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INTRODUCTION
100 .01  This policy and procedures manual relates to the principles, budgeting process, reporting procedures, committee structure, administrative guidelines and other issues to be implemented effective January 1, 1993 in Grace Chinese Gospel Church of North York.

    .02  This manual takes the form of five basic sections:

         Principles, which describes the various policy statements applicable to finance policy; 

         Budgeting process, which controls disbursements of funds  for different areas;

         Financial reporting procedures, which is the mechanism    by which the members of Grace Chinese Gospel Church of North York are kept appraised of expenditures;

         Finance committee authority and structure, which describes the structure and role of the Finance Committee;

         Administrative Guidelines, which describes the   operational procedures of recording and control on cash disbursement and receipts from offering and others.

         Specific Issues, which outlines the specific financial    issues to be dealt with.

     .03  The intent of the Policy is to:

           I)  Enhance the effective use of resources by establishing uniform standards for the approval, reporting and monitoring of expenditures.

           II) Provide a framework in which to present to the members of our church a concise monthly status report on expenditures, concurrent with the approval process.

     .04  The procedures are not self- sufficient, it remains the responsibility of each department to exercise the control procedures necessary to ensure that all costs are appropriate, and accounted for in an accurate and timely manner.


POLICY STATEMENTS
200 .01  Christian stewardship is man's grateful and obedient response to GOD's redeeming love, demonstrated through the full commitment of Himself and the employment of all His resources, both spiritual and material, that Christ's mission in the world may be fulfilled. It is the privilege and responsibility of the members of the Grace Chinese Gospel Church of North York to tithe and give on a frequent regular basis.

           Purpose
     .02  The unified budget is primarily intended to motivate our total church family to fulfill GOD's will for the Grace Chinese Gospel Church of North York, and for individual stewardship-christian to make a new and deeper commitment to Christ in all areas of the Church work, thereby increasing the effectiveness of the ministry of the Grace Chinese Gospel Church.

           Objectives
     .03  Such emphases will include, as related to the stewardship of treasure, the following elements:   

         - To stimulate members to participate in fulfilling                  GOD's will.

         - To stimulate members to become involved in total                   church program.

         - To present to members a stewardship base on which a                continuing stewardship ministry can be structured.

         - To channel the financial resources to accomplish the                Ministry.

           Biblical basis
     .04  The biblical principles of giving cannot be changed - They are fixed!  The support of this church is our obligation.

           Faith
           Commitment is an individual undertaking between us and the Lord concerning the resources we feel he will enable us to give to the ministry of the church.

            - Church financing is operating on the principle of Faith. (HEB. 11:6) "... Without Faith, it is impossible to please GOD."  Faith is believing GOD, obeying the Lord and investing money to expand the ministry, because the great commission commands us to do it.

            - "... Faith is the assurance of things hoped for, the conviction of things not seen." (HEB. 11:1)

            - "My sheep hear my voice, and I know them, and they follow me..." (Jn 10:27)

            - "...If any man would come after me, let him deny himself and take up his cross and follow me."  (Mt. 16:24)

           Giving
           - Giving is total offering. (Mal. 3:10) "Bring the full tithes into the storehouse, that there may be food in my house...".  The total ministry of this church is everyone's responsibility.

           - Giving is a personal matter. (I Cor. 16:1) "... Let everyone of you."  Grace does not make giving optional, it is the privilege and responsibility of every Christian, and it is the concrete manifestation of his love for GOD.

           - Giving is to be according to prosperity. (I Cor. 16:2) "... As GOD hath prospered Him." To whom much is given much is required.  10% for some people is a real sacrifice while to others it is only a token!

           - Giving should be periodic. (I Cor. 16:2) "... on the first day of the week."

           - Giving is to be pleasurable. (II Cor. 9:7) "... not grudgingly, or of necessity; for GOD loves cheerful giver."

           - Giving is to be purposeful.  (II Cor. 9:7) "... every man as he purposes in his heart."  Giving is to be well thought out in advance.  It is not to be done  spasmodically.

           - Giving is accompanied by promise.  (II Cor. 9:6) "... he who sows sparingly shall reap also sparingly; and he who sows bountifully shall reap also bountifully."



 Constitutional basis

.05   It is the duty of members to support the ministry of this church financially and prayfully, offering to the best of their ability, their material resources, time and talent. The tithing system is recommended as a basis of proportionate giving on the part of each member of the church. (By-law VI, Article 1 paragraph 4 (viii)).


BUDGETING PROCESS

300 .01  Finance committee is responsible for reviewing and administering the budget. All departments are to develop their annual departmental budgets for the following year in accordance to objectives that relate to the mission of the church. They should be submitted to the finance committee by the first Sunday in September.

     .02  The departmental budget provides a vehicle whereby:

           I.   Operational and financial plans with stated objectives may be made.

           II.  The necessary authority to process requested expenditure may be obtained.

     .03  The departmental budgets must be prepared with adequate details and the activities listed in order of priority.

     .04  Congregation is urged to participate early in the budgeting process through departments or the Finance committee.

     .05  Each expenditure must receive the appropriate level of approval prior to the commencement of the expenditure. (For a discussion of the appropriate levels of approval, refer to the church constitution.)

     .06  Each expenditure must be integrated into the accounting process.  Internal controls must be in place to ensure that:

         I.   Each expenditure is adequately supported prior to                  disbursement being made.

         II.  Disbursements are made against approved                            expenditures only.

         III. Disbursements are reviewed and approved prior to                   release.

         IV.  Expenditures are recorded in an accurate and timely                manner.

     .07  The committee is responsible for the preparation and subsequent presentation of the consolidated budget to the board for approval by mid september.

     .08  The consolidated budget should include a provision of approximately 10% of the total departmental budgets for unexpected events.

     .09  Before recommending the proposed consolidated budget to the congregation, the board must review it in light of the overall objectives and the financial capability of the church.

     .10  All departments may be required to present their budgets to the congregation upon the approval of their budgets by the board.      

     .11  The board will present the proposed budget at least two weeks before members meet to vote on the budget.

     .12  Any questions or changes on the proposed budget may be addressed to the committee before the budget meeting.

     .13  The board may amend the proposed budget on or before the budget meeting.

     .14  At the budget meeting, members may approve the proposed budget as final for the following year.

     .15  At the budget meeting, members may reject the proposed budget only as a last resort.  Individual objection should be addressed to the committee before the budget meeting.

     .16  Upon rejection of the proposed budget, the committee will investigate reasons for the rejection and prepare revised budget.

     .17  Upon approval of the proposed budget, the committee will distribute commitment cards to congregation.

     .18  It is the opinion of the committee that to allow individuals to designate to the various activities of the church will weaken the purpose of the unified budget - total involvement and unity.  Therefore, the committee recommends all financial,    commitment be directed to the total financial goal of the church.

     .19  The financial commitment process is strictly a personal undertaking on giving.  It does not govern the amount budgeted for the following year.

     .20  The purpose of the commitment process is to allow the following:

          I.   Individual response to GOD's calling.

          II.  Individual commitment to give regularly.

          III. Better church financial planning.

     .21  The budget is the first step of exercising faith. Knowing the call (budget plan); and obeying the call (personal commitment).

     .22  Total financial commitment will be reported to the congregation.   

     .23  If total financial commitment is less than the approved budget, the committee will meet with the board to decide appropriate action on the deficit.

     .24  If total financial commitment is greater than the approved budget, the committee will meet with the board to decide appropriate action on the surplus.

     .25  At any time, the church treasury shall have at least an equivalent of one month's budgeted expenditures as reserve.

     .26  At all budget meetings, the method and procedures of voting by members are governed by the church constitution.

     .27  In the event of any dispute arising as to the true intent or meaning of the present or future amendments of the unified budget, the interpretation thereof by the board shall be final and conclusive.

     .28  Budgeting process timetable

           Budget memo released early August



 Departmental budget collected late August



 Proposed preliminary budget to board Mid September

           Budget approved by board Mid October

           Revised budget approved by board, if req'd, Early Nov.

           Approved budget release to membership Mid Nov.

   

 Budget approved by membership End of November



 Collected commitment card in December & January


FINANCIAL REPORTING AND CONTROL PROCEDURES
400 .01  It is the responsibility of the committee to provide accurate and timely reports on all receipts and expenditures. Monthly total of offering receipts should be posted to the bulletin on the first week of the following month. Monthly financial statement should be distributed to the Board and quarterly report should be distributed to the congregation.

     .02  The treasurer is responsible for implementing accounting and budgetary controls, overseeing the financial status of the church. (detailed roles in appendix).

     .03  If actual expenditures of any department exceed or are about to exceed the budgeted amount, a request must be submitted to the committee to amend the departmental budget.  This entails the transfer of budget, with appropriate level of approvals, from the 10% provision for unexpected events.


.04  All unbudgeted expenditures must be approved in accordance with the approved limits set below. The approved limits shall be adjusted annually based on the Consumer Price Index of the preceding year. For example, the 1992 fiscal year, the approved limits are as follows: (per By-laws VI, Article 7 paragraph 5)


(i)   Expenditures of less than $500 may be rendered upon the approval of the Board Chairman.


(ii)  Expenditures from $500 up to $1,500 must be approved by the Board Chairman and the Treasurer.


(iii) Expenditures from over $1,500 up to $4,000 must be approved by the Executive Board.


(iv) Expenditures over $4,000 must be approved by the Executive Board, Council of Elders and then the membership.


.05  Appropriate operational procedures in offering count and cheques payment are important to ensure that cash receipts and disbursements are under control. (details please refer to section of Administrative Guidelines).

     .06  Any administrative detail not mentioned shall be dealt with by the board or the committee within the power vested on them by the constitution or this policy.


FINANCE COMMITTEE - AUTHORITY & STRUCTURE
500.01  The finance committee is a working committee of the church board and it shall consist of the treasurer and at least two other members of the church to be assistants. Detailed job descriptions of finance committee members are in Appendix I.

     .02  As an elected officer, the term of office of the treasurer is governed by the constitution.

     .03  All members of the committee, except the treasurer, shall be appointed by the board at a meeting to be held immediately preceding the annual budget meeting for terms of two years and shall take office immediately after the termination of such annual meeting and shall hold office until the conclusion of the third annual budget meeting following the date upon which they assume office.

     .04  No person who has served two full terms as a committee member shall be eligible for re-appointment.

     .05  If the office of any committee member becomes vacant or if at any time such a member is unable to act, then the board may appoint another member to fill the vacancy for the remainder of his term or to act for him while he is unable to do so, as the case may be.

     .06  If the office of the treasurer becomes vacant, then the vacancy shall be filled by the board.

     .07  Notice of all budget meetings and of the general nature of business to be dealt with thereat shall be given to members at least fourteen days prior to the meeting.  Only the business referred to in the notice of meeting shall be dealt with at any meeting provided that, with the consent of two-thirds of the members present at any meeting, any new or additional business may be introduced and discussed at such meeting, even though notice of such business has not been given.

     .08  At all budget meetings of members of the church, the number of members present which constitute a quorum for the transaction of business is governed by the constitution.

     .09  Any notice to a member of the church in regard to the budget meeting shall be deemed to have been duly given if announcements are made from pulpit on two consecutive sundays during worship services prior to the meeting.

     .10  At all budget meetings, each member shall have one vote and the chairman of the finance committee shall have a deciding vote in case of an equality of votes.


ADMINISTRATIVE GUIDELINES
600.01    The puropose of the administrative guidelines is to enhance the efficient and effective operation of the committee especially in the area of cash recipts, cash disbursements and others.


.02  Cash Receipts section mainly deals with counting weekly doantion, updating donation records of individuals, depositing money into the bank, reporting the monthly offering amount to the congregation, issuing the annnual donation tax receipts and interim donation statements to donors. 


.03  The offering count procedures are in Appendix II.


.04  Cash Disbursements section mainly deals with issusing cheques for payment, updating cash disbursement record, performing the monthly bank reconciliation and financial statements, filing monthly employee tax deduction and quarterly GST rebate form.


.05  The payment procedures are attached in Appendix III.


.06  Other administrative areas include the filing of annual income tax return, the preparation of time schedules, the guidelines to recommend the auditor.  

.07  Time table of finance related issues is outlined in Appendix IV.


SPECIFIC ISSUES

.01  There are many finance related issues required a formal written policies. Finance Committee will prepare the draft and recommend to the board for discussion and approval whenever it is necessary.


.02  Pastoral staff renumeration guidelines are attached in Appendix V.


.03  Meal reimbursement & auto allowance guidelines are attached in Appendix VI.
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