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[bookmark: _Toc208685590]PURPOSE

The purpose of this Financial Policy is to ensure the faithful, transparent, and responsible stewardship of the financial resources entrusted to Celebration Church. This policy provides guidelines for budgeting, financial management, accountability, and reporting, under the oversight of the church’s elders.
[bookmark: _Toc208685591]Adoption and Amendments

Church financial policies should not be included in the church’s constitution or bylaws. Changes to the church’s financial policies may be proposed at any Budget & Finance Team (referred to hereinafter as the B&FT) meeting, with final approval required by the church’s elders. 
[bookmark: _Toc208685592]Biblical Basis

“20 We take this course so that no one should blame us about this generous gift that is being administered by us, 21 for we aim at what is honorable not only in the Lord's sight but also in the sight of man. 22 And with them we are sending our brother whom we have often tested and found earnest in many matters, but who is now more earnest than ever because of his great confidence in you.” – 2 Corinthians 8:20-22.      
The financial responsibility of the church is to be a wise steward of the resources God has entrusted to this fellowship. The church is accountable to its membership to ensure the resources of the church are handled with the highest level of trust and integrity. Ultimately, the church is responsible to God for the stewardship of its resources.  
[bookmark: _Toc208685593]Fiscal Year

The church fiscal year shall begin January 1st and conclude December 31st.
[bookmark: _Toc208685594]FINANCIAL OVERSIGHT PERSONNEL
There are several teams and / or people involved in the financial and operational areas of the church. The Constitution & Bylaws address the roles and responsibilities of the church’s elected and paid leadership, committees, and other volunteers. The purpose of having multiple people involved in the church’s financial affairs is both to share responsibility as well as to serve as a system of accountability (see Internal Controls for more details). The primary teams / people involved in the financial operations of the church are:
The Elders:  Elders, among other things, oversee the church’s annual budgeting process, working closely with the B&FT.  They provide guidance and direction pertaining to the church’s annual budget prior to presentation to the church body. Elders receive and review periodic financial reports from the B&FT. The elders also approve quarterly financial reports prior to presentation to the church body. 
Church Members: Members, which make up the congregation, shall have voting responsibilities over the major financial decisions of the church, which includes the adoption of a budget.  
Budget & Finance Team: The responsibility of this team is to:
a. Serve in an advisory capacity to the Elders regarding the financial matters of the church.
b. Ensure financial integrity by implementing processes to maintain proper internal financial controls.
c. Work closely with, support, and assist the Treasurer, as needed. 
d. Annually elect a chairperson for a one-year term.  The Treasurer is not eligible to be the Chairperson in order to maintain appropriate segregation of duties.
e. The Budget and Finance Team is responsible for establishing necessary financial accounts.
f. Each elected Budget and Finance Team member will hold signature authority for all financial accounts maintained by the church.  If a member becomes a Financial Assistant to the Treasurer, where their duties are to help with bookkeeping or check preparation, then they will not have check signature authority.
g. The Treasurer will prepare checks, and the other Budget and Finance Team members will sign checks.
h. Help develop, maintain and administer the church annual budgeting process, under the direction of the elders, working closely with church staff, ministry teams and the church body, as appropriate.
i. Review the church annual budget with the elders for input/concurrence prior to the elders presenting it to the church body.
j. Provide financial reports to the elders on a frequency requested by the elders. 
k. Provide quarterly financial reports to the church body, as needed and approved by the elders.

Treasurer: The Treasurer shall be the custodian of all church monies and is a member of the Budget and Finance Team. The Treasurer shall:

a. Record all receipts of the church.
b. Keep separate accounts of designated funds. Designated monies may not be transferred from one fund to another without prior approval of the Church. See “Designated Funds” sub-section for additional details around designated funds.
c. Prepare informal monthly financial reports to be reviewed by the B&FT and elders.
d. Prepare and present financial statements at least quarterly and at the close of each calendar year and submit the financial statements for review by the B&FT and elders.
e. Once the financial statements have been reviewed by the B&FT and the elders, they must be presented to the Church, at minimum, on an annual basis.
f. Members of the Church may ask for a copy of the financial statements at any time. The Treasurer, with assistance from the Budget and Finance Team, will furnish the requested financials through the most recently completed accounting period in a reasonable manner of time.
g. Keep financial records as required by the Internal Revenue Service and maintain US GAAP compliance.
h. Appoint money counters, as needed, from within the Budget and Finance Team.
i. When the Treasurer is temporarily unavailable (vacation, traveling, ill, etc.), the Treasurer will request a member(s) of the Budget and Finance Team to temporarily assume assigned duties.
j. If the church engages an accounting firm for accounting services, the Treasurer may delegate some responsibilities listed above, as appropriate, to the accounting firm.  

Deacons: The deacons, among other things, will facilitate and oversee the benevolence ministry of the church.

[bookmark: _Toc208685595]BUDGETING PROCESS

[bookmark: _Toc208685596]Budget Preparation

Each year, a budget is established for the church and approved by the congregation. The B&FT is responsible for initiating the annual budget, under the direction and guidance of the elders. The budget will consist of planned expenditures to include salaries and benefits, utilities, repairs and maintenance, interest expense, debt-retirement, foreign and domestic missions, benevolence, church programs, capital expenditures, and other administrative expenditures.  Budgets will function as spending guidelines. The B&FT will continuously monitor expenses and variances from the budget and provide ministry leaders budget to actual updates on a regular basis. 
In October of each year the B&FT will begin the budget preparation process. In parallel, the elders will meet with each ministry team leader to provide annual direction and goals to set.  Ministry leaders are then requested to submit a written budget request on the approved form (Exhibit C) for review by the B&FT and approval by the elders.  A justification for increases and/or decreases to the previous year budget is part of the written submission form. 

The B&FT will develop an estimate of how much the church is expected to receive in tithes and contributions for the next fiscal year using historical actuals as a baseline. In addition to the historical actuals, the team will evaluate qualitative factors such as macro-economic conditions and expected giving trends to formulate an estimate to be reviewed and approved by the elders.  This projected revenue total should be determined before the expenditure portions of the budget are requested.  The Treasurer will prepare various schedules for the B&FT.  The following is a listing of such reports:
· Statement of Activity, showing income and expenses by ministry,
· Statement of Financial Position, and 
· Budget to Actual Comparisons
Projected staff salary increases, in the aggregate, will be determined by the elders and will be submitted to the B&FT for the budgeting process.
The B&FT receives and reviews all budget requests, performs a comparison to prior year budgets and analyzes deviations. Where insufficient information is provided to evaluate the proposal, the B&FT will reach out to the requestor for additional information.  
After thorough analysis of requests and consolidation of a unified budget, the B&FT will present the budget for elder approval. The elders will review and modify the budget, as needed, and subsequently present it to the church for approval.  The annual budget will be presented at a church business meeting for review, discussion and adoption. The date of the meeting will be determined annually and communicated to the church in accordance with the bylaws. The new budget becomes effective January 1st.

[bookmark: _Toc208685597]Budget Management

Budget Management is the ongoing responsibility of the B&FT. Proposed budget changes during the year may come from the B&FT or from other teams. Such proposals must first be presented to the B&FT who will review the proposal(s) and provide the elders with a recommendation. The elders will review the proposed budget change and make a decision that will be in the best interest of the church. If the change is material, the elders will bring the change request to the congregation for formal approval.

[bookmark: _Toc208685598]HANDLING OF FUNDS AND RECEIPTS

[bookmark: _Toc208685599]Cash Donations

For the protection of both the contributions collected and the reputations of those who handle such   funds, care will be taken to ensure that cash collections are always under the control of at least two individuals (see Internal Controls section for more details). 
Members of the B&FT will function as counters. Two counters count the monies collected each week. The B&FT may increase the number of counters as needed and is responsible for appointing, training, and assigning the counters to a specific week (1st, 2nd, etc.) of the month. The counters may substitute for one another if they are unable to perform their duties during their assigned week. 
Cash donations can also be made electronically online through the church’s digital giving platform. 
Recording Keeping for Contributions and Donors
All identifiable cash donations shall be posted to the church’s contribution system, which consists of an accurate database of all donors of the church.  This information will be maintained on a confidential basis and all donors shall be sent a record of their contributions on an annual, or as requested, basis. This report will show each gift received by its date, purpose, and amount. Additionally, the church’s donation platform provides online access for each individual contributor to view their year-to-date donations.  Donors are encouraged to regularly review their account activity and to notify the Treasurer of any discrepancy on their statement.
Requests from outside organizations who wish to obtain or offer to purchase or rent Celebration Church donor database is strictly prohibited.  Additionally, no administrative staff member or church volunteer is allowed to obtain donor information. Only the Treasurer and select elders shall have access to contribution records, as determined by their job function.
[bookmark: _Toc208685600]Non-Cash Donations

The church recognizes that non-cash donations can be given to the church, on occasion. The B&FT should review all proposed non-cash donations prior to receipt and inform elders of the proposed non-cash contributions. Non-cash donations may include negotiable securities, real property, personal property (e.g. playground equipment, instruments, vehicles, etc.). The elders will review the proposed donation to ensure such gifts are appropriate and can be used by the church before accepting the donation.  
Gifts of negotiable securities will be welcomed and should be evaluated on a case-by-case basis as to when they should be converted into cash. All gifts will become the property of the church and their use is under the sole control and discretion of the church, except when a donor has directed the gift for an approved designated account. For all donations accepted by the church, a donation letter will be sent by the Treasurer to the donor for their tax purposes. All non-cash donations of this nature will be specifically noted in detail as to the type of gift, but it is the donor’s sole responsibility to justify the tax deduction value. 

[bookmark: _Toc208685601]Designated Funds

Celebration Church has several designated funds, and as such, has written this policy to prevent the unintentional misappropriation of funds. Misappropriation can occur when donations are solicited for a specific reason and then used for a completely different reason without informing the donors. 

Designated vs Restricted Donations
Celebration Church makes a distinction between designated funds and restricted funds. 
a. Designated fund: when a donor gives and notes a desired intent for his or her donation. These are donations with a suggested use for the church. Designated donations may be claimed as a tax-deductible donation by the donor. In order for a donor to claim a tax deduction on a donation given to your church, he/she must relinquish control and give the church the ability to use the donation at its discretion. According to IRS PLR-200250029:
“The organization must have control and discretion over the contribution, unfettered by a commitment or understanding that the contribution would benefit a designated individual. Rev. Rul. 62-113. The donor’s intent must be to benefit the organization and not the individual recipient. Rev. Rul. 68-484.”
b. Restricted fund: when a donor gives with a required intent for his/her donation. In other words, a donor requires that his/her donation must be used for a specific purpose and for that specific purpose only. Restricted donations are not tax-deductible to the donor because the church does not have control over the use of the funds. 
Given the definitions noted above, Celebration Church will only accept donations to designated funds from church donors.
Designated funds must be approved by the elders of the church before any gifts are ever received against the designated fund. All contributions designated for specific purposes shall be accurately recorded and maintained in separate accounts within the church’s financial records. These funds shall be used exclusively for their intended purpose and may not be redirected without approval of the elders / church and the donor’s consent. The B&FT shall oversee the management and reporting of designated funds to ensure integrity, transparency, and compliance with IRS rules, donor intent, and the church’s mission. Inactive designated funds may be closed, at which time, the B&FT will make donors aware and give them the option for a refund or ask them to re-designate to an open designated fund or general fund. If donors receive a refund, they may be required to amend their taxes on form 1040X.

[bookmark: _Toc208685602]Benevolence Fund

The church, in exercise of its religious and charitable purposes, has established a benevolence fund to assist persons in financial need. The purpose of the benevolence ministry is to demonstrate the love and compassion of Christ by helping individuals and families in need, both within the church body and, as resources allow, within the local community (Galatians 6:10; James 2:15–16). The church welcomes contributions to the fund. The administration of the fund, including all disbursements, is subject to the discretion of the elders and deacons. The elders and deacons may consider recommendations from anyone but are not bound in any way to honor the recommendations. Donors will not be permitted to recover a contribution because the elders or deacons failed to honor the donor’s recommendation. 
To initiate a benevolence request, the individual requesting should complete a Benevolence Request Form (Exhibit E) and submit it to a deacon or elder. 

Eligibility
a. Church Members – Priority shall be given to members of the church family who are facing financial hardship.
b. Non-Members – Assistance to non-members may be considered on a case-by-case basis, with the goal of gospel witness and community care, and only as funds allow.
c. Individuals with ongoing needs may be referred to additional resources (financial counseling, community services, employment support, etc.) as appropriate.
[bookmark: _Toc208685603]Reserve Funds

The Church will maintain 90 days cash on hand in reserve funds to be used in the case of emergency or temporary budget shortfall. The reserve fund should be maintained within a restricted cash account on the Statement of Financial Position, otherwise known as the Balance Sheet. If the reserve fund falls below this minimum, the Budget & Finance Team shall immediately notify the Elders and establish a plan to replenish the reserve funds within a reasonable amount of time.  
[bookmark: _Toc208685604]Future Building Fund

The Church, in exercise of its religious purposes, has established a building fund to provide for the future needs of the Church for, expansion, or construction of facilities for the Church. The Church welcomes contributions to the fund. The administration of the fund, including all disbursements, is subject to the approval of the Elders. The Church recognizes that planning for future needs is a practice of good stewardship and has established this fund as an ongoing fund. 
[bookmark: _Toc208685605]Missions Giving

The church is called to participate in God’s mission of making disciples of all nations (Matthew 28:18–20). Throughout Scripture, God’s people are commanded to proclaim His name among the nations (Psalm 96:3; Isaiah 49:6). In the New Testament, the early church supported and sent out missionaries, such as Paul and Barnabas, through prayer and financial gifts (Acts 13:2–3; Philippians 4:15–16). Giving to missions reflects obedience to Christ’s Great Commission, love for the lost, and partnership in the advancement of the gospel. When the Church contributes to missions, it extends God’s kingdom beyond its local congregation, following the pattern of generosity and sacrifice modeled by the early believers. The elders will assess, as part of the annual budgeting process, what the appropriate mission giving percentage is for each year. The church directly and indirectly supports individual missionaries and various missionary organizations. Additionally, as a Southern Baptist church, Celebration accepts the national, state, and associational special mission offerings promoted by the Southern Baptist Convention, and the Colorado Baptist Convention. 
[bookmark: _Toc208685606]HANDLING OF DISBURSEMENTS

[bookmark: _Toc208685607]Cash Disbursements

It is important that all cash disbursements are processed in a structured, transparent, and repeatable manner such that all payments made are done so with integrity and are above reproach. Therefore, the following principles will apply:
· Cash disbursements may only be made by the church Treasurer or the church’s accounting firm. 
· All requests for payments must be supported by an invoice or receipt and should be paid in a timely manner.
· There should be no “signed” blank checks at any time.
· All requests for payment and invoices will be kept on digital file.
· Treasurer will assemble bills and supporting documentation along with a Celebration Church Member Expense Report (Exhibit B) and submit them to the person(s) responsible for approving such payments.
· Recurring expenditures, such as utility bills, payroll, Colorado Baptists Convention, etc. that were adopted in the Church budget, may be paid without approval.  The B&FT will review (audit) these expenditures on a periodic basis.
· Ministry leaders can make purchases in accordance with their pre-approved budget without requiring approval from an elder. For any expenditures above the budgeted amount, ministry leaders must submit a written request to the elders who will then review and decide whether the expenditure should be made.
· For payments in the form of checks, the appropriate documentation will be presented to a member of the B&FT for signature, after which the Treasurer will transmit the check.
· The treasurer will file all supporting documents on a secured digital drive.
· Blank checks will always be maintained in a locked cabinet.

[bookmark: _Toc208685608]Reimbursement Policy
Celebration Church reimburses pastors and employees with the following terms and conditions intended to comply with IRS regulations 1.162-17 and 1.274-5T (f):

1. The church will only reimburse ministry-related expenses incurred by church employees, contractors, or church members. Subject to budget limitations, these expenses will include:
a. Mileage reimbursement for business use of automobile, up to the current IRS standard mileage rate.
b. Business travel away from home including transportation, lodging and meals on overnight trips. Allowance for meals will be given in accordance with generally accepted per diem rates, as recommended by US GSA:
https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-results?action=perdiems_report&fiscal_year=2025&state=CO&city=&zip=
c. Convention, conference, and workshop expenses.
d. Continuing education expenses, including seminary scholarships for church pastors, as approved by the Elders.
e. Subscriptions, books, and media resources, if related to ministry or employment.
f. Entertainment/hospitality expenses, if business connection requirement is met.

2. Any employee of the church must submit expenses monthly using the expense management software used by the church.  Documentation will include the amount, date, a detailed description, and the correct General Ledger (GL) category. A detailed receipt shall accompany the documentation submitted. Expenses will be reviewed and approved by a pastor. Senior Pastor expenses will be reviewed and approved by another pastor. 

3. Under this accountable arrangement the church will not report reimbursed amounts as taxable income on the pastor’s or employee’s Form W-2 / 1099. 

4. All expense reimbursements for contractors or church members must be initiated by an Expense Report as seen in Exhibit B and must include all necessary receipts.


[bookmark: _Toc208685609]Church Credit Cards
It is the Church’s policy, as approved by the B&FT, to issue credit cards to church employees for the purpose of making church related purchases in line with their job responsibilities. Proper use and accountability of the card is documented in a Credit Card Agreement (Exhibit D), which all cardholders must sign. The church Treasurer, or a member of the B&FT, is responsible for obtaining and maintaining all credit card agreements and substantiation reports. 

The church is a tax-exempt organization.  Any staff member making purchases shall make every effort to ensure sales tax is not applied.  All efforts shall be made to make purchases without a sales tax charge. Church credit cards are a privilege and require responsible care in maintaining the cards. If cards are lost, the card holder should notify the Treasurer and / or the B&FT immediately. Using church credit cards for personal purposes is strictly prohibited. Consistent inappropriate use of the church credit card may lead to the card being revoked. 
[bookmark: _Toc208685610]REPORTING & RECORDS

[bookmark: _Toc208685611]Church Bookkeeping Requirements
The Church has an accounting system that maintains the accounting records of the church. Additionally, the church uses a separate application to maintain contribution records of individual contributors. Both functions will be performed by the church Treasurer or the hired accounting firm of the church. Annual statements will be emailed to individual contributors for tax purposes.
Each month, or as requested, a Statement of Activity and Statement of Financial Position will be exported from the GL and provided to the B&FT. Members of the B&FT will provide budget to actual updates to ministry leaders on a quarterly basis. 

[bookmark: _Toc208685612]Bank Statements

The church’s accounting firm will perform monthly bank reconciliations for each of the church’s bank accounts. The B&FT will periodically perform a secondary review of the bank reconciliations to ensure their accuracy. 

[bookmark: _Toc208685613]Internal Controls
The purpose of internal controls in a church is to protect the resources God has entrusted to His people, ensuring that funds are handled with integrity, accuracy, and transparency. Internal controls help prevent errors, mismanagement, and fraud, while also promoting accountability and trust within the congregation. Since the church operates on gifts and offerings given in faith, it bears a high responsibility to manage finances in a way that is above reproach, consistent with biblical stewardship, and compliant with legal and ethical standards. Effective internal controls not only safeguard money but also protect those handling the finances by reducing opportunities for suspicion or wrongdoing. They allow the congregation to focus on ministry with confidence that resources are being managed faithfully. The following internal controls will be in place and managed by the B&FT: 
a. Segregation of Duties: No single individual should control all aspects of a financial transaction (e.g., the person who counts offerings should not also record them in the books or deposit them).
b. Dual Counters for Offerings: At least two unrelated individuals should be present when offerings are collected, counted, and documented.
c. Restricted Access to Bank Accounts: Only authorized signers, approved by the elders or B&FT, should have access to church accounts.
d. Dual Authorization for Large Disbursements: Checks or electronic payments above a set threshold require two signatures or approvals.
e. Supporting Documentation: All expenses must be backed by receipts, invoices, or approved reimbursement requests.
f. Budget Oversight: Spending is monitored against the approved budget, and significant variances are investigated. The B&FT will perform periodic budget to actual reviews and share results with ministry leaders.
g. Physical Safeguards: Cash and checks are kept in a secure, locked location until deposit.

[bookmark: _Toc208685614]OTHER ISSUES

[bookmark: _Toc208685615]Insurance
The insurance coverage of the church will be reviewed by the Trustees or designee at least once a year to make sure adequate coverage (including bonding) is in place.  Insurance coverage bids will be reviewed periodically to verify premiums are competitive and coverage is adequate.  

[bookmark: _Toc208685616]Capital Assets
The B&FT will ask relevant ministry leaders, on an annual basis, to confirm all in-service capital assets. Any assets disposed of within the year will be removed from the asset listing.
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[bookmark: _Toc208685618]Exhibit A: Celebration Church Count Sheet
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	General Offering 
	
	 
	
	 
	

	
	Youth
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	MEMBER NAME:
	DATE SUBMITTED:



	PURCHASE DATE
	PURCHASED FROM
	DESCRIPTION OF PURCHASE
	EXPENSE CATEGORY
	TOTALS
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	MEMBER SIGNATURE:
	APPROVED BY:



[bookmark: _Toc208685620]Exhibit C: Budget Request Form
*To be completed annually by ministry leaders as part of the church budget preparation process*

Section 1: Ministry Information
Ministry Name: __________________________________________
Ministry Leader: __________________________________________
Phone: __________________   Email: __________________
Date Submitted: __________________

Section 2: Ministry Purpose and Goals
a. Briefly describe the purpose of your ministry:
   ____________________________________________________________
   ____________________________________________________________
   ____________________________________________________________
b. List the main goals for your ministry in the coming year:
   ____________________________________________________________
   ____________________________________________________________
   ____________________________________________________________

Section 3: Budget Request Details
a. Total Budget Requested: $________________
b. Itemized Expenses (list each anticipated expense and amount):

Expense Item	                                          Amount ($)
_____________________________	________________
_____________________________	________________
_____________________________	________________
_____________________________	________________
_____________________________	________________
c. Briefly explain how these expenses support the ministry’s purpose and goals:
   ____________________________________________________________
   ____________________________________________________________
   ____________________________________________________________

Section 4: Additional Notes or Requests
   ____________________________________________________________
   ____________________________________________________________
   ____________________________________________________________

Section 5: Approval Process (for office use only)
Reviewed by Finance Team: ☐ Approved ☐ Denied ☐ Modified
Comments: __________________________________________
Reviewed by Elders: ☐ Approved ☐ Denied ☐ Modified
Comments: __________________________________________
Final Budget Amount Approved: $________________
[bookmark: _Toc208685621]
Exhibit D: Credit Card Agreement Form

The purpose of this policy is to establish guidelines for the proper use of church-issued credit cards by employees. Celebration Church is providing you with a credit card. These cards are provided solely to facilitate the efficient operation of church-related business and must not be used for personal expenses under any circumstances. The church will be responsible for the payment of the balance incurred each month. Acceptable charges must be within the budget adopted by the church, and include expenses specifically related to the conduct of ministry for your area of responsibility within the church. Substantiation of all charges is required.



I, ________________________________, in my capacity as ___________________________, in signing this statement, agree to the following conditions set forth by the Church Budget and Finance Team, regarding the issuance of a credit card held by me:

• I will use this credit card for church business purchases related only to church ministries and church business over which I have authority.

• I will account for my purchases and submit all receipts to the church Treasurer / pastor each month within the billing cycle using the established credit card expense report system used by the church.

• I will reimburse the church for any accidental personal charges on the credit card.

• I will forfeit my credit card upon termination of employment and/or upon request by the Chairperson of the Budget and Finance Team, and I will be personally responsible for any purchases that have not been accounted for at the time of forfeiture of the card.








________________________________________               __________________
	      	      Elder						Date




________________________________________	          ___________________
	           Church Treasurer					Date


										




[bookmark: _Toc208685622]Exhibit E: Benevolence Request Form
*Confidential – To be reviewed only by the deacons / elders.*

Section 1: Personal Information
Full Name: __________________________________________
Phone: __________________
Email: __________________
Marital Status: ☐ Single ☐ Married ☐ Widowed ☐ Divorced
Number of Dependents in Household: ______
Are you a member of Celebration Church? ☐ Yes ☐ No
If yes, how long? __________________

Section 2: Request for Assistance
a. Type of need (check all that apply):
   ☐ Rent / Housing
   ☐ Utilities (electric, gas, water, etc.)
   ☐ Food / Groceries
   ☐ Medical Expenses
   ☐ Transportation
   ☐ Other: _____________________________
b. Briefly explain your current need and the circumstances that led to it:
   ____________________________________________________________________
   ____________________________________________________________________
   ____________________________________________________________________
3. Total amount of assistance requested: $________________
4. Have you previously requested or received assistance from the church?
   ☐ Yes (explain: _______________________)    ☐ No

Section 3: Financial Information
a. Employment Status: ☐ Full-time ☐ Part-time ☐ Unemployed ☐ Retired ☐ Other: ___________
b. Current Employer (if applicable): ______________________________
c. Monthly Household Income: $________________
d. Monthly Household Expenses (approximate): $________________
e. Other sources of assistance you are pursuing (family, government aid, community resources, etc.):
   ____________________________________________________________

Section 4: Agreement
I affirm that the information provided on this form is true and accurate to the best of my knowledge. I understand that completing this request does not guarantee assistance. I consent to the deacons / elders reviewing this request and contacting me for further information if needed.
Signature: ____________________________    Date: __________________

For Office Use Only (completed by deacons / elders)
Date Received: __________________
Reviewed by: ______________________________
Action Taken: ☐ Approved ☐ Denied ☐ Partial Assistance ☐ Other: ______________
Amount Disbursed: $________________
Method of Disbursement: ☐ Cash / Check ☐ Gift Card ☐ Other ______


[bookmark: _Toc208685623]Revision History
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