youth (AY)

308 Vacation Bible School

400-499 Church Ministries (uncheck “Allow Posting”)

402 Evangelism (Local)

404 Women'’s Ministries (Local)

406 Men'’s Ministries (Local)

408 Community Service (Local)

410 Health & Temperance

412 Music /[ Choir
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500-599 Other Departments (uncheck “Allow Posting”)
502 Audiovisual

600-699 Adventist Education (uncheck “Allow Posting”)
602 Adventist Education Offerings

604 Student Aid

708 Church Expenses (uncheck “Allow Posting”)

708.52 Office Supplies

708.53 Church Rental

708.532 Mortgage Payment

708.54 Telephone / Internet

708.56 Utilities

708.562 Electricity

708.564 Water / Sewer

708.566 Gas

708.568 Garbage Collection

708.57 Copier & Printing

708.58 Misc. General Expense

708.63 Building/Grounds Maintenance

708.65 Custodial Expense

708.7 Insurance

900 Building / Other Funds (uncheck “Allow Posting”)
901 Building Fund

904 Remodeling /

910 Reserve



Sample Local Funds accounts

Detail (Page 1)

> 102-199 Non-designated funds
102 Local Budget
104 Interest Income
106 Gas Royalties
108 Rental Income

> 201-299 Sabbath School
201 Sabbath School Local Expenses
204 Children’s Sabbath School
206 Adult’s Sabbath School
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Sample Local Funds accounts

Detail (Page 2)

> 300-399 Clubs / Youth / Children
302 Pathfinders Offerings
302.2 Pathfinders - Fees & Registration
304 Adventurers
304.2 Adventurers - Fees & Registration
306 Adventist Youth (AY)
308 Vacation Bible School

>  400-499 Church Ministries
402 Evangelism (Local)
404 Women's Ministries (Local)
406 Men'’s Ministries (Local)
408 Community Service (Local)
410 Health & Temperance
412 Music / Choir

» 500-599 Other Departments
502 Audiovisual
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Sample Local Funds accounts

Detail (Page 3)

27

708 Church Expenses

708.52 Office Supplies

708.53 Church Rental

708.532 Mortgage Payment
708.54 Telephone / Internet
708.56 Utilities

708.562 Electricity

708.564 Water / Sewer

708.566 Gas

708.568 Garbage Collection

708.57 Copier & Printing

708.58 Misc. General Expense
708.63 Bluilding/Grounds Maintenance
708.65 Custodial Expense Expense
708.70 Insurance
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> 900 Building / Other Funds
901 Building Fund
904 Remodeling
910 Reserve



Adding, Deleting and Editing Names

Dol g
e ST

Sort Drder 1 %/iﬁ 0& cﬁl

Mame

ter ~Donorinfo—" Edit “Adventist Book Center"
rrp Add Mew Mame [F8]
Church - Looge Offering i}
Mo Mame s} iSSU [100 or abowe is recommended) T Tl
5 abbath School - Loose Offering Delete Name
i Conf f 5 thedap &d
Vz:jas ASIENGE TS evenapAeher Mame: L, F 1Adventlst Book Center
Hthama!
Last Marne |Adventist Book Center Edi "Active” Staltus
Combine Mames...
Address
Hemo
EeHFhonai
Home Phone i
Work Fhonai
Email !
M Gat it
1D
F
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Adding a name

29

YV V V V VY

A\

YV VY

Click on the Add New Name button or press F8

You can assign an ID or let the system do it for you

Be aware that the First Name can be left blank, the Last Name cannot
Because of the above, company names are typed in the Last Name

Avoid nicknames for donors that plan to use the year-end receipt for tax
purposes

A correct address is important so the receipt can be sent, if not picked up
at church

Memo, Cell Phone, Home Phone, Work Phone, and Email are not required
and its use depends on your process

Donors that require a year-end receipt must have the Get Receipt field
checked

To enter contributions for a name, the Donor field must be checked
To enter checks for a name, the Vendor field must be checked
Both fields can be checked at the same time
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Deleting a name

» Names can only be deleted if there are no transactions
for it

> Once a transaction is added (unless deleted before
closing) the name cannot be deleted

» Transactions are kept for historical purposes
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Editing a name

» If any of the information entered when adding the
name needs to be changed, click on Edit “<name>"

> Make sure the check mark is visible

» Changes may include
o First or Last name changes
o Address updates
o Adding the Get Receipt option
o Adding the Donor or Vendor option
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Donors and Vendors

» Sometimes, while entering a check a name does not
show in the list and you know that you entered it

» Open the Edit Names screen and make sure that Vendor
is checked

» Only names with Vendor checked will show in the
check’s list

» The same goes for contributions - if the name does not
show in the list make sure that Donor is checked

» Only names with Donor checked will show in the
contribution’s list



Combining names

33

% Edit Names

T ID# * Mame

1D # m Combine Names

First 1D or lam: will b

iSBB Sabbath School - Loose Offering

Do

Church - LUUéE Offering ]

yo
p7

to Wendars, etc) under the first name will be moved ta
the second name, then the first name will be deleted.

Repons and year-end receipts will no longer listthe
deleted name ‘

All activity '(contfl'bufions from Donors, checks writen

Combine Donors

You are about to merge

996 Sabbath School - Loose Offering

with

995 Church - Loose Offering

and delete

996 Sabbath Schoal - Loose Offering

Is this correct?

Add New Name [F8]

Delete Name

Edit “Active' Status

i Combine Names:

v | X,
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More on Combining names...

» If you inherited or created a database with duplicate
names (a vendor and a donor, nickname and real name,
etc.) you can clean it up by combining names

> Always remember that the name that you select first is
the one to be deleted

» Once you click OK it will remind you again so make sure
you are keeping and deleting the correct ones
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Inactivating / reactivating a name

% Edit Names

D# @+ Mame Cancel
Active D H Narne 5 i i .
w190 Adventist Book Center [ Yanarinio Edit "Sabbath 5 chaol - Loose Offering'

195 Church - Loose Offering Add New Name (F8)

02 Electric Campany 1D {996 [100 or above is recommended)

v 194 Looge Offering B
2 \? No Name Name: L, F [Sabbath School - Laose Offering
| T Foanane [
:gg \I’E:S Conference of Seventheday Ads ietitane Im Hide "bctive" Status ‘
Combine Mames...
Address
If there are members that
have left the church, you e
may remove their names
from the lists by changing Eali i
their active status. If they Home Ehong
return, you can reverse the Work Phane
process. Emal [
[T GetReceint
Every name unchecked will :
not show in the contribution J# D

or check lists. st £

They will continue to show
here, though.
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Receiving Funds




Internal Controls

2

» Safeqguard the offerings
From the time the offering is collected to the time it is counted
there should be at least two, non-related, people with it.

» Counting
To protect the counting team and the treasurers from false
accusations and temptation, ensure that two or more people are
always counting, preferably not the treasurer. The treasurer may
observe the process.

» Taking money home
For the same reasons as above, avoid, if at all possible, taking the
money home. If you must, use a locked bank bag and have one of
the assistants take the key.
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More on Internal Controls

» Bank's Night Deposit
To ensure that contributions are deposited as soon as possible,
use the bank’s night deposit. If possible, have a deacon or safety

team member accompany the person that is making the deposit.

» Confidentiality
Any information regarding contributions should be kept
confidential. This information should not be shared with anyone.

» Designated funds and donor’s intent
The IRS calls it a “donor advised fund”. Once a donation is made
to a specific fund it cannot be redirected by the treasurer, the
pastor, the board, anyone, other than the donor himself/herself.
This must be done in writing so the church has supporting
documentation. There are exceptions if the church is dissolved.



Counting and validating

4

DEPOSIT COUNT SHEET AND OFFERING VALIDATION FORM

w

v

o

w

Loase Offering

childrans Offering

o e

L PR

@

o
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Every time offerings are
counted, document the
date, funds, amount, break
down, and names of
counters

Make sure the counters (at
least two non-related
people) sign the document

Include this document with
the envelopes, other
counting forms, and copy
of the deposit slip

Keep them organized by
week and month



First Step in Receiving Funds...

E Jewel - Sample Church

File  Offerings  Accounting  Maintenance

Help

counting documents
proceed to Start New

ecites: Start New Ol - 4 Offering. Notice that

. Next Step will guide
Write Checks

hrough th
Transfer Funds you through the

| . - =¥ process throughout
Reconcile . .

Reports & Graphs V. : the month.

o

Texas Conference of SDA
Sample Church
Sample Treasurer. Treasurer

Mo offerings entered yet
No checks.so far
i
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Why is my new offering different?

Depending on
your setup you
Gk Hew Ocing % will see one of
these screens

Mew Offering

Dffering D ate COiffering Total
070 e
07/211E T |

If you checked “Use
Deposit Slip” you will
see this one

Impott from AdventistGiving |

d ﬂ MNew Offering l

oK
v |
WARNING _
Mew Offering
YOU CannOt enter iaf_i E;figrlwcgu'l[aot;ﬂmll
. nEabals ~ the Deposit Slip
an Offerlng date T Import from AdventistGiving |
prior to the last If not, you will see this
one
one you entered
OK
v

6 | Receiving Funds | Texas Conference Treasurer's Certification | 2022



...because this setting is different

7

m Properties

Properties

OK

v X

Church Info l General I Intemet ]’ Accounts T Feports T Fieport Formats

~Backup Path

"Copy to Disk" Path

|E

Browse... l

General Options

I~ Use Deposit Slip <

Allow Transters Between
Conference and Local Accounts

™ Shaw "Frint Setup” Before Printing

This option changes
what you see when
entering a new
offering

Order Entered

jor &ddress

irnbers: for Contributions

~Checks

~Fiscal Year & Closing Dates

I™ Use Date from Previous Check

™ Using Preprinted Checks
[Uze when "Fay to Order Of" and
Check # are alieady printed]

I~ Print Memo on Check

Fizcal Year Begins in !Januar_l,l - l

At Year-End Closing, Zero Out ——
Al Sub Accounts
™ Budget Sub Accounts Only
#* No Sub Accounts
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Deposit slip

Jow

i Deposit Slip
-Deposit
DOiffering Date Deposit Date 9 2 5
TALE [o7/ns @@@@ % 4 @p e | K X
Bank Account for Deposit L i . Cancel
1 Checking ]
-Coins ——————————— -Bills ———————————— -Checks ~Totals
1c "-— = 000 + #1 r— o 0 * Amount| Check f Cains = $0.00
9 l_- = 4000 $2 r_- = 30 .OIHS = E
10e[ = 000 5[ - w0 Bils = 0
#e[ = 3000 ga = 0 Checks = $0.00
soc| = om0 g0 = 40 —— s,
#[ - gm0 gsn[ = 40
s0.00 gin| = 40
$0.00 $0.00

If you want to
capture more
detailed
information from
the counting sheet,
use this method.
Otherwise, uncheck
“Use Deposit Slip”.
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Editing total amount after the start

m Centribution Entry

omitTibution @ﬁ@ If you need to
correct the total

- Current Offering ™ gd\té!_ amou nt entered,

Trial E &
Deposit...
Close

HErvs . .
Dffering D ate Offering Total Entered C I | C k Edlt
forezine = |500.00 fi
-Enwvelope

Donar 1D ar Name

I Y Cancel Edit
Cash Check Env. Tatal Check #
| | e T

Running Total New Envelope [Fg)

iAccount | Amount Delete Envelope

> Nea
* Previous
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Editing total amount after the start

10

m Centribution Entry

Contribution Bty

This is how it looks

*!- like when Deposit
Current Offering ™ Edit |

Offering Total HEnvs Edit Deposit Slip | SI | p IS U Sed
Dffering Date [from deposit <ip) Entered
2|
= 1,000.00 ID |
iU?.-’ZEf] 4 = l LCancel Thiz Offering
-Envelope
Donar 1D or Name
|| _|+ e Cancel Edit
Cash Check Erv. Total Check #
[ + | | oo |

i Account

Funning Tatal l— New Erwelope (F8)

Amount
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Entering Loose Offering

m Centribution Entry

- Current Offering ™ Edit

#Erws
Dffering D ate Qffering Total Entered
forezine = |500.00 fi

~Envelope /

Donar 1D ar Name //

1994 Looze Offering r Ll

Cash Check Env. Total Check #

100.00 + l = 1000

L
Account |

You do not need a
donor name for
every single area in
which you collect
loose offerings. The
account will
determine where
the contributions

go.

i
i Dieposit...

S

Close

81.5 ADRA - Dizaster & Famine Relief
104 Chiden's Offering

81.15  Sabbath School Missions
20 55 Expense - Local Funds
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Tielele Ervelope
S

Next
Previous




Loose Offering Calendar

12

SABBATH

NV

Brownsville

DFW/Keene

Houston

San Antonio

Brownsville

DFW/Keene

San Artonio

p— T

T
m
w
<
>
P
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Jan 551 536 5:34 575 5:48 Local Church Budget 2 Apr | 7:48 751 M 7:39 754 Local Church Budget
Jan | 556 5:42 540 | 529 5ih% Religious Liberty (NAD) > 9 Apr | 751 755 7:46 744 7:58 Hope Channel Int'l (GC)
Jan | 6:01 548 545 535 558 | Local Church Budget -D 16 Apr | 754 8:00 | 750 7:49 8:02 | SWUC Educ. Endowment
Jan | 6:07 554 551 5 6:04 | Texas Vision 23 Apr | 758 8:05 7:54 7:54 8:06 | Texas Vision
Jan | 612 6:01 557 548 610 Local Church Budget z 30 Apr | 802 810 759 759 a8 Local Church Budget
Feb | 617 6:07 6:03 555 6116 Local Church Budget Z 7 May| 8:05 816 8:.03 8:04 | 815% Local Church Budget
Feb | 622 613 6:09 | 6:01 6:22 | Adventist TV Min. (NAD) z 14 May| 8:09 8:21 808 | 809 | 819 Disaster & Famine Reliefecnn
Feb | 626 619 6:14 6:07 627 Local Church Budget > 21 May| 813 825 812 814 8:24 Local Church Budget
Feb | 631 6:25 619 613 6:32 | Texas Vision '< 28 May| 816 8:30 816 819 8:28 | Texas Vision
Mar | 6:34 6:31 624 618 6:37 Local Church Budget (A 4 Jun | B20 8:34 8:20 823 8:32 Local Church Budget

ar d £ ; : E World Budget-Adv.World Radio e un 5 : ; i : 'omen's Ministries
M 6:38 6:36 629 | 624 | 64 C mnJ 823 8:37 823 | 826 | 835 | W 's M (NAD)
Mar | 7:41 | 133 729 7:45 Local Church Budget 18 Jun | 825 8:40 825 8:29 8:37 Local Church Budget
Mar | 7:45 746 57 724 750 | Texas Vision z 25 Jun | 826 8:41 827 8:30 | 8:38 | Texas Vision

Every Sabbath
Loose Offering
(deposited in the
plate) is assigned to
a ministry. The
treasurer must
ensure that this is
correctly allocated
as to respect
donor’s intent.




What if the envelope has no name?

13

m Centribution Entry

- Current Offering ™ Edit

Dffering D ate

Contribution Entsy

[o7zing =

#Erws
Qffering Total Entered
|500.00 2

e

Jewel includes a
donor named No
Name for these
cases

-Enwvelope

Donar 1D ar Name

pd

1997 NoName 4 |
Cash Check Env. Total Check #
[30.00 + | =] @om |
Account

B0 Tithe

102 Church Budget

Edit Envelope |

New Envelope [F8)]

Dielete Envelope
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Trial @

Deposit...
g Close

-~

£

If there are no
funds identified
in the envelope
most churches
include the
donation as part
of Loose Offering

~En

{‘Z



Editing an envelope

14

w Contribution Entry

Once the envelope
is entered, the
information can be e

Deposit... %
Close
corrected by
- Current Offering ™ Edit . . .

— clicking Edit

DOffering D ate Offering Total Entered

|o7s21n8 j |500.00 | Enve/ope

~Envelope
Donor ID ar Name:

Check #
|30.00 + | = a0 |
Mew Envelope [F8]
Account | Delete Envelope
a0 Tithe
102 Church Budget

ISS? Mo Name _L! Edit Envelope f |
Cash Check Env. Total
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Canceling an edit

w Contribution Entry

~ Current Offering ™ Edit

#Erwvs
DOffering D ate Offering Total Entered
iD?#21 8 j |500.00 I2

~Envelope

If you realize
that the edit is
not neededyou | = | &
can cancel it by =
clicking Cancel
Edit

Donor ID or Name

{397 NoName

__|._!+ ik Cancel Edit fl
Erwe. Total

Cash Check Check ft
000 4] [ |
Running Total 3000 New Envelope [F5)
Account
a0

Tithe

102

Church Budgst

Delete Envelope

“ Previous

15
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Moving between envelopes

m Centribution Entry

o Jewel provides
v " TERIETFY
ongripution Entry | ", ability to

Trial &
Deposit. . %
lose
- Current Offering ™ Edit

Dffering Date Offering Total

move back and
s, ‘ forth between
|oF/21118 j |500.00 [
the envelopes
as you enter
-Enwvelope
Donar 1D ar Name t h e m
857 NoName =l Edit Envelg
Cash Check Erw. Total Check #
[30.00 + | =] @om |
New Envelope [F8)]
Account
B0 Tihe
102 Church Budget

Dielete E nve\opz

16
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Selecting names

m Centribution Entry

- Current Offering ™ Edit

Contribution Entsy

#Erws
Dffering D ate Offering Total Entered
forezine = |500.00 [z

Envelope

Donar 1D ar Name
5 &b

Ll = Cancel Edj

Church - Loose Offering
Looze Offering
i

Mo Narne

New Envelope)

oose

Dielete Ene

There are several ways
to select a name
1.You can type it
2.You can type part of it
and use the down
arrow to search for
the rest
3.You can click on the
“+” sign and select it
from Edit Names
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If the name does not exist...

18

-~ Current Offering [ Edit

#Erwvs
DOffering Date Offering Total Entered
[zt = [500.00 |z
~Envelope
Donar 1D ar Mame Jewel
|Sm|th,JDhn
“Smith, lohn" is a new Donor or ID #. [t cannot be used until added. Do
Cazh Check Env. Tatal you wish to add it?
| + | = 0.00
Ruri
iAccount

...this message
will appear.
Remember, if
you know the
name exists or
you are not
sure, you can
select No, click
the “+” sign
and search for

ex
“ Previous
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Add names using the same tools learned

ﬂ Edit Names

If you click Yes

T D# * Mame
H o, ”n
D tow S or click the “+
930 Adventist Book Center ST el Bl
995 Church - Loose Offering i ™ Aad New Name (F8) Si n O u Wi I I b e
934 Ls i [[aR {100
2 Nooops']eameenng fo0] [100 or sbove iz recommended] 705-‘%2 o g y
996 Sabbath 5chool - Loose Offering X " .
933 Texas Conference of Seventh-day Adver Name: L. F |3mith, John re d I re Cte d to

393 oid

Sith. John Fitst Name [John

the Edit Names

Last Mame ;Smﬂhi Edit “Active" Status \
Address Combine Names... SC ree n’. th e
st same one we
discussed in
CellPhone| .
HomaPhonej the preVlous
Wark Phone [ .
Ema\l’—- Sect|0n
W Get Receipt
¥ Donor |
I Mendor |
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I know that name is there!

20

w Contribution Entry

~ Current Offering ™ Edit

Trial
Deposit. .

Here is the
“+” sign!

Amourt

i Account

#Erwvs
DOffering D ate Offering Total Entered
iD?#21 8 j |500.00 I2
~Envelope
Donor ID or Name
bt ke J=i ] Cancel Edit |
Cash Check Env. Total Check #
| + | =] 0w
Runring Total Mew Envelope [F8]

Delete Envelope

Q> Next
“ Previous
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I cannot remember what I entered

m Centribution Entry

Sometimes you

ontribut) have several 3
Trial %

Deposit...

envelopes, same Close
person, same

- Current Offering ™ Edit

Dffering Date Offering Total gnﬁ;r\:d a m O u nt a n d Ca nn Ot
iommaj |500.00 [ remember hOW

many you entered...

-Enwvelope use TI'IGI DepOSIl’
Donar 1D ar Name
100 Smith. Johri el Cancel Edit |
Cash Check Env. Total Check #
| + | = oo |
Funning Tatal l— New Envelope [F8)

Amount

iAccount Dielete Envelope

h Previous

21 | Receiving Funds | Texas Conference Treasurer's Certification | 2022



Trial Deposit

22

e Trial Deposit - 07/21/18

Danor Mame | Cash| Checks|
Loose Offering 100.00 0.00
Mo Mame 30.00 Q.00

Sraith, Johin 100.00 0.oo

Tatals Z30.00 (.00

To go back use
Make Corrections.
If you click Close, it
will take you to the
main menu.
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If you need more
specific information
click on Trial
Contribution Report

fake Depost...

S

Close

g

& Print

Offering D1 ate
072118

W

Offering Tatal
500,01

:

Ervelope Total
230.00

Difference
27001

:




Trial Contribution Report

ﬁ Contribution Report

i Date:

|Curert Oftering (7721 TRIAL) | [07/21418 Ta [07/21018

Comlimion s
GE

to Clipboard
@y 0 Clipboar: o

] X

<

Mo Mame et

Smith, John 28

Grand Total

Childen's Offering
55 Expense - Local Funds

Donor Mame | DatelAccount Mame | Amountl Weekly Totall Period Total
Loose Difering /21418 Sabbath School Missions 15.00
ADRA - Dizaster & Famine Fielisf 50,00

25.00

Tithe: |
Church Budget 10.00
Tithe 50.00
‘Wworld Budget Offering 10.00
Texas Vision 10,00
Church Budget 25.00
55 Expense - Local Funds 5.00
Summary by Account:
Tithe 70.00
‘world Budget Offering 10.00
Sabbath School Mizsions 15.00
Texas Wision 10.00
Conference Funds 105.00
ADRA, - Disaster & Famine R elief 50.00
Church Budget 35.00
Childen's Offering 2600
S5 Expense - Local Funds 15.00
Local Funds 125.00
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Tatal Contributions

b“g Print ITﬁ Close

The Trial
Contribution Report
shows the accounts

used for each
envelope




What if I receive money from the Conference?

W Contribution Entry Decide with the
om @i{é’ board where the
money needs to go NEN &
and add it to the Close
- Currert Ofiering ™ Ed - right account
Offering Date Offering Total Entered
s =[50 o

~Envelope
Donor ID ar Name /

ISSB Texas Conference of Seventh-day Adventists _L! Edit Envelope I
Cash Check Env. Total Check #
| + [20000 = | [12345

NawEnvalopa [FS] 1

iAccnunl / | Armount, Delete Envelope
am Building Fund —

“ Previous
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After entering all envelopes...

e 3 gieis Ept
i Contribution Entr

If the sum of all

onEEbtion @ﬁ@ envelope amounts

matches the Dol C}é
offering total that
- Current Offering ™ Edit -~ you entered at the
Dffering Date Offering Total Entered . . .
[izine =  [s0000 E beglnnlng, you will
see this message
~Envelope
Donor 1D ar Name Jewel
]101 Smith, Jane
The amounts of the entered envelopes equal the offering total.
Lacla Claccl - Env. Total ‘Would you like to proceed to Make Deposit?
. . = I F0.00
If you finish

Funning 7

entering all the
envelopes and do

not see this N Previons |
message, use

Trial Deposit to

find the

discrepancy
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Make the deposit

i Make Deposit - 07/21/18

Muke Deposit

~Deposit Info
. # Erwes Cash 230.00
Offering Date  Entered Checks 270.00
07/2118 I5 Total 500.00

Deposit Date Memo
|07/26118 |07/21118 olfering deposit

Bank Account for Deposit
[ Checking |

D | Account | Amount
a0 Tithe
8112 ‘World Budget Dffering
8115 Sabbath Schoal Missions
8214 Tewas Vision

Corference Funds

1.5 ADRA - Disaster & Famine Fielief |

102 Church Budget

104 Childen's Offering

201 55 Experse - Local Funds.
am Building Fund

Laocal Furjds:

Deposit Total|

Trial Deposit.. |

Trial Contribution
Report
M ake Corections. |

v

QK

Cancel

To document
the weekly

during the
audit) print the

Trial Deposit
and the Trial
Contribution
Report and
save it with
your other
documents
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Last offering of the month

Even if there are

After entering the no other
offerings for the deposits, it is

last Sabbath of the convenient to

month, you will
y select No. Use

receive this this ch ;
message IS Chance to
The last offering you have entered is for July 21, review Wh at you
\ Is this the LAST offering in July? h d
[HINT: Answering “Yes™ will allow you to make your monthly remittance ave e nte re

ar

write other checks, answering "No” will let you start 3 new offering.) before selecti ng
the last offering.
Also, you need to
do this if you
have one final
Adventist Giving
offering.
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Selecting the last offering...

ﬁ Jewel - Sample Church
File | Offerings | Accounting  Maintenance  Help
NSF Check Reversal...

Start New Offering...
Make Deposit...

-

After entering
the last offering,
check your
reports, ensure
that everything is

correct and send
the remittance.

You do not have
to wait until you
close the month.

Texas Conference of SDA
Sample Church - July. 2018
Sample Treasurer, Treasurer
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Once you have
entered the
Adventist Giving
offering and made
your backup, use
this option to finish
entering offerings
for the month.

Last offering: 7/21/18
No checks so far
&




Selecting the last offering...

29

E Jewel - Sample Church

File  Offerings  Accounting  Maintenance  Help

a New Offering

ey Offering

Drate Offering Tobal wil
be calculated by
the Deposit Slip

Import from AdventistGiving

Mo More Offerings inJuly

NextStep: Start Nel

Wit oK

Trat ,

Rec:

Texas Conference of SDA
Sample Church - July. 2018
Sample Treasurer. Treasurer
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You can also use
the button under
New Offering

Last offering: 7/28/18
!_l;ast check #100. wriﬂen’?ﬂ Fak:]



AdventistGiving

e Adventist Giving

(select a church)

Donate

Giving hope ToFtemorrow—

Jo gelistarted, please choose your church below

Adventist Giving

Adventist Giving allows you to return your tithe and give your
offerings online while you do your online banking, are on a long
business trip, on vacation, or even if you are unable to attend
church due to an iliness.

But most impartant of all, if you desire to give back to the Lord all
of your firstfruits as soon as you have them, you can do it
immediately through Adventist Giving.
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Adventist perspective

Seventh-day Adventist beliefs are
meant 10 permeats your whele life.
Growing out of scriptures that paint a
compelling portrait of God, you are
invited to explore, experience and know
the One who desires 1o make us whole.

Login




How to enroll in AdventistGiving

A\

Go to https://adventistgiving.org/
Select the name of your church

If the word “Enrolled” is next to your church’s name,
your church can receive donations via AdventistGiving

» If "Enrolled” does not show up, you will get
instructions on how to request a sign up for your
church

» REMEMBER: The service is free to your church

YV V¥V
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Start here...

e Adventist Giving

Giving hope Tortemorrow—

Jo gelistarted, please choose your church below

Adventist Giving

Adventist Giving allows you to return your tithe and give your
offerings online while you do your online banking, are on a long
business trip, on vacation, or even if you are unable to attend
church due to an iliness.

But most important of all, if you desire to give back to the Lord all
of your firstfruits as soon as you have them, you can do it
immediately through Adventist Giving.
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Adventist perspective

Seventh-day Adventist beliefs are
meant 10 permeats your whele life.
Growing out of scriptures that paint a
compelling portrait of God, you are
invited to explore, experience and know
the One who desires 1o make us whole.

(select a church)

Donate

Click here to
log in

Login




Log in...

33

e Adventist Giving

Password

Keep me logged in (not recommended on shared device)

| forgot my password Sign Up
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Log In

Enter your
email and
password




Treasurer Portal

e Adventist Giving

Click here to

Be aware that enter the
you will use the Treasurer’s
same account to oortal

donate as you

use for treasury 'Vlng hOpe fO

related tasks
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(select a church)

Account history & profile

Log out

MOIrrow—

%



AdventistGiving Main Menu

Manage your church

Il & & &

Generate reports Manage offering Update bank Active donors
categories information
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List of Active Donors

This option lists
currently active
donorsand |
allows you to

Active Donors add an ID to
their name

Management = Active donors

Last Name First Name

[
x
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Instructions to Update Bank Information

Management = Update bank information

Update bank informa

This option
gives you
instructions to
update your
bank
information

To update bank information, please follow the ingyetlions below:

. Download and fill out the PDF form.

2. Have the form signed by Church Pastor and Church Treasurer.

3. Submit the signed form along with a voided check via Email or FAX.
Email: Help@AdventistGiving.org
FAX: 866-424-0956

4 Once the form is received, you'll be notified when the update request has been approved.
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List of Offering Categories

38

Management > Offering categories

Choose if the

A If you want,

: you can enter
b Offerlng cal anaccount
Slesse note N0 medneationie| - UMber. We
suggest that it
matches the
number in
Jewel.

account is
active or
inactive

To display in
the first page,
choose this
option
(only 10)

N\

Code Active

= Vacation Bible School

= Local Evangelism

|
| = Pathfinders Club
|
|
|
|
|
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102 @
405
320.02
320.04
350

305

/ Show preview

Featured*

o
@)
o
@)

L T S T . T




Entering Offering

Add category

~.

Categories

\

*Up to 10 *Featured” eategories will appear on the donation envelope, all other active categories will be available under *More Offering Categories.”

— Tithe » \ \

——

— Conference p

T~
Click on Add D

Category to

| enter a new
1
—World p —— account
Edit Offering Categories
Category Name* Local Code
Local Church Budget 102
Description

i
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Create Offering Categories

Category Name* Local Code

Description



Categories will show up here...

One-time donation |

Tithe

Personal Giving Plan recommends: 10% @

Local Church

Personal Giving Plan recommends: 3-5% @

Local Church Budget e !
I O )
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Tithe

10% of our income is God's

God asks us fo return a tithe. To do so
recognizes Him as the Owner of all creation.
This is not & financial transaction but an
expression of faith and a matter of simple
honesty. He designed it to be a blessing to us
and to others. The tithe is foundational o His
work and our participation makes it the
greatest source of funding to advance God's
mission.



Conference & World offerings look like this

Conference/Union
Personal Giving Plan recommends: 1-2% @

Texas' Vision
TX ACS - Hurricane Harvey Victims e
Texas Evangelism
Texas - Educate for Eternity G
Lake Whitney Ranch - Development
Texas Adventist Community Services G
Texas Evangelism - Waldenses

Texas Evangelism - Reach the World Next
Door > -
Ingathering-ACS(personal) e

More Offering Categories...

Texas' Vision

World

Personal Giving Plan recommends: 1-3% @

Adventist Community Services (ACS) - D
Hurricane Relief
Hope for Humanity (Ingathering) s -

More Offering Categories...

Total ysp

41 | Receiving Funds | Texas Conference Treasurer's Certification | 2022



More Conference Offerings Categories...

42

¥ Texas' Vision

1#] T ACS - Hurricane Harvey Victims

¥ Texas Evangelism

! Texas - Educate for Eternity

¥l Lake Whitney Ranch - Development

Add Conference Offerings

¥ Texas Adventist Community Ser

¥ Texas Evangelisim - Waldenses

W Texas Evangelism - Reach the World Next

Door

¥l Ingathering-ACS(personal)

Back to envelope

| Receiving Funds | Texas Conference Treasurer's Certification | 2022

U Ingathering-ACS(solicited)

| Texas Education Endewment

Sauthwestern Adventist Uni

World Temperance

Ll Wamen's Ministries - Confererice



More World Offerings Categories...

43

Search for more offerings:

Uitering name

Showing first 30 of 304 categories. (show all)

¥} Adventist Community Services (ACS) -
Hurricane Relief

o) Sabbath School - Investment

Ll Christian Record Services for the Blind
¥ World Budget

[ Annual Sacrifice

(2 Missions Miscellaneous

I Mission Extension

L Disaster and Famine R
U Lama Linda Universily

[H Andrews University

Add World Offerings

I Faith For Today

_ Camp Meeling Mission

¥ Hape for | lurnanity (Ingathering)
1 adventist World Radio

LI GC Session

I El Salvador

| Africa

C Africa - Bibles

{ Africa -Church Roofs

L Estenia Mission

Back to envelope
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1 AID Africa - Indian Ocean Division
I Albvania

I Albania Churches

I Bibles for Wales

I China

L Fthiopia

) Eure-Africa Division (EUD)
I_I'Eurc-Asia Division (ESD)

I} Russian Evangefism

I Ukraine - Pastors (Adopt-a-Pastor)



...and a few more

1 Adventist Community Services (ACS) -
Hurricane Relief

| 8abbath Schoal - Investrnent

[ Christian Record Services for the Blind
¥ World Budget

[ Annual Saerifice

[ Missions Miseellaneous

LI Mission Extension

I Disaster and Farmine Relief

(1 Lowma Linda Universily

[ Andrews University

I Faith For Today

LI Camp Meeting Mission

¥ Hope for Humanity {Ingathering)
1) Adventist Warld Radio

I GC Session

& £ Salvador

L Afrca

[ Africa - Bibles

[ Africa- Church Roofs

I Estania Mission

(2 AID Affica - Indian Ocean Division
1 Albania

[ Albania Churches

[ Bibles for Wales

1 china

& Ethiopia

I SV S e T
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Add World Offerings

[ Haitian Uriion (1AD)

[ India - Chureh Building

O India Orphanage

[ gentinela, Bl

£ Moldova, ESD

[ Honduras - Orphanage

[ GC Health Ministries

[ Cuba - Bible Workers

O wietnam Mission (SSD)

1 Philippines-Evangelism

[ Seuth African Bushmen

[ Medical Missionary

[ Missionaries

O Philippines-SULADS

2 Egypt

[ India - Chapel Praoj

[ India - Bicycles

[ Lawia-Czesis Ch Bldg Fd

[ cuba - Prison Min

1 Global Mission (GM) - 10/40 Window
[ Bibles for Irag

CJ CRS Ad] (CANU)

[ India - Bibles

[ gibles for Afghanistan

[l Christian Record - Bibles for the Blind
[ World Mission Budget

I Cambodia Adv Mission (S50)

1 Darfur, Sudan

L gentral Malawi Youth Evan (S1D)
[ Maluti Hospital, Lesotha (SID)

L) AWR-Nepal

) Kazakhstan (ESD)

1] caribbean Urion College Dorm

L Kisagazi Ch Bldg, SW Uganda Field
L] ADRA - Girl Save Proj

LJ Ten Doltar Homes

£ Adventist Community Sves - AYES
1] Esperanza TV

L Seven Signs

J ADRA - Congo

L) Adventist Community Sves - California
Fires

L) One-Day Church

J HFH - Mhlengeko Projects

[ Haili Disaster Relief (SDA)

1 Food for Fiji

O Japan Earthquake - SDA

) NAD Qutreach Project

[ NAD Evangelism

[ Adventist Community Sves - Tornadoes
[ ADRA - Famine Relief

O Adventist Community Sves - Wild fires
L Liberia Mission Schools

[ Palau Mission Academy



Reports

Always use the
Official deposit
reports to
import into
Jewel

Management > Generate reports

e S |

Download the

— Official deposit reports

A | o018/07/19 I018/07/15 €

h ~— Pending transactions

DO NOT use
Pending
Transactions
reports or Date
Range reports
to import into
Jewel!
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. Download CSV [8 Download PDF

When entering PDF here

AdventistGiving offerings 7
in Jewel, make sure to use
THIS date and not the |

“Transfer date”. Always i
refer to this column to

select the correct reports
for each month.

— View a date range

reference only

Ecsv PDF

Select a date range below to build a report for a specific time period

Start Date End Date

Important: this is not intended to replace official monthly reporting, and €© ovide fO r a S pe C | f| C

Use date range
to view reports

period, like
weekly
offerings |




Transfer Report Sample (PDF)

46

Church name and

Transfer report \ Sample SDA Church
P address : 1234 Sample Ave

Sample, TX USA

Date: 09/04/2020

Tithe: $635.00
World Budget: Amounts > $5.00
Combined Budget: $30.00
Sabbath School Local Fund: <] Accounts $40.00
Building Fund: $10.00
Total amount for the date(s) selected: $720.00

Total donors for the date(s) selected: 2

Note: Amounts shown on the report are in USD currency.
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Import from AdventistGiving

m Jewel - Sample Church

File ~ Offerings  Accounting  Maintenance  Help

g New Offering

MNew Cfering
Dffering Date Offering Tatal
|77 |

Impart from AdventistGiving ‘

Mo Mare Diferings in July |

NextStep: Start Ney

Texas Conference of SDA
Sample Church - July. 2018
Sample Treasurer. Treasurer
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If you are using
AdventistGiving
click this button to
enter the offering.
Do not need to
enter the Offering

Last offering: 7/21/18
No checks so tar



Mapping accounts and donors

48

g Import Offering from AdwventistGiving

Diate I 8/31/2020
Differing Total | 720,00

Accounts 3 not mapped

v | X

Donors £ not mapped

|AdventistGiving | |
John Doe 7
Jane Doe ¥
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|AdventistGiving | | |Jewel
0a0l Tithe ~» 80 Tithe
102 Combined Budget -
201 Sabbath School Local Fund 3
0500 *arld Budaget -
901 Building Fund -» a0

This step takes a
little longer the
first time but
after that, only
new ones need
to be mapped

Map Account... |

The first step is to
map the accounts
fmunl - and the donors

320,00
400,00 l
tap Donar... |



Account Mapped!

49

ﬁ Map AdventistGiving Account

—adventistGiving Account

AL Code Local Code Dezcription

|201 | |Sabbath Schaol Local Fund

—Jewel Account

Account Name

201 Sabbath School Local Exp

Tupe ILu:u:aI Fund

D [201

Mame ’Sabhath School Local Expenses

Memo

¥ Tax Deductible

v | X

The Adventist

Memo

Giving name is now
saved
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-Account Info—T" Edit "Sabbath School Local Expenses'’ -

Type [Bank Account [Checking, Savings)
Liability [Mortgage or other loan]
Conference Fund [Tithe, etc.

D [201

Mame ISabbath School Local Expenses

¥ Tak Deductible
¥ &llow Posting

I Subaccount of:

AdventistGiving Mame

|5abbath School Local Fund

Clear




Donor Mapped!

g Import AdventistGiving Donor X

AdventiztGiving Donar
Mame “ x
|dohn Dos Cancel

PaidBy  |John Doe

Address  |2345 Sample St
Sample, TR 77777

Donot Info— Edit "Das" -

1D {108 [100 or above is recommended]

Name: L, F [Doe, John

+ Existing Jewel Donor

Donor Mame

First Name |John
Address | 2345 Sample 5t
Sample, T 77777 LastName [Doe
Address | 2345 Sample St
o [1o8 Sample, TX 77777
Memo
€ Mew Jewel Donor
Cell Phone
[} [100 or above iz recommended) Horme Phone ,‘;
First Mame l— ok Brone
Email

Last Mame F ;

Address The Adventist -
Giving name is Nnow |~ =
saved T~ | et

[ |
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Map all accounts

g Import Offering from AdwventistGiving

Diate I 8/31/2020
Differing Total | 720,00 “ Cancel

Accounts
|AdventistGiving | | |Jewel | Aot
0aol Tithe -» 80 Tithe £35.00
102 Combined Budget - 102 Local Church Budget 30,00
201 Sabbath School Local Fund -x 201 Sabbath Schoal Local Expenses 40,00
0500 *arld Budaget -x 81 “world Budget Offering . Map Account... |
901 Buiding Fund 3 Building Fund 10,00

Danors

| | AdventistGiving | | | Jewel | Aot
John D - Doe, John

A400.00

tap Donar... |
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When done...

w Make Deposit - 08/31/20

v | X

~Deposit Info

Trial Deposit...
: HEnve Cash 0.oo
Offering Date  Entered Checks

720.00
08/31.20 |3 Tatal 720,00

Deposit Date Memao
[oe/31/20 |BdvartistGiving deposit for Aug 31 2020

Bank Account for Deposit P ri n t t h e Trial
I'I Checking ;I Dep Osit’ t h e
Trial

D ‘ Account |Amount
a0 Tithe
8112 World Budgst Offering

Conference Funds|

Contribution

102 Local Church Budget .
201 | Sabbath School Local Expenses | Trial Contribution R e pO rt an d C | IC k
amn Building Fund Fepart...

Lacal Eurjt_:ls;

Depasit Total: . ake Comections... | O K
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Disbursing Funds




Disbursing Funds

» Control Environment
Overall attitude, awareness, and action of the church board,
pastor(s), elders, members, and others concerning the
importance of control and the way it is used in the church. Less
involvement, more financial irregularities.

» Control Procedures
All the policies and regulations over the church’s transactions and
assets. For example: all transactions should be authorized by a
responsible person or body, duties should be segregated, etc.

» Documentation
Transactions should be well documented. Each check (manual or
electronic) should have backup receipts, invoices, etc.



Requesting a check...

A\

Use a form for check requests

This will ensure that you know
who to make the check to, why
g the check was requested, what
department is requesting the
funds, and the exact amount

A Ao » Ensure that receipts are
Authorized Signature: Name of signatory: a tta C h e d

FOR TREASURY USE ONLY

> If a department head must
authorize the disbursement,
have them sign the request %

7
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A\

Pay to the order of:
{Who should the treasurer m

Description of expense:
(What are these funds being use




Use checks to disburse funds

4

E Jewel - Sample Church
Help

Accounting  Maintenance

File  Offerings

NextStep: Start New Offering

Write Checks

Transfer Funds
Reconcile
Reports & Graphs

Texas Conference of SDA
Sample Church
Sample Treasurer. Treasurer
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Checks can be written

at any time during the

month, even after the

remittance has been
sent

Mo offerings entered yet

No L‘.hEl_‘.kSl_‘El:l far



Managing more than one account...

5

a Write Checks

f

Checking

Sample Church
Sample City, T

Py tathe Orderal |

Exacty

Account

This option is often
overlooked but if you
have more than one
account, itis
important to know
that you can use
checks to withdraw
funds from all of
them. For example: a
withdraw from a
savings account can
be entered as an
Electronic Payment.

Electronic
Fayment:

OK

v

Mew Check [F8]

Next
Previous

Check Repart..,
Print Checks

Print this Check.

Cancel
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Check number and date

a Write Checks

If using hand-
written checks ﬂy%’ﬁ;"@ e k‘ v X
Cancel

make sure that

. the number and =
1 - 400.00
the date
] matChes What \ Mew Check [F8)
you have in the Chesk # [0707
book = [ e |
Date [07/01/18 h BinTiis

Fay ot Orderof | JEE| 4
Check Repart..,

Exacty Dallars
Print Checks

I Print this Check

Heo | Satnyle TTeasuer
Treasurer

Electronic

Fiurning Total I = Fayrment

IAccnunt |

6
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Payee, amount, memo and accounts

7

% Write Checks

| b Cheeks
Enterlng a name is similar to

offerings. Just make sure
B H Balance
that V.endor is selected in 1 i
Edit Names screen

2‘1_

The amount must match the
amount on the check. If
using preprinted checks this
is the amount written.

OK

v

\

Sample Church
Sample City, T

Check # (0701

Date 0741118

|-

This section is used to define
where the funds are coming

from. Examples: Local

Pay tor the Drder of +J - 1 !
Exactly Dallars
e | Sampie Tregsus:r
Treasurer
Fiunning Tatal E:ﬁ;z:ﬁ
Account | Amount

This is critical to your
reporting! Always remember
that others will be reading
the reports and the memo
explains why the money was
disbursed.

Sabbath School, Evangelism,
Electricity, etc.

Mew Check [F8]

> Noxt
“ Previous

Check Repart..,
Print Checks

I Print this Check

Cancel
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Electronic payments

e Write Checks

Iake TPAyImenES %

— Electronic payments
2 e change color

1 Checking

Mew Check [F8]

w Next
B _ h Previous

Check Repart..,
Print Checks

I Print this Check

Any disbursement that

does not use a check
can be entered using

an Electronic
Payment. In many
situations it is
preferable than using
a Journal Entry.

Cancel

8
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Buttons and more buttons

9

% Write Checks

I Checking

Sample Church
Sample City, T

Pay to the Drder of I

Exacty

Account

New check, Next, and
Previous are self
explanatory and we
have seen them
before.

Check Report allows
you to see a list of all
checks written during
this or any other
period.

Let’s say that you do
not remember the
memo used for a
certain payment. You
can use Check Report
to find the check. You
can also use it to
ensure that you have
paid an invoice.

Check # (0101
Date [07/01p18

|Saris Fressures

Treasurer

Electronic
Faymeant:

OK

v | X

Mew Check [F8]

M: Next
“ Previous

Check Repart..,
Print Checks

I Print this Check
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Printing vs Cash Disbursement Form

10

Check Number

Payee

Fund

for non-routine checks?)

Vote Number

*All expenditures n!thdl are strictly routing should be_ orized by the church beard.
—

 —

!UT o
:;UT."EH 18

Pay tor the Order of ]

Exacty

Mo If you are using a Cash
Disbursement Form
and want to save
ot some time, print the
check instead. It has
the same information
except the Vote
Number, and you can
write that one
manually.

s Freasires

Treasuy

Aactronic
Faymeant:

OK

v

Mew Check [F8]

o“_;,;& Next

“ Previous

Check Repart.., |

Print Checks

v

Cancel
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Voiding a check...

ﬁ Jewel - Sample Church

File  Offerings = Accounting  Maintenance  Help

Make General Journal Entry...

Make Manual Remittance...

Void a Check...

Write Checks...
Transfer Funds...

Reconcile Bank Sfatement...

Reports and Graghs...

From the top menu
click on Accounting
and then click on
Void a Check...

e Void a Check

i~ Time Period
& Last 3 Months Only " Shaw All Checks ‘

—Sart Order
o+ Date " Check # " Payee 7 Amount  Memn ‘

1. Choose a Check:
Date | Check #

: 070118 | Electiic Compani

Select the check
that would like to

You are about to void check #100,

to Eeckic Company void
for §100.00 . Cllck OK
Is this correct?
*  When the

confirmation
message appears,
verify the
information and, if
everything is
correct, click Yes

2. Enter Memo:

Date Memo
1091119 |Woid check #100 on 07/01418
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Payroll

» Contractors
Many times we hire cleaning or yard services from individuals
who are not properly insured or bonded. As a result, if a person
gets hurt or if there is damage to property, the individual cannot
respond to a claim.

» You can process the individual’'s payment through the
Conference's payroll system. The Conference
withholds income tax, Social Security, and Medicare

from wages paid ensuring the individual is covered.
> Please let us know, if you are interested



Debit and Credit Cards

» Using debit and credit cards to purchase goods and
services has become a standard means of commerce
in today’s financial environment. Some churches may
see the need to have a debit or credit card to conduct
business transactions. If a church chooses to do so,
policies and procedures should be established to
safeqguard unnecessary and fraudulent use of the debit
or credit card, as well as the safekeeping of the actual
card.



More on Debit and Credit Cards

> Guidelines

O

Credit cards are discouraged as they are tied to a Taxpayer ldentification Number (normally Social
Security) making an individual liable for the debt of the church

If needed, use a debit card which is tied to the church’s checking or savings account

Open a separate account to be associated with the debit card and limit the amount of funds transferred
to it every month. Only those signing in this account can use the card.

Whenever possible, continue to use checks for all purchases and use the debit card only for online
purchases

Establish a procedure for authorizing purchases before they happen and ensure that the treasurer is
given a receipt of each purchase

Have a notification sent to the treasurer, pastor and first elder every time the card is used
Keep the debit card in a safe place. Never carry on one’s person.
Avoid giving debit cards to individuals in position of authority (pastor, first elder, etc.)

Identify a purchasing agent responsible for using the debit card — the church’s clerk or the assistant
treasurer can make the transactions and the treasurer reconciles

Reconcile all purchases at the end of every month %/
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Budgeting
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A map provides direction

< O Texas Conference of Seventh-day Ad...

Q@ La Torretta Lake Resort & Spa

® 3hr1 B — % 3d So1d

3 hr 11 min (201 mi)

Fastest route, the usual traffic

This route has restricted usage or
private roads.

7
’ &S Phlestine
m Fa\hnM ¥ ) A

. 45

o There is on-site parking at this destination

FIND PARKING

Q Texas Conference of Seventh-
day Adventists s
1211 US-67, Alvarado, TX 76009 3 hr 11 min

4 Head east on E Henderson St toward Old
US Hwy 81/N Pkwy Dr

0.2 miles
r Turn right onto Old US Hwy 81/N Pkwy Dr
Continue to follow N Pkwy Dr

Pass by Wells Fargo Bank (on the right)

1.6 miles

®  Turnright onto County Rd 401
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The church

4

Budget
Monthly Annual
Summary
Income 4,250.00 51,000.00
Expense (4,250.00)  (51,000.00}
Difference - -
Income
102 Local Church Budget 4,000.00 48,000.00
104 Interest Income 50.00 600.00
106 Gas Royalties 200.00 2,400.00
108 Rental Income 5 =
Expense
SABBATH SCHOOL 250.00 3,000.00
201 Sabbath School Local Expense 100.00 1,200.00
204 Children's Sabbath School 100.00 1,200.00
206 Adult Sabbath School 50.00 600.00
CLUBS / YOUTH / CHILDREN 300.00 3,600.00
302 Pathfinders 100.00 1,200.00
304 Adventurers 100.00 1,200.00
306 Adventist Youth (YA) 50.00 600.00
308 Vacation Bible School 50.00 600.00
CHURCH MINISTRIES 950.00 11,400.00
402 Evangelism (Local) 500.00 6,000.00
404 Women's Ministries (Local) 100.00 1,200.00
406 Men's Ministries (Local) 50.00 600.00
408 Community Service (Local) 100.00 1,200.00
410 Health & Temperance 100.00 1,200.00
412 Music/ Choir 100.00 1,200.00
OTHER DEPARTMENTS 50.00 600.00
504 Audiovisual 50.00 600.00
ADVENTIST EDUCATION 100.00 1,200.00
604 Student Aid 100.00 1,200.00
CHURCH EXPENSE 2,200.00 26,400.00

708.52  Office Supplies - Church Expense
708.53 Rental - Church Expense

| Budgeting | Texas Conference Treasurer's Certification | 2022

needs direction also

» The church should have a spiritual
plan

» It should also have a financial plan

» A budget provides financial
direction and assists in arriving at
the proposed destination



Creating a Budget in 3 simple (maybe not!) steps

» What does history say?

The first step is to look at income and expenses from previous years. An
average of the income and expenses will give us an idea of what we need
to administer the ministries of the church.

» What are the plans for the future?

Things change so every ministry should have plans and a good idea of
what that plan will cost. Include this in your budget.

» Is it balanced?
If the planned expenses are greater than the income, we must adjust.
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What does history say?

The following
reports can help
when looking at
historical
financial trends

6

Financial Summar i
Monthly Budget
Contribution
Reppfts Deposit
Check
Transfer/&llocation

Contribution Statistics

Income. /Expense
Balance Sheet
| Accoun t Journa |
Misc.
Receipt:
. M am
Lists

Manthly Expense

Comparisons
Antwaal

Graphs Graphs

Taxes Form 1099 Payments

| Budgeting | Texas Conference Treasurer's Certification | 2022

The Financial Summary provides
a sum of income and expenses

The Monthly Budget, if one is set
up, provides a comparison of
budget vs actual

The Summary Contribution
report shows the income

The Deposit report helps spot
weekly trends

The Check report shows
expenses



What are the plans for the future?

» Ask the departments to present their plans to the board
» Estimate the cost of those plans
» Add them to the budget

» When we start planning, we add everything to the
budget

» Why? Because God may have blessed the church to the
point where there is enough to fulfill all plans

» Now, if God has different plans, we move to the next
step
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Is it balanced?

YV VY

vV VvV

This is the step where we adjust

If expenses are greater than income, we focus on the
priorities

We explain the difference between “want” & “need”
What is our church’s main project for this year? Can we
fund it? What other projects can wait until next year?
What does the church really need? What requests are
nice-to-have?

All this must be done after a lot of prayer and fasting
so there is divine direction, otherwise it will fail



Determine the tracking method

» Specific amounts
Every expense, every allocation
Percentages

May I do both?

YV VYV
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How to enter a budget in Jewel

Yiis Jewel - OneLand SDA Church

File  Offerings  Accounting Maintenance  Help
Edit Mames...
Edit Accounts...

=

Properties...

NextStep: Start New Offering

Write Checks
Transfer Funds
Reconcile
Reports & Graphs
Auditor

Texas Conference of SDA
One Land SDA Church - June, 2018
John Doe, Treasurer
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Select
Edit Budget
Allocations...




Specific amounts

Advantages

»  The church knows
exactly what the
monthly expenses
are

11 | Budgeting | Texas Conference Treasurer's Certification | 2022

i Edit Budget Allocations

it Budger Allocgtions

i Budget*ear

& This Fizcal Year [2018)
" Mest Fiscal Year (2019)

Copy from This Year
to Next Year

~From Account

02 Local Church Budget

Total Annual Budget | 24,000,00
~ Monthly Allocation Totals

Cash Armounts I BE5.00

Percentages

@Jy to Clipboard

To Accournt(s)

Account

708.562 Electricity
708564 ‘wWater / Sewer
T08.568 Gabage Collection

T08.532 Mortgage Payment - Church Expense
70854  Telephone / Intemet - Church Expense.

Inzert

Delete

Disadvantages

If the income is
less, Local Church
Budget becomes
negative



Percentages

i Edit Budget Allocations

Advantages

»  Allthe money is
allocated

»  Local Church
Budget never
becomes negative

> Ministries receive
based on the
income amount

it Budger Allocgtions

- Budget *ear:

& This Fizcal Year [2018)
" Mest Fiscal Year (2019)

Copy from This Year
to Next Year

~From Account

Total Annual Budget I24,UUU.DD

— Monthly Allocation Totals

Cash Armounts I 0.o0
Percentages I 100%

02 Local Church Budget |
To Accournt(s)

304 Adventurers
308 Yacation Bible School

40z E vangélis‘m“[LUc‘a\]

404 ‘Waomen's Ministries [Locall
405 Men's Ministies [Local)
408 Community Service (Locall

410 Health & Temperance

42 Music/ Chor

502 Audiovisual

04 Student Aid

708532 H.nrtgage Payment - Church Expenze
08,54 Telaﬁhéne £ Internet - Church Expense
708,562 Electricity

708564 ‘Water / Sewer

708568 .G.alb.a.gé.t.oi\é.ctinn

910 Reserve

Account ‘ Amnunl|
7

| A=
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Inzert

Delete

@Jy to Clipboard
=

Print

OK

v

Cancel

Disadvantages

»  The church may
not have enough
for fixed expenses
like mortgage



Using specific amounts and percentages

i Edit Budget Allocations X

Advantages Disadvantages

>  The church Tl ﬁb@ﬁg@'ﬁﬁiﬂ@@@ﬁﬁf@% Gpuoml

accounts for all Print

»  If theincome is not
enough to cover

Cancel

. - Budget *ear: Total Annual Budget M .
fixed expenses @ ThisFiscal Year (2015) Copy fram This Year the fixed expenses,
. © Mest Fiscal Year [2019] to Next Year ~ Monthly Allocation Totalz - .. .
> Only the dlfference EashAmnuntslm Other mInIStrIes
is a”ocated ~From Account Percentages I 100% may not receive

102 Local Church Budget

anything

To Accountis)

Account Amnunl| i
T08.532 Mortgage Payment - Church Expense ;!LISUU.UU 3§ j
T08.54 Telephone / Intemet - Church Expense £5.00 %
708.562 Electricity 20000
708564 Waler / Sewer 5000
708,568 Gabage Collection s0.00)

2 Sabbath School Local Expenze
204 Children's Sabbath School

302 Pathfinders

304 Adventurers

308 Vacation Bible School

Inzert

Delete

anz E vangéli§m thcé\]

404 wiorner's Ministries .[Local]
405 Men's H\ﬁis“t‘l‘ies.[i_.ocal]
408 Community Service [Local]

a0 Health & fe‘m‘herahc‘e
#2 Music/ Choi

502 Audiovisual

604 Student Aid
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Things to remember

» The Total Annual Budget is a guide

» Multiply the Monthly Allocation Cash Amounts by 12
and compare to the Total Annual Budget

» When using percentages, by themselves or together
with cash amounts, you must allocate 100% of the
funds

» If the Monthly Cash Amounts are more than the Local
Church Budget amount received, you must increase the
Local Church Budget amount, thus creating a negative
balance. This can be adjusted later.



Bank Reconciliation
and Reporting




Before reconciling your bank account...

2

>

gﬂg LAND STATE BANK —
: e One dand geo enn tonit >
>
>

066114 12/16/18 11::8.3%
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Review your bank statement

Familiarize yourself with the
different sections of the
statement

Make sure that all returned items
have been addressed

If you do not understand
something, ask the bank



Bank Reconciliation

3

ﬁ Jewel - Sample Church

File  Offerings  Accounting  Maintenance  Help

NextStep: Start New Offering

Write Checks
Transfer Funds

Reconcile

Reports & Graphs

Texas Conference of SDA
Sample Church
Sample Treasurer, Treasurer
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Reconciliation must be
done as soon as the

/ statement is received.

If possible, reconcile

before closing the
month.

To avoid
discrepancies,
make sure that all
deposits, checks,
electronic payments
and fees are entered  phiiicii
before reconciling.  [# %



Ending Date and Ending Balance

Account Summary—Commercial Checking Account 7300151

NOTE
Jewel defaults the
Ending Date to the last
day of the month
before the current
month. If you are
reconciling the current
month (or any other
month before the
previous) you must
change the date.

4

Previous Balance 1066l1.14 Statement cycle began December 1, 2018
5 Credits/Deposits 3145.51 Statement cycle ended December 31, 20:
6 Debits/Checks 1915.76 Number of days in cycle 31
Ending Balance 118%90.89
T~ The ending balance
- Checking Accaunt— — Balance Per Bank. - from the statement
Ending Diate B EE1.14
fi Checking ~ 11730718, $10,661.14 / T egEu:;::z }L:esuss . MUST match what you
- enter in the
_ reconciliation screen
Deposi| — Enter the last day of  peste- -
T .1%03% y i
Dtz the month that you
RELILE ili
1213 are reconciling as your
ending date
Balances
Bank Ending Balance 11.830.83
Cleared Ending Balance 1066114
Checks ‘Written and Bank Faes Mare Checks... . o
72/01/16 #1016 Stappizs 7.0 Pilference L
(11271018 #1mM9 ABC Store 4230
[ 112/22118 #1020 Ao Eneray 200,00
[ 112/2818 #1021 City of Ore Land 55 65
Add Entry- @ Deposits and ~" Chiecks Wiitien ard Bank Feas—
Acchk # Account Name Income Expense
| i
[iate temo
[i7ranme [ Mew Entry
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Reconciling deposits...

5

% Bank Reconciliation - 11/2018

X
-
7 /D o1 e ] iy =] rﬁl Print oK
g 0 ?g m@ Deposit Report. “ fanas]
Check Report...
-Checking Account Balance Per Bank: T A 75
Ending Date BeglnnmghU,EBW.M S
1 Checking - 11/30/18, $10.661 14 - )
J 2 J P Ending 11 1.890.89 Previous Bank Recs
Deposits and Other Credits
Deposits and Interest Earned b ‘
¥ 12/0318 120311 olfering depost B3 51 : =
-';:12;1 e 12410011 nlfaring desnsil 793.00 Date Amount Description
Vi 12HTAR 124711 alfering dennsit 1 F57 i 12/07/18 683.51 Deposit
TZI241B 12424711 alfering depasit 150000 i ) - - .
123118 1241M EnZIIQE dZEEEL 500,00 12/14/18 755.00 Deposit
12/21/18 1657.00 Deposit
12/31/19 6. 00 Interest Earned
|
What happens to e The interest goes in
these two? ....| here (more on that
Cleared later)
tore Checks... w0 -
Nothing! They have o]
not been received by 20
the bank yet Ao Entry @ Dieposits and Inters ~" Checks Witten and Bank Fess
Acchk # Account Name Income Expense
] EE
Only worry if they B b
have an older date [ZEV s
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Reconciling checks...

6

Checks ‘Written and Bank Faes Mare Checks...
v 12/0418  #ioe Stapples 37.80
v 12/10418 #1019 ABC Store 4230
11122218 #1020 Abnas Frerau 2000 10
v 12/28418 #1021 City of One Land 35566

This one has not been
cashed

% Bank Reconciliation - 11/2018 X
e
iy o1 e ] =] rﬁl Print
£ 2] SF AL OK
Bk Recomeilintion v | X
Cancel
Deposit Report.
Check Report...
-Checking Account Balance Per Bank: - T A =
) eneral Journal Entry.
Ending Date Beginning 110,551.14
1 Checking - 11/30/18, $10.661.14 - 12431418 "
J J J Ending 11 1.890.89 Previous Bank Recs
SRR Checks
Deposits and Interest Earned ettt
[w12/03418  12/03/11 offering deposit EB83.51
W 12/10116 12410411 offering deposit 79900 Date Check No. Amount
w 121718 127711 offering deposit 1.657.00 19 /A /1o . 10
12/2418  12/24/11 offering deposi 150000 12/06/18 1018 37.80
J12/31/10 i 12/06/18 1019 42.30
12/31/18 1021 IKhE.6A
12/31/18 1022 1000.00
rBalances
Bank Ending Balance 11.830.83
Clecred Ending Balany 1338409

This check must be
entered! Click on
—Add Eniry Cancel (not OK) to

]M save your work and
enter the check.

[iate temo

Expense

EETEE|

TTETT eI

=
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NSF Reversal

7

tie Jewel - One Land SDA Church

File  Offerings  Accounting Maintenance  Help

Other Debits

Start New Offering..,
Make Deposit...

Date Description Amount
12/16/18 Returned item 150.00
12/16/18 Feturned item fee 15.00
12/23/18 Returned item 300.00

1 Z2E23/ 18 Returned item fee 15.00

If there are returned
checks or non-
sufficient fund (NSF)
checks you must enter
them here

NextSrep: Remit to Conferent
Write Checks
Transfer Fund!
Reconcile
Reporis & Graphs

Texas Conference of SDA £ 8
One Land SDA Church - December. 2018
John Doe. Treasurer
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NSF Reversal (page 2)

G NSF Check Reversal *

Other Debits

i Time Period
o+ Last 3 Manths Only = Show All Checks Date Description Amount
12/1e/18 Returned item 150:.00
~ St Order 12/16/18 Returned item fee 15.00
& Date  Donor " Check # ™ Amount 12/23/18 Feturned item 300.00
12/23/18 Returned item fee 1B, 00

1. Choose a Check:

| Check #

2 Enter Bank Charge (optional):
Aect # Activity Mame Expense

|708.67  Bank Fees +[=| [1500
Dat

Memo
IESF check reversal #1027 on12/03/18

8 | Bank Reconciliation and Reporting | Texas Conference Treasurer's Certification | 2022



NSF Reversal (page 3)

9

G NSF Check Reversal

1.Choose a Check:

Date | Donor

| Check #

12731718 Woo, Beth
. Eeth

1217418
12/1
12/03/1
12403418 Brown, Kyla

2. Enter Bank Charge (optional)
Acct # Activity Mame

Expense

|708.67  Bank Fees

o]

Memo

+|x| [15.00

[ﬁSF check reverzal #2175 0n12/24/18

X
OK
] ) rl)
NSF Check Reversal v | X
- Time Petiod Other Debits
&+ Last 3 Manths Onlp 7 Shaw &ll Checks
Date Description Amount
e 12/16/18 Returned item 150.00
;“D’f’ - s R 12/16/18 Returned item fee 15.00
- o = s 12/23/18 Returned item 300.00
22318 Returned item fee 15.00
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Reconciling other items...

10

% Bank Reconciliation - 11/2018 X
= o =3 rﬁ- Print

s gc gy £ OK

e IReComEIiaEion v | X
Cancel
Deposit Report.
Check Report...
-Checking Account Balance Per Bank: - T A =
) eneral Journal Entry.
- Ending Date Beginning 110,551.14
1 Checking - 11/30/18, $10,661 14 | zmins Ending [T 5908 T
Other Debits
Deposits and Interest Earned b J
W 12/0318  12/03/11 oifering deposit EB83.51 = =

21018 12/10/11 oifering deposit 733.00 Date Descr 1ptl qn Amo u:}t
W 121718 12171 offering depost 1.657.00 12/16/18 Returned item 150.00
“12/2418  12/24/11 offering deposit 1.500.00 PR o - -

12/3118 1243111 alfering deposit 800.00 12/16/18 Returned item fee 15.00
v 12/41/18 Nk check reversal: #1027 on 12/ RE] 12/23/18 Returned item 300.00
W 12/31/18  N5F check reversal #2175 an 12/ -300.00 _ A -

12/23/18 Returned item fee 15.00
rBalances
Bank Ending Balance 11.830.83
Cleared Ending Balance 11.884.89
Checks \Written and Bank Fees "
fentt T — Difference
18 #1019 ABC Store 0
(1242218 #1020 Atmos Energy 200.00 .
¥112/28018 #1021 City of One Land 3566 ...but we still have a
W 12/31/18 B3 Bank charge for NSF check #1027 15.00 & Wil B
VI2RAR 4 Rark charae for MSF sheck #2175 1510 i |
v 12/31/18 #1022 Adventist Book Canter 1,000.00 difference! T Cpetes
Remem ber the | Mew Entry
interest?
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Adding Journal Entries

% Bank Reconciliation - 11/2018

Bk Reconeilintion S ol x

Deposit Report.

Check Report...

~Checking Account— — Balance Per Bank: - 1 5 1 IE
) eneral Journal I’]l[}l
Ending Date Beginning [10,661.14
1 Checking - 11/30/18, $10,661.14 x| fizmns Erdliia ;‘—'11 ] P Bark B
Ll B o TEYIoUs b arl {=lez)

Enter the interest

More Deposits... J

Deposits and Interest Earmed
/1 12/03118  12/03411 offering deposit EB83.51 h ere...
1210418 124011 offering deposit 733.00
124748 12417411 offering deposit 1.657.00
112424118 12424111 offering deposit 1.500.00 .
[112/31118  12/31/11 offering deposit 800.00 Make sure to mark it
W 12/3118  NSF check reversal: #1027 an 12/ 180,00 .
W 12/31718  WSF check reversal #2175 on 12/ 30000 as ade pOSIt and
Income.
Balan\es
Bank ErNjing Balance 11.830.83
Cleared EAing Balance 11.884.89
Checks ‘Written and Bank Faes Mare Checks...

Ditference

E.00

120118 #me Stapples 3780

v 12/10/18 #1019 £BC Store 4230

[112/22118 #1020 Atmos Eneragy 200.00

v 12/28/18 #1021 City of One Land 355.ER

W 12/3118  #3 Bank charge for NSF check #1027 15.00 —Add Enfry—————— @ Deposits and Interast E amed - Checks Wiitten and Bank Fees——
W 12/3118  #4 Bank charge for MSF check #2175 15.00 Acct #  Account Name |ncome o

W 12/31/18 #1022 Adventist Book Center 1.,000.00 = - =

]1 04 Interest Earned |- ]E_DD IU oo

Diate ema
EEGE ﬁ;’teresl eamed Ded Cancel | Add Entry |
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Reconciliation complete!

o = FHR T SUPRRS Y 11726 X

NOTE . » e &
DO NOT click OK Bk Reconeilintion V!X

Deposit Report..

Check Repart...

unless you have
Checking Account- Balance PerBank: - - = =
fl n I s h e d Endlng Date Begiﬂﬂing W eneral Journal Enfry..

1 Checking -~ 11/30/18. $10.661.14 - 12/31418
] —j Ending |11,830.83 Frevious Bank Recs

reconciling. If you NOTE

do' Jewel WI II I.:J?z%ougli}‘lssan1d2|;10t§;19:15tf|[5a.mid - TE 5’*‘112!5 L ‘ Print Bank Reconciliation Report o Si nce VOided
Iw] offenng deposit L - =
Ccreate em pty WI12410718  12/10/11 offering depasit 793,00 e
t "E:;ij}lg ::5;122::::: D::enng :epoa: 123;33 Bt Would you like ta print a bank reconciliation report? CheCkS do nOt
re po r S [J1a2f3ae 120311 gfl:::g e 800, b
. (K3} g deposit 800,00
W12/3148  MNSF check reversal: H1027 on 12/ -160.00 a p pe a r O n t h e

2/31/18  WSF check reversal #2175 on 12/ -300.00

31418 Interest earned Dec

| lick P i A statement, mark
Auars cie . them as well

o chalances -
Cancel if you are )
q " The interest was Jancq T1E9059
; 11.230.89
nOt One. It WI Checks YWhitten and Bank Fees Hoie Checks added and the T
. h 201718 mog Stapples 78 . . :
g|Ve you t e 210418 #1019 #BC Store 423 difference is zero
. 22218 #1020 Atmes Energy 200.0
2/2818 #1021 City of Ore Land WS
Opt|0n to save 2318 43 ng:ﬂfch:regea;zmsrr check 1027 150 i erest Eamed———C Checks Whiten and Bank Fee:
203118 #4 Bank charge for M5F check #2175 16.00 When you Cllck OK, | E
the Work you V1238 #1022 Adventist Book Cenler 1,000.01 . Bl shehae
you will be asked to Ey !
have done. print a reconciliation i
report. Click “Yes”.
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Verifying the results...

The Adjusted Bank

Balance on the o
Reconciliation Report Begmning Balance 10.661.14
must match the Cleared Deposits and Interest Earne 2,695.51
account balance in the Cleared Checks and Bank Fees -1,465.76
Financial Summary. Cleared Ending Balance 12/31/18 11.890.89
If it does not, give us a Uncleared Deposits and Interest Ear 2.300.00
call. Uncleared Checks and Bank Fees -200.00
Adjusted Bank Balance 12/31/18 13,990.89

One Land SDA Church

Printed 7/30/2018

Financial Summary (Page 1)
For the period from 12/1/2018 to 12/31\2018

Account Begin. Bal. Deposits Checks Transfers Endin& Bal.
v
Checking 10.661.14 4,995.51 1.665.76 _13.990.89
wukE% Total Bank Accounts 10.661.14 499551 1.665.76 0.00 13.990.89
13 | Bank Reconciliation and Reporting | Texas Conference Treasurer's Certification | 2022



Reconciling the Revolving Fund / Savings Account...

b Bank Reconciliation - 06/2018

Bk Reconeilintion

~Checking Account- - Balance FPer Bank: -

cdnaDate  Begiring [0.00 Choose the Revolving
v 0630418 T e, .
iab Fund / Savings
' Account and follow
the same process as
per a checking
account

5w C Bevolving Fund|
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Reporting...

15

# Choose a Report

Reports

Financial Summary
fonthly Budgst
Contribution
Deposit
Check
Transfer/Allocation
Cortribution Statistics
Income/E xpense

Balance Sheet

Misc.

Account Journal

Receipts

Lists

Mames

Accounts

Comparisons

tdonthly E xpense

Annuzl

[
Graphs
|

Graphs |

Taxes
|

Form 1099 Payments |
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Financial Summary

» Probably the most used reportin
the list

» Shows the period’s beginning
balance, deposits made to each

One Land SDA Church Financial Summary (Page 1)

Printed 730/2018 For the period from 12/12018 to 123112018 t h k t f d t h
Account Begin. Bal. Deposits Checks Transfers Ending Bal. a C CO u n ’ c e C s’ ra n S e rs’ a n e
U T BT} J——— T ending balance

T = = » The first section shows the money
e T = :

el i 0 20 in the bank accounts, the second
]Efil%gl?ﬁciwm; T 1066114 2;2233 1.665.76 0.00 —déwigl SECti O n S h OWS th e m O n ey i n th e

sr'la?%ﬂl School Missions 13?922 IEQSEg .

o o o local accounts, the last section

Support Texas Vision 113.10 113.10

Conference Womens' Ministries 3303 3503

e e o T gL shows the Conference remittance
» The detail option shows

subaccounts
kX

16 | Bank Reconciliation and Reporting | Texas Conference Treasurer's Certification | 2022
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Monthly Budget

» This report shows a comparison of
budgeted amounts with their
actuals

One Land SDA Church Monthly Budget Report (Page 1)
Prnted 7302018 For the period from Dec. 1. 2018 to Dec. 1, 2018 | d . I h d . ff d
Account Month Actual Month Budgeted Difference YID Acmal YTD Budgeted YTD Difference ; It a S O I S p a yS t e I e re n Ce a n
55 Expense - Local Fim 4230 104.17 61.87 4230 1.250.00 120770
Pathfinders 104.17 10417 1,250.00 1,250.00 - - m
Church School Subsidy 20833 20833 2.500.00 2.500.00 t h e ye a r to d a te a O u n tS
Women's Ministry 125.00 125.00 1.500.00 1,500.00
Local Evangelism 1,000.00 166.67 83333 1,000.00 2.000.00 1.000.00
Office Supplies - Chnoe 37.80 8333 4553 37.80 1,000.00 962.20
Mortgage Payment - Church Expense T91.67 791 67 9.500.00 9.500.00
Utlities - Clmrch Expe 355.66 312,50 24316 555.66 3.750.00 319434
Misc. General Expense - Church Expense 187.50 187.50 2.250.00 2.250.00
Totals 1.635.76 208333 44757 1,635.76 25,000.00 1336424

IMonth Spent  Month Received Difference YTTD Spent  YTD Received YTD Difference
Chrch Budget 1.63576 1,100.52 -535.24 1.635.76 1,100.52 53524
Other Local 30.00 175241 172241 30.00 175241 171241
*+* Total Local 1,665.76 285203 1,187.17 1,665.76 285203 1,187.17

Year Begin. Bal Month Begin Bal Ending Balance
Local Fimd Summary 0.00 10,623.34 1185431
| Bank Reconciliation and Reporting | Texas Conference Treasurer's Certification | 2022 ‘ /



Contribution

» This report shows individual’s
contributions for a specific period

g P B g » Do not share this report as the

S e information is confidential. The
ot ez one exception being the pastor, as
e he is the spiritual leader of the

Grand Total 45000 C h u rc h .

Summuary by Account:

Tithe -275.00
Investment -25.00
Support Texas Vision -30.00
Conference Funds -350.00
Clnrch Budget -75.00
Pathfinders -25.00
Local Funds -100.00

Total Conmibutions -430.00

18 | Bank Reconciliation and Reporting | Texas Conference Treasurer's Certification | 2022 ‘A



Deposit
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One Land SDA Church

Prmted 73072018

Deposit Report (Page 1)
Checkmg - For the peniod from 12/1/2018 to 12/312018

Dep. # Date Account Memo Account Amount Total
1 12318 Checking 12/03/11 offering de  Tithe 275.00
Sabbath School Missions 2135
Tnvestment 25.00
Support Texas Vision 50.00
Conference Womens' Mi 35.03
Clurch Budget 103.02
5SS Expense - Local Fund 18.68
Pathfinders 25.00
Building Fund 12843 68351
2 1271018 Checking 1271011 offenng de  Tithe 300.00
Sabbath School Missions 3540
Support Texas Vision 53.10
Church Budget 18248
55 Expense - Local Fund 33.32
Building Fund 19470 799.00
3 12117118 Checking 12/17/11 offering de  Tithe 00
Sabbath School Missions 95.20
Investment 35.00
Support Texas Vision 35.00
Clhorch Budget 20004
SS Expense - Local Fund 76.16
Buildng Fund 523.60 1.657.00
4 122418 Checking 1224/11 offenng de  Tithe
Sabbath School Missions
Tnvestment
Support Texas Vision
Clurch Budget
SS Expense - Local Fund
Pathfinders
Building Fumd 1.300.00
5 1231118 Checking 123111 offering de Tithe
Sabbath School Mission:
Adventist TV Ministry
Clnrch Budget
S5 Expense - Local Fund
Building Fund 800.00
7 123118 Checking NSF check reversal.  Tithe
Support Texas Vision
Church Budget -150.00
8 1231118 Checking NSF check reversal:  Tithe
Investment -25.00
Support Texas Vision -25.00
Church Budget -30.00
Pathfinders 25.00 -300.00
9 1231718 Checking Interest eamed Dec  Interest Eamed 6.00 6.00
Total Deposits 499551

| Bank Reconciliation and Reporting | Texas Conference Treasurer's Certification | 2022

» This report shows all deposits for
a specific period
» Share with the church board



Check

Oune Land SDA Church
Printed 7/30/2018

Checks Written Report (Page 1)
Checkmg - For the penod from 12/1/2018 to 12312018

Chk # Date Pavee Memeo Account Amount Total
1018 12/1118 Stapples Office supplies Office Supplies - Chu 37.80 3780
1019 1210118 ABC Store Adult Study Guides  SS Expense - Local F 42,30 4230
1020 1222718 Atmos Energy Electncity Utilities - Church Exp 200.00 200.00
1021 12728/18 City of One Land Water bill Utihiges - Church Exp 355.66 333.66

3 123118 Bank charge for NSF Bank Fees 15.00 15.00
4 123118 Bank charge for NSF Bank Fees 15.00 15.00
1022 123118 Adventist Book Center  Books Local Evangelism 1.000.00 1.000.00
Total Checks 1.663.76

20 | Bank Reconciliation and Reporting | Texas Conference Treasurer's Certification | 2022

» This report shows all checks for a
specific period
» Share with the church board



Transfer/Allocation

One Land SDA Church Transfer/Allocation Report (Page 1)
Prnted 7/30/2018

For the period from 12/1/2018 to 12/31/2018

Tran. # Date From Account Meme To Account Amount Total
1 1231/18 Church Budget Monthly allocation  Pathfinders 100.00 100.00

Total Transfers 100.00

21
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» This report shows all transfers for
a specific period

» Share with the church board



Account Journal
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Omne Land SDA Church
Prmted 7302018

Account Journal (Page 1)
Checlang - For the period from 12/1/2018 to 127312018

Tipe  Date Memo/Payee

To/From Account Amount

Total

Begiuning Balance

Bezin =
1018 18 Stapples
DEP 12318 1203/11 offering deposit

DEP 121018 1210/11 offenng deposit

ABC Store

#1019
DEP 1 12/17/11 offering deposit

#1020 1 Atmos Enersy

DEP 1 12724/11 offening deposit
#1021 122818 City of One Land

DEP I 18 1231/11 offering deposit

DEP 1231/18 NSF check reversal: #1027 on 120

DEP 1231/18 NSF check reversal:

Son122

1231/18 Interest eamed Dec

1/18  Bank charge for NSF check #1027
-4 12/31/18 Bank charge for NSF check #2175

#1022 1231718 Adventist Book Center

| Bank Reconciliation and Reporting | Texas Conference Treasurer's Certification | 2022

10.661.14
Office Supplies - Clurch Expen —____37.80
Tl

ithe
Sabbath School Missicms
Investment

Support Texas Vision
Confeerence Womens' Ministries
Church Budzet

S5 Expense - Local Funds
FPathfinders

Buildimg Fund
Building Fund

Tithe

Sabbath School Missioms
Support Texas Vision

58 Expense - Local Funds
Church Budget

55 Expense - Local Funds
Tithe

Building Fund

55 Expense - Local Funds
Church Budzet

Support Texas Vision
Investment

Sabbath School Missiens
Utilities - Church Expense
Investment

Building Fund

Pathfinders
S5 Expense - Local Funds
Church Budget

Suppart Texas Vision

Titl

Ulies - Church Expense

55 Expense - Local Funds
Adventist TV Muustry
Tithe

Church Budget

Support Texas Vision
Support Texas Vision
Tithe

Tocal Evangelism
Grand Total

1066114
-37.80

799.00
4230

» This report shows every
transaction for a specific account
during a specific period

» Very useful when trying to
determine historical spending



Financial

Summary




Treasurer’s Financial Report

Purpose: To report the financial position of your
church in a concise, easy to understand way.

Goal: To inform board members of both the
current financial status of the church as well as
any changes that have occurred since the last
meeting.

Importance: An informed church is more
responsible and active than an uninformed
church.



What to Cover

1. Financial Summary - monthly and Year-
to-date YTD

Balance Sheet

Deposit Report

Check Report

Contribution Statistics

Monthly Conference Statement

ok Wi



Financial Summary

This report has 3 sections
* Bank Accounts
* Reconcile prior to presenting the report!
* Local Funds
* Review last column numbers (i.e. negative)
* Conference Funds (Remittance)
* Funds received, funds sent — ending balance in
this section must be zero.

This report shows columns:
* Numbers and Names assigned for these accounts.
* Beginning and ending balances for each account.
* Income and Expense
* Transfers (within one section).

A=B+C
Bank accounts

Local funds
Conference funds

O ® >
n o on

N

Financial Summary | Texas Conference Treasurer's Certification | 2022

Grace SDA Church

Financial Summary (Page 1)

Printed 8/16/2022 For the period from 7/1/2017 to 7/31/2017
1] Account Begin. Bal. Deposits Checks Transfers Ending Bal.
1 Petty Cash 350.00 350.00
2 [Bar 1,951.59 1,951.59
3 [Ba 144,694.00 91,127.80 102,612.45 133,209.35
4 C Revolving Fund 130,397.46 812.75 131,210.21

* Total Bank Accou 277.393.05 91,940.55 102,612.45 0.00 266,721.15
102 Local Combined Budget 0.00 16,792.02 -16,792.02 0.00
105 Children's Offering 0.00 25739 -257.39 0.00
110 Gas & Mineral Funds 0.00 296.71 -296.71 0.00
112 SWUC Interest Income 0.00 812.75 -812.75 0.00
201 Sabbath School Expense 368.46 6.00 374.46
220 16,177.00 653.00 52.79 16,777.21
225 5,259.84 74.00 5333.84
226 1,619.30 107.00 246.24 1,480.06
227 785.72 7.00 792.72
228 799.61 799.61
310 Adventurers 24319 79.00 16.76 1722, 382.65
320 Pathfinders 437087 454.00 77.22 4,902.09
340 Youth Ministries 2,606.69 844.00 90.00 3,360.69
350 Vacation Bible School 0.00 568.37 469.91 102.95 201.41
405 Student Financial Aid 25,103.70 986.00 26,089.70
410 | ] 200.00 50.00 250.00
505 Local Evangelism 1,648.18 115.94 1,532.24
515 Bible Study Outreach Te 90.00 90.00
530 5.00 5.00
535 170.00 170.00
540 808.13 808.13
545 0.00 1,033.00 1,488.76 455.76 0.00
550 Ingathering Reversion 496.46 496.46
555 Samaritan House 2,863.78 175.00 3,038.78
570 ‘Women's Ministries 1,575.63 10.00 1,585.63
580 Men's Ministries 772.64 150.00 922.64
585 BMAA Harvest House 0.00 200.00 200.00 0.00
590 Prayer & Revival Ministr 55.00 10.00 65.00
605 Emergency Aid 3,569.24 10.00 101.20 3,478.04
615 Angel Tree 228.06 228.06
625 254.00 254.00
660 Building Rental 50.00 50.00
665 Church Enrichment Reso 219.86 219.86
667 2,110.98 8332 2,027.66
670 Insurance Reserve 14,309.24 16,103.14 1,812.00 18.10
675 Audio/Video 89.97 1,000.00 50.00 1,039.97
685 Choir 1,200.14 1,062.19 2,262.33
692 Social Activities 20.17 114.56 244.35 109.62 0.00
695 Furniture, Fixtures and E 300.00 300.00
708 CHURCH EXPENSE 30,064.10 1,963.52 32,027.62
708.02 0.00 8,000.00 8,000.00 0.00
708.12 Utilities - Electricity 0.00 1,360.36 1.360.36 0.00
708.14  Utilities - Water/Sewer/G 0.00 22597 225.97 0.00
708.16  Utilities - Telephone/Inte 0.00 149.12 149.12 0.00
708.2 Repairs & Maintenance 0.00 238.98 238.98 0.00
708.25 Lawn/Grounds Care 0.00 712.84 712.84 0.00
708.35  Custodial Expense 0.00 640.00 640.00 0.00
708.45  Office Supplies 0.00 89.51 89.51 0.00
708.5 Copier & Printing 0.00 183.92 183.92 0.00
708.65  Mail Expense 0.00 52,73 5273 0.00
708.75  Misc. Expense 0.00 130.00 130.00 0.00
708.8 Insurance Expense 0.00 0.00 0.00




Financial Summary

When presenting this report
(suggested ideas)

You may mention amount collected during the
month.

* Explain expenses and where has it been sent.

e If your church uses Budget Allocations, you may
analize its distribution.

Next reports show the same results from a different
perspective. Others in a slightly detailed manner.

5 | Financial Summary | Texas Conference Treasurer's Certification | 2022

Grace SDA Church Financial Summary (Page 2)
Printed 8/16/2022 For the period from 7/1/2017 to 7/31/2017
D Account Begin. Bal. Deposits Checks Transfers Ending Bal.
708.9 Church Secretary 0.00 1,306.52 1,306.52 0.00
708.95 Treasurer Expense 0.00 270.63 270.63 0.00
904 Building Fund 12,755.95 425.00 4,479.38 8,701.57
990 Reserve 146,655.62 146,655.62
999.8 Void Checks 0.00 0.00 0.00

*#% Total Local Funds 277.846.53 25,976.99 37,102.37 0.00 266,721.15
80 Tithe -500.00 63,095.09 62,595.09 0.00
81.12 World Budget Offering 0.00 586.00 586.00 0.00
81.15 Sabbath School Missions 0.00 271.10 271.10 0.00
81.151 Missions Miscellaneous 46.52 29.25 75.77 0.00
81.26 Ingathering - HOPE - Do 0.00 10.00 10.00 0.00
81.36 ADRA - Disaster Relief 0.00 375.00 375.00 0.00
81.47 Global Mission (GM) 0.00 560.00 560.00 0.00
82.14 Texas Vision 0.00 349.00 349.00 0.00
822 Texas Women's Ministrie 0.00 163.00 163.00 0.00
82.38 TX Adventist Communit 0.00 47.00 47.00 0.00
82.41 Texas - Educate for Eter 0.00 4.00 4.00 0.00
82.45 Lake Whitney Ranch 0.00 325.00 325.00 0.00
82.46 Texas Evangelism 0.00 77.00 77.00 0.00
82.47 Texas Evangelism - Reac 0.00 4.00 4.00 0.00
82.48 Texas Evangelism - Wald 0.00 2.00 2.00 0.00
82.5 SWUC Education Endo 0.00 66.12 66.12 0.00

#k Total Conference Fu -453.48 65,963.56 65,510.08 0.00 0.00

ik Total Funds 277,393.05 91,940.55 102,612.45 0.00 266,721.15




Balance Sheet

Balance Sheet

* This is an even more summarized
church funds report, its assets and
liabilities.

» (if applicable) If you have a loan at
the Union Revolving Fund, please
contact the TXC Auditors to process
the first few transactions in Jewel and
report it on the Balance Sheet as a
Liability.

6 | Financial Summary | Texas Conference Treasurer's Certification | 2022

Grace SDA Church Balance Sheet
Printed 8/16/2022
Account Amount
Assets
Petty Cash 350.00
Bank]| 1,951.59
Bank 133,209.35
SWUC Revolving Fund 131,21021
Total Assets 266,721.15
Liabilities
Total Liabilities 0.00
Fund Balance
Funds 266,721.15
Total Fund Balance 266,721.15
Total Liabilities and Funds 266,721.15




Deposit Report

Deposits

* Shows deposits per week.

* Rememer to use the TXC Offering
Calendar.

* Remember to honor the intentions of
the donor for designated offerings.

(if applicable) Does your church offer
the option of Online Giving? Please
make sure it shows in this report.

Contact us for more information.

7 | Financial Summary | Texas Conference Treasurer's Certification | 2022

Grace SDA Church

Deposit Report (Page 1)

Printed 8/16/2022 I - or the period from 7/1/2017 to 7/31/2017
Dep. # Date Account Memo Account Amount Total
143 7117 |G 07/01/17 offering de  Tithe 6,278.25
‘World Budget Offering 100.00
Sabbath School Missions 9111
ADRA - Disaster Relief 100.00
Texas Vision 177.00
TX Adventist Communit 20.00
Lake Whitney Ranch 150.00
Texas Evangelism 50.00
Local Combined Budget 2,284.00
Children's Offering 56.00
Sabbath School Expense 2.00
6.00
40.00
VBS Fundraiser 426.49
375.00
33.00
Men's Ministries Offerin 60.00
Building Fund Offerings 175.00
30.00 10,453.85
144 7817 | RC- S 07/08/17 offering de  Tithe 5,517.00
‘World Budget Offering 10.00
Sabbath School Missions 86.50
Ingathering - HOPE - Do 10.00
ADRA - Disaster Relief 150.00
Texas Vision 60.00
Texas Women's Ministrie 163.00
Lake Whitney Ranch 50.00
Texas Evangelism 25.00
Local Combined Budget 1,311.00
Children's Offering 82.00
Sabbath School Expense 3.00
15.00
27.00
7.00
100.00
68.00
150.00
i 90.00
Choir Accompaniment 170.00
Choir Fundraisers 863.94
Building Fund Offerings 10.00 8,968.44
123 71517 B < 07/15/17 offering de  Tithe 2,976.00
Sabbath School Missions 40.32
ADRA - Disaster Relief 50.00
Local Combined Budget 1,021.00
Children's Offering 61.00
27.00
40.00
Pathfinders Offerings 100.00
100.00
50.00 4,465.32
124 716117 RG-S 07/16/17 offering de  Tithe 17,014.20
‘World Budget Offering 100.00
Texas Vision 57.00
TX Adventist Communit 2.00
Texas - Educate for Etern 2.00
Texas Evangelism - Reac 2.00
Texas Evangelism - Wald 2.00




Deposit Report

8
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Grace SDA Church

Deposit Report (Page 2)

Printed 8/16/2022 National Bank of Texas Primary - For the period from 7/1/2017 to 7/31/2017
Dep. # Date Account Memo Account Amount Total
Local Combined Budget 5,448.72
500.00
12.00
Adventurers Offerings 2.00
Pathfinders Offerings 2.00
Youth Offerings 515.00
Vacation Bible School Of 141.88
Student Aid 305.00
3.00
‘Women's Ministries 10.00
Prayer & Revival Ministr 10.00
Emergency Aid 10.00
Audio/Video 1,000.00
200.00 25,358.80
125 72217 B 07/22/17 offering de  Tithe 4,510.98
Sabbath School Missions 26.00
ADRA - Disaster Relief 75.00
TX Adventist Communit 25.00
Lake Whitney Ranch 125.00
Local Combined Budget 1,858.51
Children’s Offering 46.39
Gas & Mineral Funds 296.71
50.00
25.00
30.00
1,000.00
25.00
Building Fund Offerings 10.00 8,103.59
126 72917 G- 072917 offering de  Tithe 3217.00
Sabbath School Missions 29137
SWUC Education Endow 66.12
Local Combined Budget 336.00
Children’s Offering 12.00
Sabbath School Expense 1.00
5.00
104.00
114.56 3,882.85
127 73117 |G- 07/31/17 offering de  Tithe 23,581.66
World Budget Offering 376.00
Missions Miscellaneous 29.25
Global Mission (GM) 560.00
Texas Vision 55.00
Texas - Educate for Etern 2.00
Texas Evangelism 2.00
Texas Evangelism - Reac 2.00
Tocal Combined Budget 4,532.79
50.00
62.00
Adventurers Offerings 2.00
Adventurers Dues 75.00
Pathfinders Offerings 252.00
Youth Offerings 200.00
Student Aid 50.00
— 3500
Choir Offerings 48.75 29,915.45
128 73117 |IEEEEES- S NSF check reversal: Choir Fundraisers -20.50 -20.50
Total Deposits 91,127.80




Check Report

Check Report

e Shows all checks and electronic
payments (negative check numbers)
written during this period.

Remember that if you have debit cards
(NO CREDIT CARDS ALLOWED), you
must enter these expenses as electronic
payments.

Grace SDA Church
Printed 8/16/2022

Checks Written Report (Page 1)
I ©:imary - For the period from 7/1/2017 to 7/31/2017

Chk. # Date Payee Memo Account Amount Total
262 7317 I Cmerzency Aid 101.20 101.20
11807 7/3/17 'VBS snacks Vacation Bible Schoo 43.42 43.42
11808 7IN7T 55.79 55.79
11809 7/717 49.75
11810 7NT Flowers Inv. #10]] 83.32
-263 7917 Lawn/Grounds Care Accounf 712.84
-264 7917 Utilities - Water/Sewe May 18 - Jun 17 106.02
-265 7917 Utilities - Telephone/I Inv. 11111111 149.12
=266 7/917 _ 665.00
-267 7/9/17 ssociate Custodial Expense 640.00
=268 7/917 - I Repairs & Maintenan 105.00
-269 7/9/17 Texas Conference - Print Youth Offerings 90.00 90.00
11811 71917 Office Supplies 13.36
11812 7/917 275.00
11813 7/917 Foundations of Faith 246.24
-279  7/15/17 Adventist Scho uly Subsidy 8,000.00
-280 71517 200.00 200.00

11814 7/1917 40.00

Audio/Video 50.00

Office Supplies 45.13
Mail Expense 5.00 140.13
11815 71917 H ] 403.22 403.22

270 7/28/17 Texas Conference of Sev Payroll Jul 1-15 Church Secretary 120.92
Treasurer Expense 270.63 391.55
11816 7/28/17 Void Void Void Checks 0.00 0.00
11817 7/28/17 Church Secretary 500.00 500.00
11818 7/28/17 Mail Expense 21.85 21.85
11819 7/28/17 24435 244.35
11820 7/28/17 52,79, 5279
11821  7/28117 344.38 344.38
-271  7/30/17 Advent Source It's my ¢ Local Evangelism Off 115.94 115.94
272 753017 | Misc. Expense 130.00 130.00
-273  7/30/17 Texas Conference of Sev Property I Insurance Reserve 11,398.18 11,398.18
274 /30/17 Texas Conference of Sev General Li Insurance Reserve 4,704.96 4,704.96
-275  7/30/17 TXU Energy 04 Utilities - Electricity 1,360.36 1,360.36
-276  7/30/17 Republic Services Utilities - Water/Sewe 119.95 119.95
=277 7/3017 Inv 81673 Jul Repairs & Maintenan 55.00
278 7131117 183.92
-281  7/31/17 Texas Conference of Sev Payroll Jul 16-31 Church Secretary 685.60

282  7/31/17 Texas Conference of Sev 07/2017 Conf. Remit Tithe 62,595.09

World Budget Offerin 586.00

Sabbath School Missi 271.10

Missions Miscellaneo 75.77

Ingathering - HOPE - 10.00

ADRA - Disaster Reli 375.00

Global Mission (GM) 560.00

Texas Vision 349.00

Texas Women's Minis 163.00

47.00

4.00

325.00

77.00

4.00

2.00
SWUC Education En 66.12 65,510.08
11822 7/3117 25.88 25.88
11823 7/31/17 NAD Children's Ministri  VBX Mission Proj O VBS Fundraiser 426.49
11824  7/3117 Adventurers multi to - Adventurers Offering 16.76




Check Report
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Grace SDA Church
Printed 8/16/2022

Checks Written Report (Page 2)
I - for the period from 7/1/2017 to 7/31/2017

Chk. # Date Payee Memo Account Amount Total

11825 7/3117 4,135.00 4,135.00
11826 7/31/17 2 78.98

Office Supplies 31.02 110.00

Total Checks 102,612.45




Contribution Statistics

Contribution Statistics

* (Optional) It shows percentage of
contributions per donor and per
offerings.

* You may compare with previous
periods and analyze offering trends.
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Grace SDA Church
Printed 8/16/2022

Contribution Statistics

For the period from 7/1/2017 to 7/31/2017

Account Donors Donor % Amount Amount % Per Capita Average
Tithe 91 83.5% 63,095.09 69.2% 693.35 578.85
World Budget Offering 5 4.6% 586.00 0.6% 117.20 5.38
Sabbath School Missions 3 2.8% 271.10 0.3% 90.37 249
Missions Miscellaneous 1 0.9% 2925 0.0% 2925 0.27
Ingathering - HOPE - Donated 1 0.9% 10.00 0.0% 10.00 0.09
ADRA - Disaster Relief 5 4.6% 375.00 0.4% 75.00 3.44
Global Mission (GM) 1 0.9% 560.00 0.6% 560.00 5.14
Texas Vision 8 7.3% 349.00 0.4% 43.63 3.20
Texas Women's Ministries 1 0.9% 163.00 .2% 163.00 1.50
TX Adventist Community Service 3 2.8% 47.00 0.1% 15.67 0.43
Texas - Educate for Eternity 1 0.9% 4.00 0.0% 4.00 0.04
Lake Whitney Ranch 5 4.6% 325.00 0.4% 65.00 2.98
Texas Evangelism 3 2.8% 77.00 0.1% 2567 0.71
Texas Evangelism - Reach the Wo 1 0.9% 4.00 0.0% 4.00 0.04
Texas Evangelism - Waldenses 1 0.9% 2.00 0.0% 2.00 0.02
SWUC Education Endowment Fu 1 0.9% 66.12 0.1% 66.12 0.61
Conference Funds 92 84.4% 65,963.56 72.4% 717.00 605.17
Local Combined Budget 64 58.7% 16,792.02 18.4% 262.38 154.06
Children’s Offering 1 0.9% 257.39 0.3% 23739 2.36
Gas & Mineral Funds 1 0.9% 296.71 0.3% 296.71 272
Sabbath School Expense 1 0.9% 6.00 0.0% 6.00 0.06
5 4.6% 653.00 0.7% 130.60 5.99
3 2.8% 74.00 0.1% 24.67 0.68
3) 2.8% 107.00 0.1% 35.67 0.98
1 0.9% 7.00 0.0% 7.00 0.06
Adventurers Offerings 1 0.9% 4.00 0.0% 4.00 0.04
Adventurers Dues 1 0.9% 75.00 0.1% 75.00 0.69
Pathfinders Offerings 4 3.7% 454.00 0.5% 113.50 4.17
Youth Offerings 3 2.8% 715.00 0.8% 23833 6.56
I 3 2.8% 129.00 0.1% 43.00 1.18
Vacation Bible School Offerings 1 0.9% 141.88 0.2% 141.88 1.30
VBS Fundraiser 2 1.8% 426.49 0.5% 213.25 391
Student Aid 4 3.7% 355.00 0.4% 88.75 3.2
10 9.2% 631.00 0.7% 63.10 5.79
1 0.9% 50.00 0.1% 50.00 0.46
4 3.7% 1,033.00 1.1% 258.25 9.48
2 1.8% 175.00 0.2% 87.50 1.61
Women's Ministries 1 0.9% 10.00 0.0% 10.00 0.09
Men's Ministries Offerings 1 0.9% 150.00 0.2% 150.00 1.38
Prayer & Revival Ministry 1 0.9% 10.00 0.0% 10.00 0.09
Emergency Aid 1 0.9% 10.00 0.0% 10.00 0.09
Audio/Video 1 0.9% 1,000.00 1.1% 1,000.00 9.17
Choir Offerings 1 0.9% 48.75 0.1% 48.75 0.45
Choir Accompaniment 2 1.8% 170.00 0.2% 85.00 1.56
Choir Fundraisers 1 0.9% 843.44 0.9% 843.44 774
1 0.9% 114.56 0.1% 114.56 1.05
Building Fund Offerings 4 3.7% 195.00 0.2% 48.75 1.79
Church Remodeling 2 1.8% 200.00 0.2% 100.00 1.83
1 0.9% 30.00 0.0% 30.00 0.28
Local Funds 77 70.6% 25,164.24 27.6% 326.81 230.86
Total Contributions 109 100.0% 91,127.80 100.0% 836.03 836.03




Conference Statement - (Not jewel)

Seventh-day Adventist Church Statergenetnolft ;Artr:]count
Statement of Account (nghly Recommended) Texas Conference of SDA g
Operating Fund
P.O. BOX 800
Alvarado, TX 76009-0800
(817) 790-2255

* It shows if you have any payables to the Conference

- iperot
for payments made on behalf of the church. I f:\::tdl — i

¢ |nsurance (aUtO' propertyl etc') Function: Dul;j(:(jBalanceSheetAccount
* These are sent monthly by physical mail or by e-mail.

. Date Joumal # Description Ref. # Original Amount Debit Credit Balance D/C

* Any address change or email updates, please let R T St ©
5/31/2021 AR-9 1.2 Design & Print Services 1V-59828 25.00 64676 D

u S kn OW aS So n a s yo u 4 re a b I e . 6/21/2021 AR-6 1.247 2021 General Liability Insurance V-60131 1,119.22 1,76598 D
10/28/2021 AR- 10 1.14 2021 Annual Church Licenses: IV-61554 583.08 2,349.06 D

5/17/12022 AR-3 1.250 2022 General Liability Insurance 1V-63702 1,341.04 1,287.40 3,63646 D

7/27/2022 AR-5 1.198 2022 Property Insurance 1V-64485 3,320.00 6,956.46 D

Ending Balance: 6,956.46 D
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LOCALLY FUNDED PAYROLL (LFP)

i
- _.‘;/_




What does the
Locally
Funded
Payroll
Department
do?

Locally Funded Payroll | Texas Conference Treasurer's Certification | 2022

Processes payments for
individuals hired by an
entity (church or school)
and are funded 100%
locally.



Payroll Process

Payroll software:
1. iISolved TimeForce
2.  Payroll Portal
3. APS (Adventist Personnel System)

3 | Locally Funded Payroll | Texas Conference Treasurer's Certification | 2022



Payroll Process

What a treasurer should do when planning to hire an employee?

1. First, contact Colleen Worth at the HR Department.

Colleen Worth

Human Resources Generalist
817.790.2255 ext. 2210 Office
866.394.6841 Fax

List of documents

Employment Application

I-9

W-4

Direct Deposit

Wage Deduction
Supplemental Criminal History
Questionnaire

Locally Funded Agreement
Sterling Volunteers employee link
www.ncsrisk.org/adventist

DN NN NN

AN
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Payroll Process

What a treasurer should do when planning to hire an employee?

2. Second, contact Jairo Duarte to get login information to access the payroll
portal and timecard system.

3. Third, submit employee's information through the payroll portal.

4. Employees that have not received a paycheck during the last six months
are terminated in our system. They need to reapply or submit additional
paperwork.

- Benefits
Due to possible changes in: - Tax payments
- Background check

DO NOT ALLOW ANYONE TO WORK
BEFORE COMPLETING THE HIRING APPLICATION PROCESS
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Hiring New Employees or Contractors?

Employee :
*WA4
* \W2 q -

Independent Contractor
*W9 ~
*NEC 1099

Previously 1099 Misc —> )

——

Common Law Rules by the IRS:

1.

2.

3.

PwnN e

Behavioral: Does the church control what the worker

does and how he/she does his/her job?

Financial: Does the church decide how the worker is paid

and provide the supplies?

Type of Relationship: Is there a contract that specifies
benefits for the worker?

Liability or Commercial Insurance

Provide own equipment/supplies.

Paid a flat fee per project/month/service.

Not required to have set hours. Contractors should
control when and how they work.

Signed Contract to confirm pay and assignment
description.

https://www.irs.gov/businesses/small-businesses-self-employed/independent-contractor-self-employed-or-employee %
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ACORD’ CERTIFICATE OF LIABILITY INSURANCE el et

TMlS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
Y OR IIEGAHVELV AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES

BELOW. THIS CERTIFICATE OF TE A T BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTFK:ATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed. I SUBROGATION IS WAIVED, subject to

the terms and conditions of the policy, certain policies may require an on this does not confer rights to the
certificate holder in lieu of such endorsement(s).
PRODUCER TONTACT Larry Spilker ext 203
Pro insur, Inc ®a _@m 317-848-9075 (A%, oy, 317-848-0003
9sasvn-ymmmm - = el
Intanapots, IN 46240 Must be completed with the INSURER(S) AFFORDING COVERAGE | nacs
LuyS—Ea name and mailing address | | msurera: HANCVER NSURANCE Grour 20
Hiomey Bee Creatons of the vendor or vendor's \auRERe
m’ﬂpﬁqu(_ business attending the AR
- INSURER D
market. Include DBA if e
applicable. INSURERF
COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:
THIS IS TO CERTIFY THAT THE POLICJES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.
e TYPE OF INSURANCE Jrootsas POLICY NUMBER RADON YY) (BN umTs
X COMMERCIAL GENERAL LIABILITY 2,000,000
T coumsanoe | X ocor X | X |AAV400S LHW D481067 10212010 | 102172020 |
X indicates policy
GENL AGGREGATE LIMIT APPLIES PER- \includes additional Ma"ke ?Su:'leot
X eoucr|  B& | e insured and waiver ggm.cry 4o
OTHER: nf 0
subrogation 2
| anvauto
ALL OWNED ‘SCHEDULED —
|—| AS S — These are preferred limits.
Shiiiiads o lads Most require only that these limits be a
WMBRELALA® || ocom mAinimum qu1 million each occurrence
| BxcEssuss | cramsMaos with a 2 million aggregate
J DED RETENTIONS
AND EMPLOYERS' LIABLITY o Indicates that
s::.:::;":.:g.;:m;m Ve[ wea policy includes = - .
e, descrbe e product liability S & . L:;E- G

'DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101,
Those usual to the | d' ion. Blanket additional Insured applies per c ge form 421-2015 06 15. Certificate holder,
if any, is hereby an additional insured. [\iusf contain a blanket statement such as shown

Name: Texas Conference of Seventh-Day Adventist

. State that the certificate holder is and additional insured and list name and
Address: Church Address > address of additional insured in the certificate holder box below
CERTIFICATE HOLDER OR
Evidence of Insurance Specifically name the entity wanting to be an additional insured as an

additional insured

6

AUTHORIZED REPRESENTATIVE
Qoo C. Campbe/ 7
Simply having your name and address in the certificate hold box does not make you an additional insured.

Having your name and address here only allows you to be notified if the policy is canceled or modified prior]
to the expiration date. See instructions in the box above for being additionally insured.

Source: https://www.campbellriskmanagement.com/how-to-read-your-certificate-of-liability-insurance/
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Salaried vs. Hourly Employees

Form of payments:

Salary:
Flat amount
Current pay - no two-week delay
Job position as required by law
Minimum of $684.00 per week.
Qualifies for all the benefits

https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/fs17a_overview.pdf

Hourly:

Needs to record hours

The pay is on a two-week delay
Minimum per hour $7.25
DO NOT qualify for all the benefits.

https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/whdfs21.pdf
https://www.dol.gov/agencies/whd/flsa
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Full Time vs Part Time Employer’s cost

Hours,/pay period (1 for salary) 76 Employee status

Hourly rate or Biweekly salary 12 Medical Insurance

Worker

Position Pay rate  Units Wages FICA : Medical
Comp

Full-time Employee Contribution

1. Accelerate Employee Only Numbers of pay periods

frmiayer ik | TL —

mployer Matc g erm

FetL - Retirement . ... Insurance Payroll
Disability

Basic Life Total per

Total Year

Custodian 12.00 T6.00 912,00 64 99 3511 325.00 2736 4560 313 708 | 142027 | 34,08641
Full-Time and Part-Time Employees Benefits Full-Time Employees Benefits
Workers Comp Health Insurance Premium
Professional 0.0074 Employee only $ 32500
Clerical ofice employees 0.0020 Employee and chidren § 44250
Cthers 0.0385 Long Term Disability 0.343%
Maximum Match for Retirement (optional) 3% Life Insurance (14.15/Month) £7.08
Basic Retirement (Apphes to employees that work more than 37 hoursfwesk) 5%
Hours,/pay period (1 for salary) 54 Employee status Part-time Employee Contribution 3%
Hourly rate or Biweekly salary 12 Medical Insurance Not Eligible Mumbers of pay periods 24

Worker

Paosition Pay rate  Units Wages FICA ; Medical
Comp

Custodian 12.00 54.00 648.00 49.57 2495 -

Basic 5% Long
Employer Match Term

Retirement . .. Insurance Payroll
Disability

19.44 - - - 741.96

Basic Life Total per

Total Year

17,807.04
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ikl Isolved

Password

- ___ Timeforce System

[l Remember Me

Timesheet
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Time clock USES

= How to clockin and out

= How to enter a missing punch
= How to enter vacation time

= How to delete an entry



[ ]
TI m e c I O c k U S E * How to enter a missing punch = How to clock in and out

- Click on the “enter punch” icon - Select the “in/out” icon
- Enter the correct time and date - Click “create” button
- Click “create” button

@ In/Out & irais ¥

Irais Ortiz Hire Date: 8/1/2021 Department - %qnference Office - Hourly 38+ Pay Type: Hourly
Employes id: 101622 Status: Active Card Number: Supervisor: Employea Type: Unspecified

Spreadsheet Punch En...

Time Card View [Senitonty ]

Legend ©

Spreadsheet Hours En...

Recalculate Employee List Recalculate Employee  Print Time Card

Errors | Disbursement Detail ] Enter Punch l Enten Hour] Enter Ahsence] Enter Dishursemegt | Daily Details I

| Create | Jancel |

punch: Mode:
Date: [10/20/2022 | 22 | Department: Conference Office - Hourly 38+

(150 chars left)

Do Not Round:
Transfer: Notes:
Override: e
Type:
M4 4 sunday 10/16/2022 to Monday 10/31/2022 Wb W
& 2w  ® | 19 | 22 2 | 2 | 28 2 | 25 2 2 | 22 2 | 3 | 31 |
= T = N e e e
Total Hours 0.00 0.00 | 0.00 0.00 0.00 | 0.0 0.00 0.00 0.00 0.00 0.00 | 0.0 0.00 0.00 | 0.00 0.00 | 0.00 $0.00
Grand Totals 0.00 0.00 0.00 | $0.00
| verify that the above hours on the Time Card are correct and include all worked time
Bl 0PI
[ Employee
[ Supervisor
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Time clock USE

= How to delete an entry
- Select the wrong time and click the “deactivate” icon

iSolved | "+

@ Infout & irais ¥

@ Employee1ofl ©® B Q & [incudesubs 9 Current status: i/a | lrais Ortiz
Employee Id: 101622 Status: Active

Hire Date: 8/1/2021 Department: Conference Office - Hourly 38+
Card Number Supervisor:

Spreadsheet Punch En...
Time Card View [Semibontly |

Legend ©

Spreadsheet Hours En...
Recalculate Employee List Recalculate Employee  Print Time Card

Enursl Disbursement Detail ] Enter Punch l Enter Hourl Enter Absence ] Enter Disk ment] Daily Deftarls]

Update || Deacti Cancel

Punch:

Date: |10/16i2022 | 22 Mode: Auto

e [ Department: Conference Office - Hourly 38+
n Punch Date:

{150 chars left)
Do NotRound: [

Override: [
Type: e

Created Date: 10/14/2022
Created Time: 18:48

o MO 4€ sunday 10/15/2022 to wonday 10/33/2022 b W ‘
e s s s e e s s e
Ai1ba0z : 20 21 2 23 | n 25 26 2z 8 | 2 30 N
In 0 |
Total I:!nuls 14.00 0.00 0.00 0.00 i 0.00 0.00 0.00 | 0.00 0.00 0.00 0.00 0.00 | 0.00 | 0.00 0.00 0.00 | 14.[I|i '$—l].|]‘
Reg | 5.00 | | 5.00 | so.00 |
Vac T =08 9.00 I | s0.00
Grand Totals 14.00 0.00 14.00 | $0.00
A Hours Detail
A R
|i verify that the above hours an the Time Card are correct and include all worked time. [
i‘!ﬂi‘!ﬁfzﬂ!l 1013172022
[] Employee

[] Supervisor
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o = How to enter vacation time
TI m e c o c U S E - Click on the “enter absence” icon
- Enter the correct date and hours

- Select vacation in the “absence policy” box

- Click “create” button
iSolved | timerorce

Type to search menu

9 0
@® Time Management = 5 - ] 5 ;
O Employee10f1 @ B Q & [includesubs O currentstatus: n/a | Irais Ortiz Hire Date: 8/1/2021 Department: Conference Officg - Hourly 38+ Pay Tydk: Hourly
Time Card Employee Id: 101622 Status: Active Card Number: Supervisor Employae Type: Unspecified
Spreadsheet Punch En.
Time Card view
Spreadsheet Hours En...
Recalculate Employee Recalculale Employee | P e Card cnd 5
ork Area Errors | Disbursement Dethil l Enter Punch ] Enter Hour l Enter Absence l Enter Dishursement ] Daily Details
P y
Employee: Orfiz, Irais Absence Policy :
Hire Date: 8/1/2021 Department ; Conference Office - Hourly 38+

Dates: [10/16/2022 | &5 -[10/162022 | B3 {150 chars left)

@ Decimal Hours Per Day
Start Time [1200_|[AM v Hates:

o
O Based On shift Duration
© Based On shift Palicy

Created By : Ortiz, Irais
Created : 10/14/2022

] Enter Absence] Enter Disbursement] Daily Delafls]

~ I 44 Sunday 10/16/2022 to Monday 10/31/2022 B WM

. Sun  Mon Tue Wed Thu Fri Sat Sun. Mon Tue. ‘Wed Thu Fri Sat Sun Mon
P 10162032 16 I 17 1} 18 b ) 20 21 | I} 30

o 2 | 23 2a | 25 | 26 (g | 28 | 29
In| 07:00 AM =
Out 12:00 PM *

[ A inbatod o

Total Hours 14.00 0.00 0.00 | 0.00 | 0.00 | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 14.00 $0.00

Reg

$0.00
Vac 9.00 < 9.00 $0.00
Grand Totals 14.00 | 0.00 14.00 | $0.00

v ‘Hours Detail

~ iesihicaton

| verify that the sbove hours on the Time Card are correct and include all workea
«10/16/2022 013112022
[[] Employee

[] Supervisor

Verification T

Employee and supervisor must verify the timecard before requesting payment * How to delete an absences
- Select the wrong entry and click “delete”
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- Home Page % = X
g

€< - C a payollxsdaorg * ® % 2

i Locally Funded Payroll Register  Login

ih Locally Funded Payroll

a y l o I I % Texas Conference of Seventh-day Adventists
Employee Management
local treasurers or admins

Education

Transmittal

education office

HR

human resources office
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Payroll Portal - User Information

1 Create an account X+ o - o

€« C @& payrollixsda.org/Account/Register o @ » 2

User Details
Eirerhlaiia Chuich st Tieasiiar il Locally Funded Payroll
% Texas Conference of Seventh-day Adventists
Email | ANWTEST-TR@txsda.org
Payroll Email Address
Entities || A New Entity SDA Church x v S—
>+ Employee Id/Payroll code
Registration Code 35932738 ‘

Already have account?
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How to enter a new employee information

|- Home Page X + (] = a X

€< 5 C @& payrolltxsda.org * ® » 2

s Locally Funded Payroll HelloIMusante!  Log off ‘

i Locally Funded Payroll

Texas Conference of Seventh-day Adventists

Employee Management

local treasurers or admins

Education

education office

HR

human resources office
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How to submit a transmittal report

Employee Management X + (+] — (m] X

& > X @ payrolltxsda.org/EmployeeManagement w ® » 2

ih Locally Funded Payroll Hello IMusante!  Log off

=8 Dashboard i= Employees £ new Employee Payroll File $ Make Payment

Employee Management

Select Entity

A New Entity SDA Churcf‘M
Advent Ridge Academy

Arlington SDA Church

Arlington Southern Worship Center SDA Ch

Arlington Spanish North SDA Church

Athens SDA Church

Texas Conference of Seventh-day Adventists | 1211 Hwy 67 West Alvarado, TX 76009 | P.817.790.2255 | F.817.783.5266
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2022 Texas Conference Payroll Calendar

Remember, since all local hires should be on a two week delay for payroll, transmittals can be submitted as early as the day following the previous Pay Day.
Example: The January 31 payroll covers the period of 1/1/22-1/15/22 and can be submitted as early as 1/16/22.

| SUBMISSION DEADLINE [Pay Day [ |Holiday (Office Closed) [ |office Closed
January February April
Sun |Mon| Tue |\Wed| Thu | Fri | Sat Sun [Mon | Tue |Wed | Thu | Fri | Sat Sun |Mon| Tue Sun [Mon| Tue |Wed| Thu | Fri | Sat
1 1 1 2
z 3 B 5 7 8 1 2z 3 5 8 7 8 3 B 5 7 B E
o 10 1 12 i [EES 3 7 ] o LR 13 (14 [i§ 10 11 2 e ie [iEE
16 17 18 19 21 22 13 14 15 16 17 10 20 21 22 7 18 10 21 22 23
23 24 25 20 27 3 20 20 21 22 23 24 25 26 2r 28 20 24 25 26 7 28 ’1'9 (20
3 @ R
May June July August
Sun |Men| Tue |\Wed| Thu | Fri | Sat Sun [Mon | Tue \Wed| Thu | Fri | Sat Sun |[Mon| Tue |Wed| Thu | Fri | Sat Sun [Mon| Tue |Wed| Thu | Fri | Sat
1 2 3 E 1 2
1 z 3 5 8 7 5 7 8 2 1 |1 3 B 5 7 B E 1 2 3 5 B
] g 10 12 [12 [ 12 i3 [ [Eie 7 [iB i 12 5 [ 7 ] E NN E
15 16 7 1o 20 21 19 21 22 23 24 25 17 18 10 22 23 14 "l_l_l 18 17 19 20
22 23 24 25 il 7 28 26 27 28 2 '3&] '_ 24 25 29 : 30 21 22 23 24 25 28 27
28 30 31 31 | 28 28 30 31
September October No December

Sun |Mon | Tue |Wed|Thu | Fri | Sat Sun [Mon| Tue |Wed| Thu | Fri | Sat Sun |Mon | Tue Sun [Mon | Tue |Wed| Thu | Fri | Sat

1 2 3 1 1 1 2 3
B 5 : 7 8 g 0 2 3 5 8 7 B B 7 8 B 5 7 ] B 10
1 12 *4 5 |8 (7] o 10 rz 13 e s 13 14 15 11 12 13 14 15 8 17
18 1a 21 x 2 24 18 17 10 20 21 22 20 21 22 18 19 21 22 23 24
25 i 27 28 20 I_S!I 23 24 25 26 7 28 20 7 28 20 25 28 i g 28 20 30 31

| ©
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Adventist Risk

Management




What type of claims should be submitted to t
ARM - Adventist Risk Management
Through the Texas Conference

COI - Certificate of Insurance
Statement of Loss:

Property Damages
Vehicle Damage
Bodily injury

Statement of Loss:

Burglary
Weather

Auto Insurance Changes

2 | Texas Conference Treasurer's Certification | 2022



What Forms to fill out?
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Certificate of

Insurance




& CERTIFICATE OF INSURANCE REQUEST

} " 12501 Ofd Columiia Pike - Silver Sprring, MO 20904
ﬁm:gﬂ OFFICE: 1(B8B) 9514276 - FAX: 1(865) 460-8767

RUSH [®]ves[Jne

[> ORGANIZATION INSURED: Texas Conference
poLICY #GL300703-02

[> TYPEOF INSURANCE: ] cossinammy [] sacesamy

[ CERTIFICATE HOLDER:

[> EVENT LOCATION:

[ ACTIVITY REQUIRING CERTIFICATE:

E A COPY ¥ THE CERTIFICATE OF INSURANCE J0 MUTIPLE RRCPIENTES

FLLASE MOTE: CERTIICATES WILL S0 LONGER BE FSINED Y FAX OF MARL PLEASE PROVIDE E-MARL ADDRESSES OF ANYOME MEEDING T0 FECEIVE A COPY 0F THE CERTIICATE.

COMMENT:

[ sememeee Teresa Bonilla naTE oYY
Robbin Hill- Bowers <rhill-bowers@adventistrisk org|




Needed Information

Certificate of insurance

SN\ U BRSO D

Entity Name
Physical Address

Description of Activity

Beginning and ending day

Sponsors Name

Certificate holders email Address

Submit Information on time



Statement of

Loss




N

Adventist Risk
Management; inc.

‘NG Texas Conference

[> ABOUT THE INSURED:

RIS {SCHOSL S OTHER MAMG:

CHIECH | SCHOSL P THER ADORESE:
[> ABOUT THE LOSS: DATE & TIME OF LOSS

NORTH AMERICAN DIVISION GENERAL LIABILITY

STATEMENT OF LOSS
12501 Old Columbla Pike - Silver Spring. MD 20904
OFFICE: (307) 453-7400 | FAX: (301)453-7060
EMAIL: claimsgadventistrisk org

MONTH DRy

[> ABOUT THE LOCATION OF INCIDENT:
NABIE QP DWHER OF PREMISEE:
M
TELEPHONE| BUISINESS: respenA
[> ABOUT THE INJURED PERSON OR DAMAGED PROPERTY:
e
MeEs

TEEPAE[BUSINESS:




Needed Information:

Statement of Loss

« Name of Church or school
 Pastors Contact information
 Incident Date

* Description of Incident

« Witness Contact Information

» Signature and Date



Statement of

Loss




NORTH AMERICAN DIVISION PROPERTY
NOTICE OF LOSS

N

Adventist Risk 2
Management? I OFFICE: (235

FOR YOUR PROTECTION SOME STATE L THAT THE

> INSURED:
-
s e
SANAGED PP - AOBAESS
POUNT O CONTACT - k5T ki st

TREOE | B L AR

[> DESCRIPTION OF WHEN AND HOW LOSS OCCURRED: 1 EXACT DATE I5 NOT KNOWN, GIVE DATE OF DVSCOVERY

DESCRIPTION OF ACODENT/XATURE OF ACTIMTY

> DESCRIPTION OF PROPERTY DAMAGED OR STOLEN: (SUPPORT WITH WRT IDOITIONAL SHEETS IF NECESSARY)
IAME, MODEL, SERIAL NUMIER

D> ESTIMATE OF LOSS, IF AVAILABLE
3

[T STLI G203 TOTM ESTMATES.  §

conTNT. s STOLEN MENEY LIS DEUCBE  §

TR KPR § s T ST s
P> ALL CRIME LOSSES MUST BE REPORTED T0 POLICE:
[ PouE aePORT MMEL

ST CRGAAZATOY

apowEss

> Soaarats o AuTeCRaTD EXTITY REPSEVRING OATE O ShARSL 4

> so6maruts o6 AeTeCRITD NGLBED REFSESINTATIG OATE F ShiANE

900 1 St o Pl 0 | W33 LURE T PROMPTLY REPOAT LSS OF DAVAGE (5 A CONTRACT VIOLETION AND WAY 'WORb COVERSGE. SUPPOY A5 WOCH INFORMATION 15 POSSIRLE 1O KO0 DELAL




Informaciéon Necesaria:

Statement of Loss
* Conference Name

e Church of School's Name

Pastors Contact Information

Incident date

Description of incident

List of items Stolen or damaged

 Signature and Date



Auto Policy

Changes




Adventist Risk Management, Inc. Type of Request: o Add O Delete
Automobile Policy Change Request @ change [ Quote
Effective Date of Change: 0
N Ciient information [Note: local organ include churches, schools, imilar locations) |
Insured Name: Texas Conference
Local Crganization Name:
Local Organization Address:

ile Information
Year: Make: Model:
Garage Location (city/town, state and Z.I.P. Code):

n Type of Automobile (Select onty one)
O Truck or Trailer Select coverage by entering a limit or deductible
How is truck or trailer primarily used? (select only one) Liability: 51,000,000
O Service: driven to job site for majority of the day Personal Injury Protection:
O Commercial: transports property to a business Property Protection (MI Only):
O Retail: delivers property to individual households. Auto Medical Payment:
Radius of operation: [ 0-50miles [ $1-200 mites [ 200+ miles Uninsured Motorist:
Gross Vehicle Weight: Underinsured Motorist:
Comprehensive (5250 minimum):
Bus or Van Collision (5500 minimumy:
How is bus or van primarily used? (select only one) Original Cost New:
O  School: transports passengers for school activities Instructions
O  Church: Transports passengers for church activities Some coverages not available in every state, contact
O Social Service: transports passenger for comm. Serv. ARM if you have any questions.
Radius of operation: [ 0-50miles [ 51-200 mites [ 200+ miles
Seating Capacity: Loss Payee
Lending institution if automobile is financed
Motorhome Name:
Length of motorhome: Street Address:

Other ile (such as cars, golf carts) City:

Describe how the automobile is primarily used: State: Z1P. Code:
Phone #:
Loan &

General Information {If any questions are *Yes", please provide explanation)
1. Is this automobile primarily operated by non-employees (such as students or
volunteers)?
Explanation:
Is the primary operator of the automobile not covered by a Worker's Compensation
policy?
Explanation:
Any existing damage to the automobile?
Explanation

Authorized Representative of the
Insured:

Authorized Representative of ARM:




Needed Information:

Auto Policy Changes

* School or Churches Name
 Physical Address

» Vehicle Information ( Make,
Model, VIN#)

* Vehicle Type

* Prohibited Vehicles (15
Passengers)

* General Information

» Signature and Date



Conclusion

Points to Consider

* Contact the Texas Conference as
soon as possible

 Submit a Claim

* Provide Needed Information

16 | Texas Conference Treasurer's Certification | 2022




1099 Information

What is the Form 1099?
e This form records how much was paid to an entity
or person.,

* You will need to use this form if you paid someone
$600 or More

- Employees who are the payroll are not included (If
you have Questions about whether a 1099 needs to
be issued. Contact the conference)
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BUILDING A BUILDING COMMITTEE

When a ministry is growing and it’s clear more space is needed, most leaders know it’s time to
assemble a building committee. However, many quickly realize assembling the right team can
be significantly more challenging than identifying the need for one. A building committee cre-
ated in haste using anyone available or only those with specific secular knowledge can quickly
lead to frustration and stalemate.

Our purpose is to help guide our churches as they navigate the facility expansion process. It is
understandable the people you choose and the process you use will determine the success or
failure of your ministry for years to come. It has been identified that there are 4 critical compo-
nents when assembling a building committee.

“The people you choose and the process you use will determine the

success or failure of your ministry for years to come.”

CLEAR MINISTRY OBJECTIVES & AUTHORITY

The best way to empower a building committee is to give them clear ministry objectives and
the authority to carry out those objectives. You should empower your building committee with
an understanding of the ministry problems that need to be solved, not the presumed solutions.
To recruit the right team, you must communicate the vision flowing out of these objectives to
create a clear understanding of what needs to be accomplished. The ministry objectives pro-
vide the team with clear expectations and boundaries for the journey ahead of them. Clear
objectives give your building committee the best opportunity to successfully improve minis-
try. Many leaders neglect to take the time to investigate the roadblocks of their ministry. As

a result, facilities have been updated without any significant ministry impact. As leaders, you
should not assume answers to problems you haven’t identified and send a building committee
on a mission without clear objectives.

However, clear objectives are not enough. The team must be given authority. Position without
authority creates discouragement and hinders progress. The building committee must be em-
powered to create change and implement solutions. With clear direction and authority, those
you recruit will be equipped to reach the destination desired by the leadership.



WHAT DOES CLEAR
DIRECTION LOOK LIKE?

“The best way fo empower a bulld- R ESELENCIETES
I”g camml Tee IS 0 gll/E ﬂ’em ?.hTIE:;J:stng;%ibilities of the com-
clear ministry objectives and the

mittee

allﬂlﬂr”y 0 ca”y UUI' ﬂlase 2. The ministry problems which

need solved

ablecnves' ! 3. The desired project schedule in-

cluding the major milestones, de-
liverables, and approvals required

Once you know the ministry objectives and have outlined the authority, you can intelligently
select a building committee. Ministry objectives and authority should shape who you select. As

you might suspect, team selection is a critical aspect of a successful building committee. The best

leaders select the building committee members based on leadership experience and ministry

understanding, not on construction experience or secular skill. Ministry understanding and leader-
ship qualities are the core characteristics of a great building committee member. Don’t substitute
secular skill or knowledge of a specific trade for ministry understanding on your team. It’s great to

have secular skills or trade knowledge but the ability to lead people with a ministry heart should

be your top priority. If you don’t identify clear ministry objectives, you will be tempted to populate

your team with secular construction skills. One bad selection to a building committee can derail
an entire project, but it’s difficult to see a ministry focused person derail a building committee.
When ministry is the focus the ministry leaders become evident. You will see it in their eyes and
feel it in the tone and conviction of their words. Like Nehemiah, God loves to use leaders with
conviction and focus.



“The best leaders select the building committee
members based on leadership experience and
ministry understanding, not on construction
experience or secular skill.”

WHAT DOES SELECTING THE RIGHT
TEAM LOOK LIKE?

* Assess how people work on teams and the teams
they have been a part of

* Create a list of questions to unpack ministry and
leadership aptitude

COMMITMENT AND CONTINUITY

A church design, fundraising, and building process can take several years
to complete. Turnover within a team slows progress and disrupts momen-
tum. When asking people to serve on a building committee, ask them to
commit to serving until the completion of the project. If they are unwilling
to finish what they’ve started, move on to the next qualified candidate.

Once you have established the team, don’t add new people! One of the
most common things to derail a building committee is the introduction of
new people in the middle of a project. The time it takes to provide context
to the new individual and redevelop consensus in the group can be frus-
trating to the entire team. The frustration can quickly lead to division and
in severe cases, hostility towards others. Several years ago, a contractor
scheduled a meeting with a church to review their drawings one last time
before they finalized them. At the meeting was an interior designer who
just started attending the church. She was asked by the Pastor to be part
of the building committee because the Pastor wanted to get her involved
in the church. As a result, the project drifted for the next few weeks as she
began to rehash old design concepts and develop new ones. The building
committee was so frustrated, they asked the Pastor to remove the interi-
or designer. Without context of what was previously covered, this trained
professional frustrated the group and ultimately had to be removed from
the committee. You can avoid this common pitfall by selecting committed
members and refraining from additions throughout the life of the building
committee

“TURNOVER
WITHIN A
TEAM SLOWS
PROGRESS AND
DISRUPTS
MOMENTUM.”

WHAT DOES
COMMITMENT AND

CONTINUITY LOOK
LIKE?

* A unified group of
people committed to
completion of their
objectives

* An understanding of
the power continuity
must streamline and
accelerate progress



THE RIGHT NUMBER OF MEMBERS

There is not a universal perfect number of individuals on a building commit-
tee, but there are some general principals. The ideal building committee has
enough members to effectively connect to most segments of the congrega-
tion but does not have more than 8-9 people in total. For smaller congre-
gations, 4-5 may be enough. A common error results when a church offers
to have “anyone interested” on the building committee. Groups larger than
8-9 struggle to reach consensus, find times to meet regularly, and frequently
have a different dynamic at every meeting depending on who can attend. It
is strongly suggested you do not put more than 9 people on your building
committee. In practice, committees with 6-7 members seem to work best.
With 6-7 of the right influential leaders, their variety of opinions and per-
spectives can effectively shape the ministry solution and communicate the
path forward to the entire congregation.

Several years ago, a contractor was asked to help 3 churches come together
and build one facility. The process taught the contractor a lot about leading
groups and selecting people to lead people. The first task was to establish
some clear ministry objectives. From those objectives, there were selected

6 leaders who understood the ministry objectives well enough to represent
each of those 3 churches. It was amazing that when ministry became the fo-
cus, 6 people to represent 3 churches was sufficient to accomplish the minis-
try objectives.

Building programs are a unique time in the life of a church. The building
committee tasked with leading the program influences church pro-
grams, culture, and relationships throughout the process. The impact
of a facility lasts for decades and has a direct impact on how a minis-
try serves its community. We realize leading a building committee is
extremely difficult, but it can and should be extremely rewarding. How
you lead as a building committee impacts the product you build and
your ability to impact your community with the gospel. It’s a high call-
ing and should be an honor.

Many times, it has been asked, “What do we do if we’ve already assem-
bled a team and we’ve done it all wrong?” Our suggestion would be to
start over. Explain to your team you’re embarking on a new process
and thank them for their service up to this point. This time-tested pro-
cess advises the creation of what is call an implementation team. The
change in terminology provides an easy opportunity to reboot your
building program and start off on the right foot. In this process, the im-
plementation team consists of the influential leaders described above
who take full responsibility for guiding the church throughout the solu-
tion finding process.

“The ideal build-

ing committee has
enough members to
effectively connect
to most segments of
the congregation.”

WHAT DOES
THE RIGHT
NUMBER OF
PEOPLE LOOK
LIKE?

* A team of influ-
encers large enough
to bring hundreds
of people together
in pursuit of a com-
mon goal

* A team small
enough to make
quick decisions,
but large enough
to benefit from the
collective wisdom
found in groups
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4 INTRO.

This handbook is intended to provide member churches of the Texas Conference
Association of Seventh-Day Adventists (the “"Conference”) a brief orientation on the
elements of the construction process. It contains general explanations of certain
challenges you will face in building your new church. This manual will provide a guide to
help your Church avoid problems that are guaranteed to increase the cost of a building
program, which include:

1. Poor planning
2. Poor contracting
3. Change orders

Construction is a complex matter. If not handled properly, a church construction
project can be a constant distraction from doing God’s work. A church’s leadership and
congregation can sadly become divided when a construction project goes wrong.

There is no sugar-coating it, the construction of your new church building will be harder,
take longer, and cost more than you think it will. But good prior planning, utilizing good
contract documents, engaging experienced design and construction professionals, and
having an active awareness ofthe steps of the construction process can minimize
construction challenges to a manageable level.
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Prepare your work
outside; get
everything ready
for yourself in the
field, and after that
buildyour house.
-Proverbs 24:27

THE IMPORTANCE OF

ADVANCE PLANNING

Before beginning the design process or construction process, an
essential initial step is determining exactly what kind of structure your
church needs to build to accomplish its goals. Y our church must be able
to articulate the specific characteristics of a building that will meet its
future needs. This requires the involvement of a church’s entire mem-
bership from the very beginning. An important distinction will have to be
made between what your Church’s membership wants to build, versus
what the church members truly need and can afford.

A. Your Pastor Should Not Be the Project Manager

When planning and monitoring any church’s construction project is made
the sole responsibility of the church’s pastor, it inevitably

distracts the pastor from the central purpose of his/her work; to help
others grow in their faith. I have spoken with many ministers who be-
moan the burdens of the construction process, both their lack of expe-
rience with it, their lack of understanding of it, and the massive amount
of time it takes. Yet they unselfishly take it on as they are devoted to
their congregation, even if they have misgivings.

It is unwise to ask a church’s pastor to act effectively as the general
contractor for a church, or to place upon any pastor the responsibility of
monitoring every aspect of a construction project. The pastor

necessarily will take a central role in any construction process, but the
planning and execution of the construction process should be made the
primary responsibility of a planning committee and a separate build-
ing committee, each consisting of at least a chairperson, and assistant
chairperson, anda representative number of church members.

B. The Planning Committee

A supportive and involved membership is essential to a successful
church construction project. Therefore, a construction planning commit-
tee should be organized before the beginning of any construction proj-
ect. This committee should have a broad representation from through-
out your Church membership. It should have a chairperson who is not a
member of the ministerial
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staff, and a secretary that keeps written minutes of each meeting. A planning committee’s
work is invaluable in avoiding pitfalls that arise due to inadequate early planning, such as
increased costs. Prior to beginning work, the entire planning committee should read this

manual in its entirety.

A planning committee’s
goal should be to meet
at multiple times to
prepare and submit to
the Texas Conference
Association of Sev-
enth-Day Adventists’

leadership a written
“Proposal for
Construction Financing
containing the
following:

14

1. An explanation of the results of a simple survey of the congregation on what
kind of structure the church needs to be successful (not just grow, but to be successful);
2. An explanation of how the location of the to-be constructed building was

determined, as well as the name and contact information for the govermental
jurisdictions responsible for the final inspections and issuance of the certificate of

occupancy;

3. An explanation of how a relocation of the church was determined to be the best
route over renovating or adding onto the existing church, or vice-versa;

4, An explanation of which elements of the church will be addressed by the construction

program and how it would be improved by new construction or renovations.

By elements, I mean things such as:

Sanctuary and worship facilities
Educational facilities for adult and
college-aged classes.

Fellowship Hall

Youth educational facilities
(elementary and high school)
Nursery

Kitchen

Musical program facilities (choir room)

Administration facilities (Pastor’s office)

Technology (lights & sound) and

security system

Externa! appearance and parking
Playground & Outdoor recreation
Gym

Storage
Maintenance, HV AC & Heating
Irrigation

Security System
Furniture and other furnishings




A estimation of how large any room to
be constructed should be, in square
feet, should be provided;

5. An explanation of the church’s
growthtrends that justify new
construction; and

6. A proposed budget containing an
explanation of the church’s strategy
to raisemoney for the new construc-
tion,while continuing to fund its
current operational needs.

Not only will this written proposal allow the Association to properly assess the financial needs
of the Project, it will be an essential document for the architect or engineer eventually select-
ed to use in creating plans to build what the church wants, at a price the church can afford.
This planning process will also help your church to discern the core principies that should
control and guide its building process.

The failure to conduct an inclusive, thorough, and structured planning process will inevitably
lead to a construction process that will require multiple changes at the end of the construction
phase, when implementing changes is the most expensive. Churches that do not go through
a significant planning process have their construction efforts derailed by inconsistent subjec-
tive opinions, rather than objective facts previously agreed-upon by the church leadership
and membership.

Your church does not want to be caught in the expensive trap

of’making it up as you go along” during the construction process.

C. The Building Committee

Subsequent to the planning committee completing its work, your church will also need to
appoint a building committee to guide the church through the selection of a design profes-
sional and contractor, and to monitor the actual construction process. This committee should
have a chair and vice-chair, neither of whom should be the pastor. It should be smaller than
the planning committee, but no less than five people. This is where congregation members
who are design and construction professionals can participate in providing the most valuable
assistance to the church. This committee should meet at least monthly during the design and
construction process, and have a secretary who keeps a written record ofwhat occurs at each
of its meetings
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The individuals appointed to the building committee should have credibili-
ty to the rest of your Church’s membership, be committed to the Planning
Committee’s vision, have the time to serve, be good communicators, be
willing to listen before speaking, have good common sense, be patient, and
exhibit good problem-solving skills. While each committee member should
have a history of contributing to the Church, more than just being a major
donor must be considered when appointing a member to the Building Com-
mittee. They should all also read this manual in its entirety before their first
meeting.

D. Methods of
Obtaining
Construction

Services a.k.a III
“Delivery =
Systems” - b g

I. Design-Bid-Build Method

Under this option, your Church first selects an architect. The selection is
normally based on qualification and experience relevant to your Chruch’s
specific project. Your architect then meets with the Building Committee to
discuss and determine your Church’s needs plus your budget.

Your architect then selects his/her team of design professionals ( the struc-
tural, civil and MEP engineers). Your architect then creates a preliminary
design. Ideally, your architect coordinates this effort with a contractor to
develop a reasonable accurate cost estimate. If the cost estimate exceeds
the your Church’s budget, your architect may discuss options for deceas-
ing the cost with your Church. This may mean decreasing the scope of you
Project, but its much better to have a design the matches your budget than
running out of money before the Project is complete.

At the point m time that the proposed design is within your Church’s bud-
get and approved by your Church, you Architect then proceeds to draft the
construction drawings to include detailed specifications. The construction
drawings are then issued for competitive bids from three or more general
contractors. The general contractors solicit bids from subcontractors ( elec-
trical, mechanical, plumbings, painters, etc.). At that point in time, your
Church and the
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Design-Build |
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your Architect compare the qualifications of the general contractors, and select the best
option considering cost and qualifications. The project then proceeds into the construction
phase.

This option has the best “potential” to achieve the highest quality of construction. Your
Arhcitect is obligated to your Chruch, not the general contractor. Your Architect is typically
better trained and can use their experience to assist your Church in planning and moni-
toring construction. This is the Conference’ s recommended delivery system.

III

2. Design-Build Method

Under the Design-Build option, your Church solicits proposals from Design-Build firms
who are normally lead by a General Contractor. The General Contractor (not your Church)
then contracts with the design professionals ( architect, structural, civil and engineers
). Y our Church then interviews the Design-Build firms and reviews their proposals, but
without the help of an Architect contracted directly with your Church. The selection de-
cision is normally based on a combination of fee and qualification to include the design
professionals.

The Owner then meets with the General Contractor, and preferably with the General Con-
tractor’s Architect, to determine the needs and budget. Typically the General Contractor’s
Architect develops the preliminary design, and then the General Contractor determines a
cost estimate. Adjustments may need to be made to the scope of work in order to get the
project under budget. The General Contractor may utilize the expertise of major sub-con-
tractors to develop the cost estimate. At the point in time that the preliminary design
is within the budget, the design team completes the construction documents to include
specifications. The construction documents are then issued for bids to subcontractors. The
project then proceeds into the construction phase.

This option has the “potential” to save time and cost, and often is marketed as such.
However, the motive of the General Contractor is not always in the Owner’ s best inter-
est. Sorne contractors do not use the architect to help the Owner identify their actual
needs. The architect and engineers are contracted with the General Contractor, and not
the Church. As such, they are not always inclined to insure that construction meets the
highest standards. This delivery method is not recommended, because it is better if the
Architects owe a primary allegiance by contract to the Church.
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FINANCING

It is irnportant to have a firrn grasp of
the financia! resources available to your
church prior to construction. The archi-
tect and/or engineer retained to design
your church rnust know the financia!l
resources available for design and con-
struction in order to perforrn his/her
work effectively. Otherwise, the risk of
the design being more expensive to con-
o struct than the budget available for con-
é T L

struction is very real. It is important for

a church’s design “eyes” to not be larger

than its budgetary “stomach”.

Far which of you, desiring to build a tower, does not
just sit down and count the cost, whether he has

enough to complete it?
-Luke 14:28

A. The ‘Contingency’

A financia] cushion, or a “contingency”, must be built-in to your construc-
tion budget. Unforeseen cornplications inevitably arise during the design
and construction process. Whether it s an unexpected site condition that
is only revealed once the excavation for the foundation begins, or a build-
ing official that interprets a building code to require expensive, unplanned
improvements, the construction process always contains unknown contin-
gencies for which backup financia! resources must be set aside to address.
It will be difficult to set aside precious construction dollars for these contin-
gencies, but it must be done. In the rare event your church reaches the end
of the construction process without spending its contingency, it can then
utilize the funds to add to the building items that might have been eliminat-
ed earlier due to cost.

B. Financial Disclosures

Under Texas law, your church will be required to provide to any contractor
it retains, upon that contractor’s request, evidence that it has the financia!
ability to fully fund and complete the project. Without this written assur-
ance, the contractor will be limited in soliciting favorable bids from discern-
ing and qualified subcontractors and material suppliers. Such written proof
may also be required by the contractor’s bonding company which issues the
payment and performance bonds required by the Conference’ s Executive
Committee. 07
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C. Conference Loan Funding Requests

When your Church request funding from the Conference to supplement its own tithing from
the Southwestern Union Revolving Fund to pay for construction, your Church will have to
make an application for such funding to the Conference Treasurer. An example of the paper-
work that your Church will need to submit in order for its funding request to be considered
is attached as Exhibit “"A”. This paperwork includes:

1. “Prequalification Loan Application” worksheet

2. “Church Loan Analysis Request for Asset Acquisition and Developement”
worksheet

3. “"Loan Request” worksheet

4. “Computationsof Borrowing Limits” worksheet

5. "Document Required” worksheet

To meet standards required by the North American Division of Seventh-Day Adventists, the
Conference Treasurer will need to know what the total for your Church’s last three year of
tithes is, and that your Church has 35% of the costs proposed construction already in hand.
The information supported by the documentation, will be reviewed by the Conference Fi-
nance Committee, and a recommendation will be made to the Executive Committee regard-
ing the Funding Request.

It is important for your Church’s members to remember the funding from the SOuthwestern
Union Revolving Fund is truly a loan that must be repaid with interest. As such, the financial
safeguards described later in this manual relation to the payment process are essential for
your Church to understand and comply with

08



The design professional
selected by your church
building committee
must have a thorough,
comprehensive
commercial design
experience.

FINDING AN
ARCHITECT/ENGINEER

Retaining a credible and experienced design professional
(an architect or engineer) is critical to the success of your
construction project. Your church must thoroughly and
dispassionately evaluate the experience leve! on other
church projects of any architect or engineer your church
considers for the design of your church construction proj-
ect. An unqualified architect or engineer may attempt to
mislead your church on the breadth of his/her/her skills
and experience in an effort to obtain the church’s de-
sign project. Residential architects not experienced in
the complex design of church buildings will sometimes
solicit the design of your project as a means of gaining
this commercial design experience. You do not want your
church construction project to serve as a learning process
for a design professional.

The design professional selected by your church building
committee must have a thorough, comprehensive com-
mercial design experience. This experience should include
working knowledge of the specific uses, functions, space
needs, and aesthetic design features for a church facility.
Your church may be approached by companies who want
to perform both the design and construction portions for
your Church together under one contract, called a “De-
sign-Build Contract”. Because such a contract makes it
less likely the planning the process prior to design will
be thorough, and places the design professional more on
the construction company’s “team” rather than serving
as a protector of your Church’s interests, we discourage
Churches from utilizing the “"Design-Build” contracting ar-
rangement.

A. Selecting a Design Professional

Design professionals are required by law to be properly
licensed with the State of Texas. Your church building
committee, or a set of representatives from the com-
mittee should first request proposals from at least three
design professional firms experienced in the design of
church facilities. The committee’s request for proposals
("RFP") should provide the general criteria for the de-
sign of the facility developed during the previously ref-
erenced planning process, as well as the budget. Include
the summary of what you want to have built described in
Section II. B. (4) above in the RFP
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Your church should also request that the design professional forms provide doc-
umentation evidencing their qualifications and experience in designing church facil-
ities of similar size and scope.

After reviewmg the responses to the request for proposals, the committee should
interview the three design forms. During that interview, the committee should ask
questions that arise from its review of the responses to request for proposals, as well
as certain specific pre-selected questions asked to all three forms. The pre-selected
questions should concern:

S

1.The identity of and specific qualifications of the form’s team mem-
bers providing services on the church’s project (for example, who
are the structural engineer, the civil engineer, and the mechanical
engineer);

2.Design issues the design professional foresees with your project
and the jobsite;

3.Aesthetic and function issues that the design professional anti-
cipates;

4. Time constraints for design

5.Projects the design professional has worked on before that it
considers to be similar in scope and size.

6.How often will the design professional visit the project jobsite A
once construction has begun, and what kind of field reports and
photos will they provide the building committee after each visit?

7.Will the Design Professional be able to provide a “schedule of
values” that breaks down the project into separate components
for contractors to refer to when bidding (See Exhibit “"C”, AJA Form
G702)?

8.0nly at the conclusion of these discussions of the above prior &
matters should the issue of cost be raised. Often times the nest
design professional for your Church’s project will not be the cheap-

est.

You must confirm your design professional’s licensure status on the
Texas Department of Licensing and Regulation ("TDLR"”) website.
You must also confirm that the design professional’s business enti-
ty, if a corporation or limited liability company, is current with the
State of Texas in meeting its franchise tax reporting obligations.
The failure of a desing professional to keep its license current, and
its business entity current would be major red flags




If your Church needs assistance with checking these licensure and tax status of prospective
design professionals, process, please let the Conference know. The Conference would rather
provide your Church assistance than have your Church not undertake these important steps.

B. The Importance of Following-Up with Reference

To properly evaluate the experience level of each professional firm, you must also request
submittal of the names and contact information for the owners of the last three projects they
have designhed in the past five years that are similar in scope to what your church propases
to build. Once you receive this information, call each of the project owners and ask them:

1. Were they pleased with the design professional’s
services and would they engage them again on a
second project?

2.Did the design professional respond to concerns
and inquiries in a timely manner?

3.Did the design professional’s work demonstrate
knowledge of local codes and regulations that re-
quire plan accommodations?

4. Did the design professional provide support during
the construction process?; i.e. answer the questions
of the contractors, make site visits, and evaluate
payment applications;

5.In retrospect, what would they like to change
about their experience with the design professional?

Again, if your Church needs assistant with this process, please let the Conference know. The
Conference would rather provide your Church assistance than have your Church not under-
take these important steps.

Be cautious about using a design professional that is friends with, or in the family of, one of
your members. Personal ties cannot bias you in favor of any one candidate. While oftentimes
well-meaning, a close, personal relationship with the design professional selected creates
the risk of undercutting procedural safeguards that are important to protect your church and
the Conference. The natural instinct to be conflict-adverse in clase, important relationships
can lead to a failure to express criticism on work quality issues. It can also be the source of
unnecessary misunderstandings that divide a church family. A church should never retain a
design professional it would hesitate to hold legally responsible in court for the design work
performed.
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Once all of this informa-

tion is gathered, the Building
Committee should meet to re-
view the competing proposals
and the feedback collected from
the owners of the prior projects
designed by the design profes-
sionals you are considering. If
questions arise during this pro-
cess, you will have available for
consultation, the Conference
and the Conferences’ legal

counsel.

C. Contracting with a Design Professional

Once your church selects a design professional, the next step is entering into a contract
with the design professional for the provision of services. Merely accepting the archi-
tect’s design proposal as the contract is not sufficient; such a proposal will not contain
the terms necessary to protect the interests of your church and the Conference in the
event of a disagreement. The Conference will provide a contract for your Church to use
with the design professional, or the use of a modified American Institute of Architects
(“AIA") form may be considered. Part of the contracting process will involve the design
professional providing evidence that the firm maintains the necessary professional in-
surance (a.k.a “E&QO” or “errors and omissions” insurance) necessary to protect the
church and the Conference from possible design defects that only come to light after
construction has been completed.

Make sure the design professional your Church selects includes amounts of both sche-
matic design and cononstruction administration in his proposal. You want your design
professional to know your Church will be counting on him/her to be actively involved
during the actual construction process, and that you expect him/her to conduct site
visits every two weeks while actual construction is underway, ali the way up to the final
inspection when your contractor states the building is complete. Your Church should re-
quire in the contract with your design professional that he/she document what he/she
saw during each site visits. Your design professional should do so through a report (with
photographs) that they submit to your Church’s Building Committee after each site visit.

12



Be wary of design professionals who object to the Conference’s proposed contract and the
contract negotiation process. Often, such objections reflect the design professional’s lack
of experience on projects such as yours. Again, your church’s construction project should
not serve as a learning experience for a design professional, no matter how eager the pro-
fessional seems or as beneficial as the proposal appears.

D. The Plan Drafting Process

Once your church has contracted with an acceptable design professional, the specific cri-
teria developed by your Church’ s Planning Committee should be delivered to him. The
building committee should then meet with the design professional to discuss the direction
the design professional propases taking to meet the expectations drafted by the planning
committee. At this meeting, a deadline for the design professional to provide his/her first
set of schematic drawings to the committee should be set. Schematic drawings are not
suitable for construction, but are part of the design professional’s process for ensuring the
final plans meet all of your Church’ s design requirements.

When this meeting occurs, the design professional should patiently explain how the sche-
matic design drawings address the goals and expectations of the planning committee, in-
cluding the construction budget. These drawings should include:

basic informa-
tion on how

to tie the new
construction

proposails for

a conceptual schematic major build-

site plan; sections and ing systems
into exiting

water, sewer,
and electrical
lines.

elevations; and material
selections;

Make sure the questions your design professional on the process they undertook to ensure
the design will match your Church’s budget. The design professional should also discuss
available design alternatives for the systems and materials proposed, as well as answer
any questions the committee might have. Subsequent drafts of the schematic drawings
may be necessary for review prior to the committee’s final approval of the schematic

drawings.
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Upon the approval of the schematic drawings, the design professional will develop and sub-
mit to the committee design development drawings based upon the approved schematic de-
sign drawings. The design development drawings must be in sufficient detail to illustrate to
the committee the appearance, scope, and size of the project, using plan views, elevations,
sections, typical details, and equipment layouts. With these design development drawings,
the design professional must also prepare a preliminary construction cost estimate within the
project budget. When your building committee meets with the architect to review the design
development drawings, it should question the design professional on how it determined their
design meets your Church’s budget criteria. It would be good to know if the design profes-
sional conferred with a competent construction firm as it determined its cost estimate.

Upon the committee’s approval of the design development drawings and the preliminary con-
struction cost estimate, the design professional will prepare and submit to the committee the
complete Construction Documents which should include both detailed construction drawings
and specifications that establish in detail the construction requirements for the project, which
should identify:

the specific materials to
be used in construction;

All of this is necessary in order for your church to
solicit legitimate bids for construction from
qualified general contractors as necessary.

the specific finishes (such
2 as paint, flooring, or
cabinets) to be used;

3 the specific building sys-
tems (such as HVAC or fire
alarm) to be used;

the location and layout of

4 utilities, and how they will
connect to the local elec-
trical, water, and sewage
systems;

5 How local storm water
(water runoff) require-
ments will be addressed;

6 other construction quali-

ty standards and require-
ments that must be met,
as necessary:




¢ Division 00 - Procurernent and
Contracting Requirernents

eDivision 01 - General Requirernents

eDivision 02 - Existing Conditions

eDivision 03 - Concrete

eDivision 04 - Masonry

eDivision 05 - Metals

eDivision 06 -Wood, Plastics, and
Cornposites

eDivision 07 - Thermal and
Moisture Protection

eDivision 08 - Openings

eDivision 09 - Finishes

eDivision 10 - Specialties

eDivision 11 - Equipment

eDivision 12 - Furnishings

eDivision 13 - Special Construction

eDivision 21 - Fire Suppression

eDivision 22 - Plumbing

eDivision 23 - Heating Ventilating
and Air Conditioning

eDivision 25 - Integrated Autornation

eDivision 26 - Electrical

eDivision 27 - Cornmunications

eDivision 28 - Electronic Safety
and Security

eDivision 31 - Earthwork

eDivision 32 - Exterior Improvernents

eDivision 33 - Utilities

eDivision 34 - Transportation

eDivision 46 - Water and
Wastewater Equiprnent

eDivision 48 - Electrical Power
Generation

E. The Project
Specifications

Your design professional will also be responsible for
drafting Project Specifications to accornpany the Proj-
ect Design Plans Project Specifications describe the
rnaterials and workrnanship required for your Church
to be constructed. They do not include cost, quantity
or drawn information, and so need to be read along-
side other inforrnation such as quantities, schedules
and drawings. For your reference (and so you can
better cornprehend the irnportance of good plans
and specifications), specifications are divided into the
following standardized categories, all of which your
construction professional will address. Some rnay not
be applicable to your Project (some division nurnbers
are not included as they are reserved for expansion
or not relevant to church construction. See left col-
umn.

Attached as Exhibit “C” to this Manual is a
AJA Form G703. Your design professional
should draft a base version of this form and
present it fo you with their plan.
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V. AMERICANS WITI-1 DISABILITIES
ACT/ TEXAS ACCESSIBILITY STANDARDS

All church construction plans must comply with the Americans with Disability Act (the
“ADA"), a federal civil rights law that prohibits discrimination against people with disabilities,
and ensures egual access to all public goods and services. The ADA provides detailed feder-
al standards that must be incorporated into the design of your church construction project.
Each state and local government also has the authority to adopt and enforce its own building
codes, but must meet or exceed those contained in the ADA. The State of Texas has its own
guidelines, the Texas Accessibility Standards (the “TAS”) that must be followed.

Texas requires plans for all new business construction or alterations over $50,000.00
(which probably includes your church project) to be submitted to the Texas Department of
Licensing and Regulation (the “TDLR") for review and inspection. Projects under this amount
do not have to submit plans, but must still comply with the Texas Accessibility Standards
("TAS"). Occasionally, it will be necessary that your Church retain an independent consultant
who specializes in ADA and the TAS to review your architect’s plans, and/or to inspect your
project for compliance. If you use an architect who is not intimately familiar with the ADA and
TAS, such a consultant review is mandatory.

Again, the design professional must provide plans which comply with the ADA and the
TAS, and the contract you use in engaging your design professional must require compliance
with these standards. The requirements of the ADA and TAS must be addressed from the
beginning of the design process. Completing your project only to find each wheelchair ramp
was constructed at too steep an angle to comply with the ADA can mean having to demolish
the ramps, rebuild the ramps, and relocate the building entry, all at great cost. Failure to en-
sure ADA compliance can delay the opening of your church just befare the scheduled opening
celebrations.

16



VI. SELECTING A CONTRACTOR

When it comes to selecting a contractor to build your project, your church
needs to use a process similar to that recommended above for selecting a
design professional, subject to many of the same considerations.

A. The Advantages of a General Contractor

Sometimes Conference church-
es attempt to act as their own
general contractor instead of
hiring a qualified professional,
desiring to save this cost. To do
so, all the separate construc-
tion trades must contract di-
rectly with the church, i.e., the
electrician, the plumber, the
concrete contractor, the HVAC
contractor, the steel erector,
etc. problems with lien claims,
and avoid subsequent litigation
necessary to clear title to the
church’s property.

This decision almost always increases the cost of construction, decreases
the quality of the work, assures delays, and results in liens from specialty
contractors being filed against the church property. This process also re-
quires that the church pastor and construction committee issue and enter
into multiple contracts, manage the entire construction schedule, monitor
ongoing construction work, inspect the quality at each stage of each spe-
cialty contractor’s work, review multiple payment requests, and administer
a complex joint check payment process to minimize liens asserted by un-
paid suppliers. These are not tasks a pastor or most construction commit-
tee members are qualified (or have time readily available) to perform. It is
much wiser to solicit bids from “general contractors”, which are contractors
with experienced personnel dedicating the time necessary for the proper
coordination of these activities. Their experience and skills will conserve
precious construction funds, improve quality, limit delays, and avoid prob-
lems with lien claims, and avoid subsequent litigation necessary to clear
title to the church’s property.

B. Soliciting Bids from General Contractors

In order to solicit bids or proposals from qualified general contractors, your
church’s architect or engineer will help you put together what'’s called a ‘bid
package’. A bid package includes the information for bidders or proposers,
construction drawings, construction specifications, general conditions, spe-

CONSTRUCTION
cial conditions, insurance requirements, and other requirements for con- MANUAL
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Often this bidding information is distributed to agencies or services maintaining electronic bid
boards which allow many contractors to review the project requirements in deciding whether
to submit a bid or proposal to construct the work.

You should obtain bids for your Church’s project from at least three qualified contractors.
Similar to the selection of a design professional, the building committee must review the
qualifications of the contractor, as well as the price for construction in the contractor’s bid or
proposal. As with design professionals, you should also confirm at the Texas State Comptrol-
ler's website that each contractor’s business entity, if a corporation or limited liability com-
pany, is current with the State of Texas Secretary of State when it comes to meeting their
franchise tax reporting obligations. If they have not, their corporate charter will have been
revoked, and their ability to properly contract with you will be impaired. Do not hesitate to
ask the Conference for assistance in researching the status of a business entitiy.

A contractor’s bid to construct your church’s project work should break down each element
of the work to be performed into individual elements in a document called a “schedule of
values”. An example is attached as Exhibit "C”. In the schedule of values, you will be able to
see how much the contractor is representing how much each item of the work will cost.

separate portions of the construction,

A schedule of values will indicate how much ‘II
such as e |

1. foundation,
2. the structural steel erection,
3. the electrical system,

4. the plumbing system, the air-conditioning
system

5. the sound system

6. the security system, will cost, among other
items.

Reviewing the submitted schedule of values with your architect and will provide insight into
whether the costs outlined in the schedule of values are realistic, and provide insight into
the skill level and experience of the bidding contractor. If a contractor does not know what a
schedule of values is when you ask him to provide one, or does not provide realistic costs for
each element of construction, you do not want to contract with him or her.

Researching the Background of Contractors who Bid Your Project

Just like when selecting a design professional, to properly judge the experience level of po-
tential contractor, you must to ask them to provide you in writing with the names and contact

information of the owners of three projects they have constructed in the past three years that
are similar in scope to what your church propases to build.
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Once you receive this information, you should call each of the project

owners and ask them:

1 . Were they happy overall with the contractor and
his/her work?

2 . Did the contractor communicate well and respond to
concerns and inquiries in a timely manner?

3 . Did the subcontractors used by the contractor per-
formed good

4 . Did the contractor complete the project on time?

5 . Did the contractor ask for extra money beyond their
original bid to complete the project?

6 « Did the contractor follow the change orderprocess in
its contract befare incurring any additional costs so
that the owner had the chance to approve and
control any extra work?

7 .Did the contractor take timely action to correct
problems brought to its attention by the architect/
engineer who designed the project?

8 . In retrospect, what would they like to change about
their experience with the design professional?

Again, be cautious about using a contractor or subcontractor that is i
friends with or family offone of your members, or that is a member of e =L
your-congregation. Personal ties:cannot bias you-in favor of any one e B
candidate. Thenatural-instinct to be conflict adverse in close, important a0
relationships can.lead to a-failureto express necessary-criticism of work
quality issues..A church should never use aycontractor or subcontractor
it would in any way-hesitate to hold legally- responsible in court for the

work-its performs.

I have seen instances where achurch member told a church he/she could
build their new building, when his/her only experience was limited to
building homes. The poor church didn‘t.understand that building a church
is subject to much _stricter legal codes and ordinances than those that
apply to_home construction, and ‘that a housing contractorlacks know!-
edge of commercial codes and ordinances. The €ontractor wanted to use
the new church building as an opportunity to “break into” commercial
construction. The church®s project went very poorly, in part because the
contractor/church member was so well-liked, and the church was hesi=
tant to criticize him. To reiterate, in the expenslve and senous business
of construction, personal relationships must be balanced with account=
ability for the work.




D. Reviewing the
Bids Submitted

Your design professional and your build-
ing committee should review ali of the
bids submitted not just for price, but
for completeness and accuracy. It is im-
portant to keep in mind that the lowest
bid is not always the best selection for
your Church’s project. The bids should
be relatively clase to together.

A bid that is far lower than the others can be an indication that the bidder
missed an important element of the construction, or that the bidder has un-
revealed intentions to make up the difference with change orders once the
contract is signed and construction has started. for a church’s design €Y€S”
to not be larger than its budgetary “stomach”.

Consider also the professionalism and clarity of each bid. Does it contain
misspellings? Is it organized and laid out well? Does it contain a “schedule
of values” with estimated costs for each element of the Project? Do the esti-
mate cost numbers that total the entire bid actually add up properly (always
double-check a bidder’s math)? The quality and thoroughness of a bid offers
great insight into the experience and quality of a bidding contractor.

E. Schedule of Values

A “Schedule of Values” is a breakdown of your Church Construction Proj-
ect into separate elements (for example, “Concrete”, "Masonry”, “Doors”,
“Windows”, “Painting”, “"Plumbing”, "HVAC”, “Electrical”), each with their own
cost, that when added up, match the total contract amount. It is created on
a form called the “AJA Document G703".

Attached as Exhibit "B” is an example of a Schedule of Values on an AJA
Document G703 for a construction project valued at $4,455,000. Note how
it breaks the Project down into separate elements. Although sorne of the
elements may not apply for all Church projects, this example indicates the
level of detail expected for most Church Projects over $1 million. For Church
Projects under $1 million, the Schedule of Values should “typically” identify
at least the entries noted with an asterisk, as applicable.
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Schedule

Values

Your Architect should provide an example Schedule of Values, similar to the attached, in
the Specification Manual provided to General Contractors who bid on your Church Pro-
ject, with a comment that this example is the required format and level of detail for each
bidder to use.

Before any General Contractor begins work on your Church Project, it is important that
a detailed Schedule of Values for your Church Construction Project be prepared by the
General Contractor and be submitted to the Architect for review and approval. Some in-
experienced General Contractors are not accustomed to identifying the separate values
of material and labor. As a result, they may object to providing a Schedule of Values,
which should be a ‘red flag’ to you regarding their experience and expertise.

However, requiring a Schedule of Values prevents a General Contractor from deceiving
your Church and “front loading” its payment requests. “Front loading” occurs when the
Contractor requests payment for more work than they have actually performed at the
time they request payment. It is never good when you have paid your General Contrac-
tor 80% of the contract amount and they are only 40% complete. Worst case, they could
walk off the job with more money that they have earned.

Requiring a Schedule of Values requires the General Contractor to identify the percent
of material and labor for each separate element of work that is complete each time it
requests a payment for its work, so the Owner can verify the amount of work that is
actually complete. If the General Contractor states that the concrete work is 30% com-
plete in its Payment Application, your Church and/or its Architect, can review the work
and verify that the concrete is actually 30% complete. A Schedule of Values should be
included with each Application and Certification for Payment submitted by the General
Contractor.

On a typical project, the Contractor submits the Application for Payment to the Church’s
Architect for approval, normally on a monthly basis. In the event the Architect does not
agree with all of the submitted entries, the Architect may revise down dollar values and
percentage of completion. These revisions by the Architect are noted on the Schedule
of Values.
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The Architect then independently certifies the dollar values of
completion by signing the Application. Your Church and the
Conference will then pay the General Contractor the amount
certified by the Architect.

IMPORTANT: If you use a “Design-Build” Contract with
your General Contractor, and make the General Contractor
also responsible for design and obtaining the Architect, the
independence of the Architect in independently approving
Payment Applications is compromised, because the
Architect is reliant on the General Contractor for payment.
This is why we recommend against using Design-Build
Contracts with General Contractors.

F. Questions for General Contractors

Sorne questions you should ask any bidding General Con-
tractor when you meet with them are as follows:

1. What is the experience level of the project manager and
field superintendent you intend to assign to our Church
Project to coordinate construction?

2. How many bids do/did you solicit from various subcon-
tractors to assemble the bid for our Church Project?

3. Describe the prior Church Projects that your firm has
built that are similar in size or value to our Church
Project?

4. How do you propose to participate in the design process
and develop accurate cost estimates?

5. How will assist in developing cost saving options if
necessary?

6. How big is the Contractor, and what is its bonding
capacity?

7. How does the Contractor plan to organize the Project
and keep it organized?

8. How does the Contract plan to keep the Church informed

CONSTRUCTION about the Project?

9. If the Project comes in under-budget, how does the

MANUAL Contract propose splitting the savings between the

OCTOBER 2016 Church and itself? 29



VII. CONTRACTS

It is important to have the proper
contracts in place with your contrac- CONTRACT
tor in order to provide certainty and —
structure to the relationship you have
with them, and verifiable processes
that allow you to properly control the
construction processes and its costs.
Without a proper contract in place, a
church can be exposed to significant,

and unpleasant, unanticipated costs.

Without a proper contract in place, a church can be exposed
to significant, and unpleasant, unanticipated costs.

The Conference has a specific contract it will provide for your church to use with the con-
tractor it selects. A contractor might also want to use the American Institute of Architect
(“AJA”) contract forms. These may be acceptable, but the Conference will need to review
the AJA forms provided by your contractor to see if the basic AJA form has been altered
by it. Certain provisions will need to be added to the AJA for it to be acceptable to your
Church and the Conference (such as restraints on working on Saturdays). Any contract for
construction services will be signed by a representative of the Conference, as a well as a
representative of your Church.

Sorne contractors will send you a brief document they call their “Proposal” that they intend
to utilize as the contract. These proposals are inevitably drafted incredibly in favor of the
contractor. A contractor’s proposal can be incorporated into the contract for the work, as it
often provides relevant specific information, and if it refers to the specific design documents
provided to them to bid on. It should, however, only be incorporated as an exhibit to the
primary contract form provided by the Conference. The primary contract the Conference
uses contains clear language that any provisions in the proposal that contradict the primary
contract terms are overruled by the primary contract terms. Never sign a contractor’s pro-
posal and use it as the sole contract document.
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A plaintiff's lawyer
representing an injured
party will not hesitate
to file suit against your
church, the Confe-
rence, and possibly in-
dividuals at the church,
like the pastor and the
members of the build-
ing committee.

VIIl. INSURANCE, PAYMENT &
PERFORMANCE BONDS, AND LIENS

Your Church Should Be an ‘Additional Insured’

Insurance is a critica! part of protecting your church and the Texas
Conference Association of Seventh-day Adventists from potential claims
arising from accidents and defective work performed on your new church.
If a portion of your building is constructed defectively, it can result in great
financia! harm. The worst-case scenario is an injury to one of the workers
constructing a new church, or somebody in the church after construction
was completed, due to defective construction. A plaintiff s lawyer repre-
senting an injured party will not hesitate to file suit against your church, the
Conference, and possibly individuals at the church, like the pastor and the
members of the building committee. For this reason, having the Conference
and your church added as “additional insureds” on the insurance policies of
the architect, engineer, and general contractor is critical to protecting your
church and the Conference from financial loss. Being an additional insured
means that your Church and the Conference can make a claim against the
policy for lawyers to provide a defense at no cost, as well as to satisfy any
judgment or settlement. In addition, insurance can step in and pay for re-
pairs to parts of the church damaged by a contractor’s defective work.

B. Bonds Ensure Your Project Is Completed and
Protect Against Liens

Having your contractor provide a payment bond and a perfor-
mance bond for their work is a critica! part of protecting your
church and the Conference during the construction process. Such
bonds are issued by an insurance company referred to as a “sure-
ty”. The Association Board of the Texas Conference Association of
Seventh-day Adventists requires that eve- ry church engaging in
construction ensure their contractor provides these bonds.

The performance bond is a form of insurance that ensures a church
construction project is completed. If a church’ s contractor fails to
perfolm its work in accordance with the contract, or if it abandons
the project, the church can call the surety issuing the bond, and
demand they complete the construction project at no additional
cost to the church often, merely telling a contractor not perform-
ing its contract obligations that the church is considering making
a claim on their performance bond is sufficient to motivate it to
correct errors.
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A payment bond is a form of insurance that protects the church from having
liens filed against its property by subcontractors of the contractor (normally
the general contractor) who provides the bond. In Texas, when a contractor
performs work on a piece of property and is not paid, the contractor has the
right to file in the property records of the county where the property is locat-
ed a legal document called a “mechanic’ s lien” that creates a “cloud” on the
title to the property.

A mechanic’s lien, if filed in accordance with Chapter 53 of the Texas
Property Code, makes it possible for an unpaid subcontractor or materi-
al supplier to file a lawsuit against the church to foreclose on the church’s
property, then have it sold by the county sheriff to satisfy the unpaid amount
owed the contractor. This is a serious consequence that could cause great
harm to the Conference, and must be avoided.

If the contractor (usually the general contractor) working on a church
project provides a payment bond, and that bond needs to signed by the
Conference’ s representative and filed in the property records of the county
where the church is located. Once filed, the bond negates the ability of a
mechanic’s lien filed by a subcontractor or material supplier of the church’s
contractor to “attach to”, or otherwise affect, the church’s property.

The ability of a contractor to obtain a bond is an indicator of the quality
ofthe contractor. If a contractor says a bond is not necessary, it may be try-
ing to cover up the fact a surety will not issue it a bond because the contrac-
tor does not have enough experience, or has had problems in the past. The
individual owners of the contractor obtaining a bond personally guarantee
to repay the surety any amounts it has to pay out to satisfy a claim on the
performance or payment bonds. Since the owners are personally liable, they
put a priority on projects where they provided bonds.
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IX. MONITORING CONSTRUCTION

During the construction process, it is important to have an independent third-party representative (who
is obligated only to your Church and the Conference) monitor the work of the general contractor and
subcontractors on your Church’s Project. The Conference will require such a consultant be utilized.

During the

construction process, it
is important to have an
independent third-party

representative

A retired contractor or architect with construction phase experience is often available at the reasonable
financial rate of $75 or $125 an hour to visit the job site on a regular basis to monitor contractors’
progress and compliance with the plans. This independent professional should write a report after each
visit that updates the church and the Conference on the quality and progress of the construction, as
well as any concerns he/she observed. This allows the church to react to issues that inevitably arise
during construction. The church can then demand the contractors take corrective measures befare the
Project is finished, when mistakes are often “baked in”, and remedia! steps are often too expensive to
undertake.

A. Payment Applications

Attached as Exhibit “"B” is an example of AJA Form G702, also referred to more informally as a
“payment application”. The payment application is the formal document submitted by a contractor-
wherein the contractor requests payment from the Conference each month for the work it has per-
formed in that prior month. It is important that all payments to your Church’s contractor go through
the Conference, since the Conference is who owns your Church’s property and who signed the Con-
tract. The amount which the contractor seeks payment for in a payment application is based on the
contractor’s estimate of the percentage of completion to date for each element of the construction in
the “schedule of values” discussed above. An example of AJA Form G703, which contains the schedule
of values and the percentages of completion for each element of work, is attached as Exhibit "C"”. Over
the course of the construction process, usually monthly, you will receive payment applications from
your contractor with the schedule of values (ATA Form G703) updated with each payment application
to reflect the percentage that each element of work is complete, such as “Foundation Work 50% com-
plete”. It is important that a third-party inspector, or a representative that is obligated only to the
church, inspect the construction and verify the percentage of completion submitted by the
contractor in the schedule of values submitted with its payment application, for each element
of work in the schedule of values, before the church pays the amount in the contractor’s pay-
ment application.
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The Conference will provide you the name of a Conference-approved third-party inspector
when it reviews your request for funding.

Payment applications also should be reviewed and approved by your design professional. You
will note there is a signature block on the AJA Form G701 for your design professional (usually
the Architect) to certify that the work billed for has been performed, and that the contractor is
entitled to payment.

B. Change Orders

Change orders are the means and method by which your Church increases or decreases the
amount of your contract with your Contractor. How they are handled is tied directly to language
in your Church’s Contract with its Contractors. The change order process requires that your
Contractor submit a written proposal to increase or decrease the contract amount before the
Contractor actually performs any extra work or eliminates from the construction a portian of
what was designed. If the Church and Conference do not approve a change order request to
increase the contract amount in writing, and the Contractor still performs the extra work, the
Church and Conference are not obligated to pay for the extra work. Placing the contractual
change order requirements on your Contractor allows your Church and the Conference to con-
trol costs on your Church’s construction project.

Your Church pastor, building committee members, and the Conference must be careful to not
give your Contractor or any Subcontractor a reason to think the formal contractual change or-
der process is not necessary. Do not ever undercut the requirement for a change order request
approved in writing with by oral assurances that any extra work is necessary, especially when
the contractor casually represents to you at the church construction jobsite it thinks extra
work is required. Once you start authorizing extra work without following the formal change
order process in your contract, the Contractor can argue you waived the necessity of an ap-
proved written change order. Be careful that in email or text messages with your Contractor
you always indicate the full change order process must be followed. Avoid informal or careless
language that could be construed otherwise.
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C. Request for Information

During the bidding or construction process, the contractor or a subcontractor may
have questions regarding what is shown in the plans, and how to reconcile the “real
world” conditions with what your Church wants and its design professionals have de-
signed. To get such questions answered, the contractor or subcontractor must sub-
mits a written document called a ‘Request for Information’ (*RFI”) containing specific
references to the plans and specifications, as well as the specific questions needing
to be answered. Y ou must always ensure the building committee receive copies of
any RFis, as they can constitute a prelude to a request for an additive change order.

You must also ensure your
design professional re-
sponds promptly to RFis
without creating the ex-
pectation in the mind of
the Contractor that the
contract price will be in-
creased. Oftentimes, legit-
imate issues arise during
the RFI process concern-
ing means or materials
that may increase costs.
Your design professional
and your Church should
always have an open line
of communications to ad-
dress such issues raised
by RFis.

Do not hesitate to ask your Contractor or Design Professional how the issue
raised in the RFI can be addressed without increasing the contract price. Such
a solution is oftentimes referred to as a “value-engineered solution”. Often-
times, by changing the original specifications to use a less-expensive tile or
finish, costs can be kept under control and contract price increases can be
avoided.

28



X. CODE COMPLIANCE

If a governmental inspector determines that a new church building is in violation of
laws, codes, or ordinances, extensive and costly modifications could be required to
bring the building into compliance. Having a qualified design professional and an ex-
perienced, financially solvent contractor, contractually bound to your Church for code
compliant construction can prevent these costly modifications.

Church facilities, by their nature, concentrate a large number of people into one
building at great density. As a result, church buildings must comply with local code
and ordinances governing safety. In many jurisdictions, these codes and ordinan-
ces can be very strict, and complying with them increases the cost of the church’s
construction project. Failure to comply with local building codes will raise life and
safety issues with catastrophic consequences. If such a disaster occurs, the failure to
build to code would be used as evidence in any lawsuit filed by those injured, or the
families of those killed, by the event. In extreme cases, criminal liability can occur.

It is important for the church to retain an experienced design professional that is
licensed in Texas, and that has a working knowledge with local codes and ordnanc-
es. The contract with the design professional should require the initial plans for the
construction project to comply with local codes and ordinances. When the contractor
hired by the church goes to obtain a building permit from the local authority, the
plans for your Church’s project will be subject to a review by city building officials. If
it is evident from the plans that local codes and ordnances have not been followed,
the city will deny the permit, and require your Church take its plans back to the ar-
chitect or engineer for re-design. This can result in significant delays in beginning
construction and extra costs, which can be alarming.

Sorne churches are under the mistaken belief they can rely on local code enforce-
ment officials to inspect the work of the contractor they’ve hired. This is not true;
they only review the work performed for compliance with local law, not compliance
with the contract documents or plans. Code enforcement inspection of the Project is
only performed after the completion of certain stages in the construction.
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By that time, if your Project as constructed fails to comply with ordinances or
codes, entire portions of the already in place construction may be required to be
torn out and entirely rebuilt at great extra cost.

A new church building cannot legally open until the local governmental entity hav-
ing jurisdiction over it issues it a “certificate of occupancy”. The certificate is only
issued after a final inspection by the local code enforcement authorities occurs. It
is at this time that faulty construction by the church’s contractor can come to light,
and delay the opening of the building. The contractor’s contract must require the
contractor’s work to comply with codes and ordinances, and the work must be peri-
odically reviewed by the independent consultant retained by the church, to assure
such compliance. Only then can the church minimize the risks of delays and extra
costs.




For every house is built
by someone, but the
builder of all things is
God.

-Hebrewsl11:3

By wisdom a house is
built, and by under-
standing it is estab-
lished.

-Proverbs 2:3

Xll. CONCLUSION

After reviewing this manual, there may be sorne trepidation on your part
regarding the construction process. That is altogether understandable. En-
hancing the ability to your Church to serve the Lord by embarking on a
building project does require a leap of faith. But take heart in the fact that
while you are on this journey, you benefit from the many lessons learned by
those who have gane befare you, many of which are reflected in this man-
ual. By being humble enough to carefully prepare far your building projects
in detail, you minimize the likelihood of difficulties or human failings causing
any great deviation from your Church’s journey to a new building.

Also know you are not alone. The Conference will provide assistance as you
follow the steps in the construction process. The Conference will help you
locate a consultant to guide your construction, provide legal counsel to ad-
dress contractual concerns. Once you select a reputable design professional,
they will guide you.

There are no ill-advised questions during this process. So never hesitate to
ask “what is this? ™ "“What does this mean?” Or most importantly, “is there a
way to achieve this goal at lesser costs?” An active, engaged mind on your
part, utilizing the precious skill of critical analysis God has given you, will do
much to make your building program a success.

Now, get started! Be excited that there is much work for the Lord to be done,
and much opportunity to do great good in this world for all His children on
His behalf, beginning with your Church’s construction project!



