ACCOUNTABLE PLAN FOR MINISTRY EXPENSES

It is the policy of Westwood Baptist Church to pay all ordinary, necessary and reasonable business expenses of ministry.  Payments of ministry expenses, including reimbursements, are subject to available funds and to timely and proper reporting.

At the church's discretion, ministry expenses may be paid in one or more of several ways -- upon direct billing to the church, after receiving expense reports, and/or by advances.  Church funds are used to pay ministry expenses.  Expenses will not be paid by payroll deductions from salary.  Unused expense funds belong to the church and will not be given to staff members for personal use.

Ordinary and necessary expenses of ministry include, but are not limited to, the following: on-the-job transportation (not to include to and from personal residence); out-of-town travel for church assemblies, conferences and continuing education; other professional continuing education by correspondence and locally; professional materials (books, magazines, journals, papers, tapes, CDs, films, office supplies, etc.); business meals, entertainment and developing pastoral relationships; professional dues and fees for memberships in religious and civic organizations to represent the church; business use of the telephone; and professional equipment with administrative committee approval.  Expense account may not be used to pay interest or late fees for credit cards. 
Staff members are responsible for adequate accounting which means the submission to the church of an account book, diary, statement of expense, or similar record maintained by the employee in which the information as to each element of expenditure (amount, date and place, business purpose, and business relationship) is recorded at or near the time of the expenditure, together with supporting documentary evidence, in a manner which conforms to all the "adequate records requirements" set forth in the income tax regulation 1.274-5T.  

Any employee shall be reimbursed for any ordinary and necessary business and professional expense incurred on behalf of the Church, if the following conditions are satisfied: (I) the expenses are reasonable in amount; (2) the employee documents the amount, date, place, business purpose (and in the case of entertainment expenses, the business relationship of the person or persons entertained) of each such expense with the same kind of documentary evidence as would be required to support a deduction of the expense on the employee’s federal tax return; and (3) the employee substantiates such expenses by providing the church treasurer with an accounting of such expenses no less frequently than monthly (in no event will an expense be reimbursed if substantiated more than 60 days after the expense is paid or incurred by  an employee.)  Regular staff with staff business meals will be considered as non-reimbursable expenses.

Meal Expenses

Expense account funds may only be used for meals with other staff when you are celebrating the other staff person's birthday or you are doing their annual evaluation.  Meals with non-staff must be for some related business purpose and not just to eat.  In both cases the expense must be appropriately documented.  Write the persons name and the business purpose of the meal on the receipt from the place where you purchased the food.  This will provide a record of the where, when, who and why of the expense request.
Cell Phone

The Church will not reimburse cellular phone, pagers or personal computer expenses of an employee who is treated as an employee for federal income tax reporting purposes unless the employee’s use of a cellular phone, pager and/or personal computer meets the following two tests:

 (I) Convenience of the employer. Use of the cellular phone, pager or computer must be "for the convenience of the employer." This means that the employee cannot perform his or her job without the cellular phone, pagers or personal computer. The fact that the cellular phone, pagers or personal computer enables an employee to perform his or her work more easily and efficiently is not enough.  Further, it must be demonstrated that the cellular phone, pagers or personal computer available at the Church are insufficient to enable the employee to properly perform his or her job.

(2) Condition of employment. Use of the cellular phone, pager or computer must be required as a "condition of employment."  It is not necessary that the Church specifically require use of cellular phone, pagers or personal computer. On the other hand, it is not enough that the Church merely states that use of the cellular phone; pagers or personal computer is a condition of employment.

For any item which may have both personal and ministry use, only that portion used for ministry will be reimbursed with Church funds.

Reimbursements shall be paid out of Church funds, and not by reducing paychecks by the amount of business expense reimbursements.

When expenses are to be reimbursed after having been paid from personal funds, expense reports must be filed no later than the 15th of each month.  Excess expenses may be reimbursed, if funds are available and approved, or may be carried forward to the next reporting period.

When an advance is given to cover expenses for a specific event, an expense accounting is required within 60 days.  Any unused portion of the advance must be repaid within 120 days.  Advances may not be used for personal living expenses.

The Church shall not include in an employee W‑2 form the amount of any business or professional expense properly substantiated and reimbursed according to this policy, and the employee should not report the amount of any such reimbursement as income on Form 1040.

Under no circumstances will the Church reimburse an employee for business or professional expenses in​curred on behalf of the Church that are not properly substantiated according to this policy. Church and staff understand that this require​ment is necessary to prevent the Church's reimbursement plan from being classified as a non-accountable plan.

The Church shall retain all receipts and other documentary evidence used by an employee to substantiate business and professional ex­penses reimbursed under this policy.

In general, when the church reimburses an employee for the cost of property purchased by the employee for business use, it is the church rather than the employee that is the legal owner of the property.

Westwood Baptist Church is the legal owner of any and all property (books, materials, video tapes, CDs, office equipment, etc.) regardless of economic value purchased with church funds whether utilized on or off the church property.  This includes property purchased with expense account funds, budgeted lines funds, flow through funds or any other Westwood Baptist Church funds.  The administration committee must approve any exception to this policy.
This policy shall remain in effect until amended or rescinded.

Adopted by of official action of the church this date: July 21, 2005.
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