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MANAGING PAYROLL AND BENEFITS 
  
         To accurately complete the necessary work in managing payrolls and benefits, a 
Treasurer or bookkeeper must understand what the clergy personnel have done in the 
past and communicate with the clergy periodically on any changes they would like to 
make going forward. 
 
The Clergy  
 

The first decision point in managing payroll and benefits should be determined by 
the clergy.  They must decide if they want to be paid as an employee or if they want to 
be paid as an independent contractor (that is, identify as self-employed).  See 
Independent Contractor or Employee. 

 

For the purposes of FICA and Medicare taxes, the Internal Revenue Service lists 
all clergy as self-employed. That means the entirety of their income is subject to these 
taxes. See IRS Minister Audit Technique Guide  

 
 

Clergy personnel can decide, however, whether to have federal withholding 
income taxes withheld in order to cover the FICA and Medicare taxes and any income 
tax liability they may owe at the end of the year. 

 
 
Housing Allowance 

 
If a church does not provide a residence for its clergy to live in, one tax allowance 

that clergy may receive is a housing allowance. Clergy receive this by electing to have a 
portion of their salary designated as a housing allowance.  The amount of the housing 
allowance is excluded from the clergy’s gross income. The amount for the housing 
allowance must be decided upon by the clergy person and approved in a resolution 
passed by the Board of Directors.  If the resolution is to be effective Jan. 1st of the year 
it must be resolved by Dec. 31st of the previous year.  However, if it is not resolved by 
December 31st then the effective date will be the date the Board of Directors passed the 
resolution.  It is not permissible for a resolution to be deemed retroactive. 
 
If there is no change in the amount of a housing allowance, a new resolution does not 
have to be made annually. 

 
 

 

 



 

MCC Resource for Treasurers of Our Local Churches US Edition 

 

3 

Sample Housing Allowance Motion –  

 

Whereas, Section 107 of the Internal Revenue Code permits a minister of the 
gospel to exclude from gross income (in computing federal income taxes) a 
church-designated allowance paid to him or her as part of his or her 
compensation to the extent used for actual expenses in owning or renting a 

home; and 

Whereas, the following personnel is compensated by (name of specific MCC) 
Church exclusively for services as a minister of the gospel and the Church; and 

Whereas, the Church does not provide parsonages to the following minister; 
therefore it is hereby 

Resolved, that the total compensation paid in Year to the following minister shall 
include housing allowances as indicated pursuant to section 107 of the Internal 
Revenue Code; and it is further  

Resolved that the designation of the following housing allowance shall apply to 
the calendar year XXXX from 1 Jan  XXXX and all future years unless otherwise 

provided. 

 
 
Expense Allowances 
 

Based on IRS standards, all of a clergy’s income is taxable unless explicitly 
stated as not being so in the IRS Code. Clergy may have other allowances which they 
may deduct like moving expenses. Publication 521 spells out what is taxable and what 
is not taxable. If a clergy requests payroll deduction, IRS Circular E / Publication 15 is to 
be used to determine the appropriate amount to be deducted from the individual’s 
payroll for federal income tax, FICA and Medicare. 

 
 

Housing Allowance Deduction 
 
As previously stated Federal income tax, FICA and Medicare Tax apply to the portion of 
the clergy’s salary which is considered wages. FICA and Medicare Tax are applied to 
the portion that is considered the housing allowance. However, there is a provision for 
clergy to become exempt from paying FICA and Medicare taxes.  It is advisable that the 
Clergy person speak to their accountant or lawyer concerning this tax decision. 
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Retirement Election And Deduction 
 

A clergy person may be eligible to contribute into the UFMCC Retirement Fund 
by completing the Board of Pensions Election Form and making an annual payment, 
currently (2011) in the amount of $130.  The Church is required to make quarterly 
payments to the Retirement Fund by filing the Quarterly Board of Pensions Transmittal 
Form.   

 
Expense Allowances And Reimbursements 
 
If a church has decided to reimburse the clergy person for expenses, the Board of 
Directors will need to formulate and approve a reimbursement policy, if none already 
exist. Proper reimbursement from an allowance account or from direct expenses should 
contain the following information: 
 

Date of the expense was incurred 
To whom the expense was paid 
How the expense was paid 
Why the expense was incurred 
Who else was present when the expense was incurred, if the expense is for food 
or entertainment 
 

 See Sample Reimbursement Form 
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RESERVING MONEY TO FUND PAYOUTS OF PAID TIME OFF 
 
It is recommended that a Reserve Fund Account be setup to hold funds in order to 
cover accrued paid time off, This must be posted as a liability on the accrual based 
financial statement. It is also recommended that a church keep on hand at least one (1) 
month of expenses as a cash balance in accounts for cash flow purposes.  
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HUMAN RESOURCE OUTSOURCING VERSUS MAINTAINING INTERNAL 
PAYROLL FUNCTIONS 

 

Outsourcing or subcontracting responsibility for completing certain business functions 
has become a fact of church life for a number of years. Traditionally, churches have 
outsourced individual corporate functions, such as benefit administration or payroll 
processing. 

The reason churches are moving to Human Resource Outsourcing (HRO) is the sheer 
amount of time consumed in performing functions like payroll processing and 
governmental reporting.  

Traditional, niche-oriented HRO service providers (such as payroll service bureaus) are 
realizing that they must expand their service offerings to remain competitive. 
Outsourcing a single function is rapidly moving toward outsourcing numerous 
processes. A single source provider that can deliver solutions across multiple resource 
functions can service the client better and cheaper than several single service 
providers. 

HROs are ideal for medium to large churches that are looking for ways to reduce costs 
without losing the direct employee/employer relationship.  Access to better technology 
at reduced costs is another reason churches may consider HRO’s. Functions 
outsourced to HRO service providers vary depending on need. Most HROs allow 
flexible combinations of their product and service offerings to meet individual church 
needs.  

HROs may offer: self-service or supported Human Resource and payroll related 
technology, employee education and training, benefits management and administration, 
payroll services, etc. 

MCC HQ uses Trinet (www.trinet.com) but numerous other companies exist. A good 
resource for HRO’s is www.hrotoday.com/  
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MANAGING PAYROLL INTERNALLY 

Dealing with the complexity of managing payroll and payroll taxes can be time 
consuming and confusing. State, federal, and local requirements change frequently and 
are difficult for the average church Treasurer and/ or Office Manager to stay on top of, 
and mistakes can be incredibly frustrating for employees and could create legal issues 
for the church itself. 

For tax purposes, the Treasurer and / or Pastor must determine how each staff member 
is classified, as employee or independent contractor. Employees are subject to payroll 
taxes, while independent contractors bear responsibility for their own taxes. To 
determine the difference, the IRS uses the following criteria: 

 Behavioral Test. A worker is an employee when the employer has the 
right to, in large part, direct and control the worker. 

 Financial Test. The financial test evaluates the degree of control the 
worker maintains over financial aspects of a job, including whether or not 
expenses are reimbursable and how the worker is paid. Plus, typically 
independent contractors are not formally tied to one particular business 
and can advertise services and seek other work opportunities. 

 Relationship Test. The relationship test primarily focuses on the length of 
time a work engagement will last.  If a worker has been contracted to work 
until a certain date or until the end of a particular project, he or she is 
usually considered an independent contractor. If the work engagement 
does not have time or project boundaries, the worker is generally 
considered an employee.   

Independent contractors, usually only the Senior Pastor, are paid a fee and are 
responsible for taking care of tax withholding, reporting, and deposits. The management 
of employee payroll taxes is handled by the employer, the church. 

In either case, records must be stored for at least three years (some states have 
different requirements), for example:  time and attendance records; records of earnings, 
deductions, taxes paid, etc; salary and wage schedules; and additional items like order, 
shipping, and billing records. Churches are also required to comply with regulations 
regarding Workers Compensation Plans, the Family Medical Leave Act (FMLA), short- 
and long-term disability, etc. 

After determining the proper amount exempted and the proper amount owed, reporting 
and depositing payroll taxes to the appropriate agencies is then required. Deposits 
made late – or not made at all – can incur stiff legal penalties and costly interest 
charges. 

Here's a quick breakdown of the taxes and deductions a church is responsible for 
collecting and depositing: 
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 Federal Taxes. Federal income tax must be withheld each pay period from 
employee pay, and the employer is responsible for paying a matching 
amount. One of two basic tax tables is used: Wage bracket tables or percentage 
tables. The employer is responsible for determining which table to use. 

 State Taxes. Most states also use tax tables; a few, like Alaska, Florida, Texas, 
New Hampshire, Wyoming, Washington and Tennessee, do not require state 
income tax. Other states like Arizona tax as a percentage of the federal tax, while 
a few others, like Pennsylvania, tax based on a fixed percentage of total wages. 
Consult the appropriate state’s taxing authority for the requirements that 
particular state.  

 FICA. FICA includes Social Security and Medicare taxes; the employer and 
employee split the tax responsibility. People who are self-employed pay the 
entire amount.  That tax is often called the self-employment tax. 

 FUTA. Churches are not liable for FUTA (see IRS Publication 1828): 

If this sounds involved, it can be. Regardless of the complexity and time involved, 
churches are required to handle payroll and deposit withholdings in some fashion. 

A church’s payroll can be maintained in-house by either using a manual bookkeeping 
system or through payroll and accounting software. The advantage is that total control is 
maintained by the church and the cost of managing payroll (assuming a skilled 
administrator is in charge of the process) is usually relatively low. The disadvantage is 
that finding a knowledgeable employment and payroll specialist can be difficult and 
mistakes can be extremely costly. Tight internal controls are also necessary to ensure 
the chance of embezzlement is minimized.  

Another option to maintaining the payroll function in house is using a Certified Public 
Accountant.  If the church uses a CPA firm for other bookkeeping and accounting 
duties, adding payroll responsibility could make sense. Having a CPA take over a 
church’s payroll function could pay dividends since they are already familiar with the 
organization and its way of doing business.  A CPA could find ways to cut costs or take 
advantage of different tax and general business opportunities. The downside to 
engaging a certified public accountant is the cost is oftentimes higher than maintaining 
payroll totally in-house. 

The other option, discussed above, is hiring an HRO. The advantage of an HRO is one-
stop shopping:  the HRO service takes care of all payroll functions, from adding a new 
employee to payroll to handling the financial ramifications associated with a terminated 
employee. The disadvantage is that costs can be high for multiple-employee 
organizations, as transactions are usually billed on an “a la carte” basis—add a new 
employee, pay a fee for the service. Also, because the service operates at a site 
removed from the business location, complex or unusual situations may require time 
and effort to overcome and can create frustration. 
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The best option to use depends on a church’s specific circumstances. Regardless of 
whether a particular church uses an outside payroll processing firm or prepares payrolls 
internally, it is important that the Treasurer ensure that all paid church staff maintain and 
accurately record their hours of work and all instances when leave is taken.   

 

Time Reporting 

An established workweek consists of seven consecutive days and this workweek should 
be consistently followed throughout the year.  Most churches prefer using a Monday 
through Sunday workweek, but any seven day period is permissible under Federal and 
State labor laws.  Non-exempt workers are typically entitled under state and federal 
labor laws to be paid time and one half of their regular rate of pay for hours worked over 
40 in a workweek.  Some state and localities may require a daily overtime premium be 
paid.  The Treasurer should ensure that the church complies with required labor laws 
and regulations.  As such, paid church staff should accurately record hours of work and 
leave taken on a workweek basis.  Most churches use an established time sheet for 
these purposes.  The time sheets must be completed and signed by the employee and 
then submitted for concurrence by the appropriate supervisor, or in the Pastor’s case, 
by the Vice /Moderator of the Board.  These time sheets will be the basis for processing 
payroll for that specified time period.  

 

Paid Time Off Tracking 

 

Many churches offer paid time off (PTO) in the form of holidays, sick leave, vacation 
and/or personal days.  The Treasurer should ensure that a system is in place to 
properly record the accrual and receipt of PTO benefits for each employee.  In 
instances where vacation or leave benefits are earned but not used within the work 
calendar year or previously specified time period, it is very important that the church 
have an established PTO policy as to the amount of leave that may be “banked” (carried 
over to new time period) before it is forfeited.  The same is true if the church offers 
credit or compensatory time.  Paid time off should be requested through a submission of 
a PTO Request Form. 
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Preparing Payroll Checks 

 

Paychecks, when processed manually by the church, should follow the same 
procedures as other church-issued checks.  The confidentiality of the information 
contained on payroll checks and pay stubs must be maintained by Board members.  
Payrolls processed by outside payroll entities and delivered to the church by mail should 
be distributed by the person designated in accordance with the church’s Financial 
Operating Policy (usually the Pastor, Executive Pastor or Treasurer).    
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REPORTING PAYROLL TO THE U.S. INTERNAL REVENUE SERVICE 
 
 
Quarterly Submissions 
 
Quarterly submission of an actual amount of payroll withholding to the IRS is reported 
on Form 941 “Employer’s Quarterly Federal Tax Return”—and is due the last day of the 
month following the closing of the quarter.  

 
Churches usually are not required to file Form 940, Employer’s Annual Federal 
Unemployment Tax return.  However, check your local and state government 
requirements.  You may be required to file Unemployment Tax Forms for the local or 
state government.   
 
Annual Submissions 
 
At the end of the year all employers must submit an IRS Form W-3,  “Transmittal of 
Wage and Tax Statement” for each employee.  Form W-3 is used to forward the original 
of the W-2 “Wage and Tax Statement” to the Social Security Administration.  Be aware 
this form is compared to all Form 941s which have been submitted and filed for the 
year.  Any discrepancies will have to be resolved through the IRS. 
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Annual Preparation Of IRS Form W-2 “Wage And Tax Statement” 
 

 
 

 
1. Recording salary and housing allowance. The following boxes on the W2 form 

are to be filled out as follows: 
a. Boxes B and C are for the employer’s information. 
b. Boxes A and E are for the employee’s information. 
c. Box 1 is for the income subject to Federal Income Tax. 
d. Box 2 is for the Federal Tax withheld. 
e. Boxes 3 and 5 are for the income subject to FICA and Medicare 

taxes, including the housing allowance.  
f. Box 14 is for listing the housing allowance included in Boxes 3 

and 5. 
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Annually IRS FORM 1099-MISC, Miscellaneous Income Form is filed for anyone who 
received over $600 during the year for providing services to the church  
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Annually Form 1099-INT “Interest Income” is submitted to the IRS for individuals who 
received interest from the church on monies borrowed or held by the church.  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
If a person has a loan with the church as the giver of interest, the church is responsible 
for filing Form 1099- INT to report the amount of interest income it has received from 
that individual.  On the other hand, if the church is the borrower, the church may receive 
a Form 1099-INT for the interest expense it has paid.  In either case, unless the church 
has other unrelated business income, the church may not have to report what it has 
received as taxable income or a tax deduction. If the church has unrelated business 
gross taxable income which is $1,000 or more, the church would have to file a Form 990-T.   
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Annually Form 1096 “Annual Summary and Transmittal of US Information Returns” is 
used to send the original copies of Form 1099 to the IRS. 
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Below are forms that a Treasurer should become familiar with as they are commonly 
used by the church to file with the IRS. 

 

Publication 
Number 

Title 
Revision Date 

or Tax Year 

Publication 1 
html   pdf 

Publication 1 (12/1998), Your Rights as a 
Taxpayer 

12/1998 

Publication 15 
html   pdf 

Publication 15 (2010), (Circular E), Employer's 
Tax Guide 

2010 

Publication 15-
A 

html   pdf 

Publication 15-A (2010), Employer's 
Supplemental Tax Guide 

2010 

Publication 15-
B 

html   pdf 

Publication 15-B (2010), Employer's Tax Guide 
to Fringe Benefits 

2010 

Publication 15-
T 

html   pdf 

Publication 15-T (03/2009), New Wage 
Withholding and Advance Earned Income Credit 

Payment Tables 
2009 

Publication 17 
html   pdf 

Publication 17 (2009), Your Federal Income Tax 2009 

Publication 
334 

html   pdf 

Publication 334 (2009), Tax Guide for Small 
Business 

2009 

Publication 
463 

html   pdf 

Publication 463 (2009), Travel, Entertainment, 
Gift, and Car Expenses 

2009 

Publication 
505 

html   pdf 

Publication 505 (01/2010), Tax Withholding and 
Estimated Tax 

2010 



 

MCC Resource for Treasurers of Our Local Churches US Edition 

 

17 

Publication 
509 

html   pdf 
Publication 509 (2010), Tax Calendars 2010 

Publication 
517 

html   pdf 

Publication 517 (2009), Social Security and 
Other Information for Members of the Clergy and 

Religious Workers 
2009 

Publication 
521 

html   pdf 
Publication 521 (2009), Moving Expenses 2009 

Publication 
525 

html   pdf 

Publication 525 (2009), Taxable and Nontaxable 
Income 

2009 

Publication 
526 

html   pdf 
Publication 526 (2009), Charitable Contributions 2009 

Publication 
534 

html   pdf 

Publication 534 (11/1995), Depreciating Property 
Placed in Service Before 1987 

11/1995 

Publication 
535 

html   pdf 
Publication 535 (2009), Business Expenses 2009 

Publication 
538 

html   pdf 

Publication 538 (3/2008), Accounting Periods 
and Methods 

3/2008 

Publication 
544 

html   pdf 

Publication 544 (2009), Sales and Other 
Dispositions of Assets 

2009 

Publication 
547 

html   pdf 

Publication 547 (2009), Casualties, Disasters, 
and Thefts 

2009 

Publication 
557 

Publication 557 (06/2008), Tax-Exempt Status 06/2008 
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html   pdf for Your Organization 

   

Publication 
560 

html   pdf 

Publication 560 (2009), Retirement Plans for 
Small Business 

2009 

Publication 
561 

html   pdf 

Publication 561 (4/2007), Determining the Value 
of Donated Property 

4/2007 

Publication 
583 

html   pdf 

Publication 583 (1/2007), Starting a Business 
and Keeping Records 

1/2007 

Publication 
584 

html   pdf 

Publication 584 (12/2008), Casualty, Disaster, 
and Theft Loss Workbook 

2008 

Publication 
584-B 

html   pdf 

Publication 584-B (12/2008), Business Casualty, 
Disaster, and Theft Loss Workbook 

2008 

Publication 
587 

html   pdf 

Publication 587 (2009), Business Use of Your 
Home 

2009 

Publication 
598 

html   pdf 

Publication 598 (03/2010), Tax on Unrelated 
Business Income of Exempt Organizations 

2010 

Publication 
919 

html   pdf 

Publication 919 (2010), How Do I Adjust My Tax 
Withholding? 

2010 

Publication 
946 

html   pdf 

Publication 946 (2009), How To Depreciate 
Property 

2009 

Publication 
957 

Publication 957 (01/2009), Reporting Back Pay 
and Special Wage Payments to the Social 

2009 
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html   pdf Security Administration 

Publication 
967 

html   pdf 

Publication 967 (2009), The IRS Will Figure Your 
Tax 

2009 

Publication 
969 

html   pdf 

Publication 969 (2009), Health Savings Accounts 
and Other Tax-Favored Health Plans 

2009 

Publication 
970 

html   pdf 

Publication 970 (2009), Tax Benefits for 
Education 

2009 

Publication 
1212 

html   pdf 

Publication 1212 (03/2010), Guide to Original 
Issue Discount (OID) Instruments 

2010 

Publication 
1542 

html   pdf 
Publication 1542 (04/2010), Per Diem Rates 2010 

Publication 
1544 

html   pdf 

Publication 1544 (03/2009), Reporting Cash 
Payments of Over $10,000 

2009 
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UNEMPLOYMENT COMPENSATION 

 
Unemployment compensation is a state program that gives weekly cash to people who 
are unemployed.    

Public charities and nonprofits do not pay federal unemployment (FUTA) tax, but states 
vary with regards to state unemployment taxes (SUTA).  To find out if a particular state 
requires churches to pay SUTA, contact that state per the links found on the State 
Employment Office Quick Reference Guide, or call the specific state’s unemployment 
office. 

 
An organization that is exempt from income tax under section 501(c)(3) of the Internal 
Revenue Code is also exempt from FUTA.  This exemption cannot be waived.  
An organization that is not a section 501(c)(3) organization is not exempt from paying 
FUTA tax.  Report FUTA taxes on Form 940, Employer's Annual Federal 
Unemployment Tax Return. 
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REFERENCES AND RESOURCES 
 

IRS Minister Audit Technique Guide - 
www.irs.gov/businesses/small/article/0,,id=210018,00.html 
 
FMLA http://www.dol.gov/dol/topic/benefits-leave/fmla.htm 
 
PayrollTaxes.com  http://www.payroll-taxes.com/glossary/381-glossary-m-methods-of-
witholding-wage-braket-and-percentage-.htm 
 
State Taxing Authorities http://www.taxadmin.org/fta/link/ 
 
IRS Self Employment Information - 
http://www.irs.gov/businesses/small/article/0,,id=98846,00.html 
 
IRS Publication 1828 - http://www.irs.gov/pub/irs-pdf/p1828.pdf 
 
Independent Contractor or Employee 
http://www.irs.gov/businesses/small/article/0,,id=99921,00.html 
 
Office of Retirement and Disability 
http://www.ssa.gov/policy/docs/statcomps/supplement/2010/unemployment.html 
 
JobHunt.org  http://www.job-hunt.org/state_unemployment_offices.shtml 
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FORMS 
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PASTORAL CONTRACT FAMILY SIZE (SAMPLE) 
 

The parties to this agreement are Metropolitan Community church 
__________________ and ___________________ herein referred to as church and 
Pastor. 

MCC _________________________ is a Church in the UFMCC and therefore this 
agreement is subject to the Bylaws of the UFMCC and the Bylaws and Standard 
Operating Procedures of the local church. (the Pastor is elected by the congregation 
and works in conjunction with the Board of Directors and congregation of MCC 
_______________.)  

RESPONSIBILITIES 

MCC _________________ hereby contracts with __________________, Pastor, to 
perform the usual pastoral duties and responsibilities including, but not limited to the 
following: 

1. The Pastor is being initially paid for ___________ hours per week for the 
performance of Pastoral duties and responsibilities. It is the hope of all parties for the 
Pastor’s hours to increase as the budget allows. (Work hours include sermon 
preparation and Sunday worship.) Salary will be based on the Labor Statistics for your 
area. 

2. The Pastor shall direct the ordering of all worship services of the church as set forth 
in the By-laws of the UFMCC. The Pastor shall officiate and participate in the regularly 
scheduled weekly Sunday worship service, except when on vacation or authorized 
leave. 

3. The Pastor shall direct the performance of the Sacraments of Baptism and Holy 
Communion, as set forth in the Bylaws of UFMCC. 

4. The Pastor shall perform, at her/his discretion, the rites of Holy Union or Holy 
Matrimony. 

5. The Pastor shall direct the performance of the rite of attaining membership in MCC 
__________________________. 

6. The Pastor shall perform, at his/her discretion, the rite of Funeral or Memorial 
Service, the rite of Laying on of Hands, and the rite of Blessing, as set forth in the 
UFMCC Bylaws. 
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7. The Pastor shall be the spiritual and administrative leader of the church and shall 
work in a spirit of cooperation with the Board of Directors. 

8. The Pastor shall direct the spiritual education program of the church. 

9. After the Pastor’s weekly work hours have increased to at least 20 or more per week 
the church will actively support the Pastor in serving the UFMCC. The Pastor may then 
accept one (1) denominational or network task at any one time without the affirmation of 
the Board of Directors provided that the responsibility can be performed within the 
confines of this contract, and will not require the Pastor to miss more than seven work 
days from the church per year. Any time, including travel time, spent away from this 
church on Network or UFMCC activities shall be considered normal time worked. Prior 
to working twenty hours per week any denominational work would be considered 
volunteer time and not paid by the church. 

10. The Pastor shall attend some church social events as part of his/her work schedule. 
All expenses charged by the church for the event shall be waived for the Pastor and 
their spouse. (I.e. entry fee and food) 

11. The Pastor will personally perform very few hospital, jail, and home visitation until 
work hours are increased to 20 or more per week. The Pastor shall organize and 
supervise a pastoral care program to see to the pastoral needs of the congregation. 

12. If there are planned worship services or events the Pastor shall not ordinarily take 
the following as time off: Easter, Pentecost, Christmas Eve or Day, Good Friday and 
Thanksgiving. 

13. The Pastor shall serve as personnel director of all paid and volunteer staff. 

14. The Pastor shall serve as Moderator of the Board of Directors in accordance with 
UFMCC Bylaws. 

15. The Pastor shall be responsible for the performance of such other duties and 
responsibilities as may be set forth and agreed to between the Pastor and MCC 
___________________. 

16. The Pastor agrees that she/he will at all times faithfully and to the best of her/his 
ability perform all the duties herein described. 

17. The Pastor agrees to serve in accordance with the UFMCC Code of Conduct. 
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TERMS OF EMPLOYMENT 

1. In order to balance the needs of the congregation and the needs of the Pastor, the 
Pastor shall be entitled to the following leave: 

a. One Sunday off every quarter, this allows for others to preach and for the Pastor to 
work other hours from time to time. The Pastor will ensure that the pulpit is filled during 
any absence. 

b. Four weeks paid vacation annually, dates to be affirmed by the Board of Directors. (A 
week is based on the current number of contracted hours per week.) No more than one 
week may be carried over to the next year. 

c. The Pastor shall accrue one health day every two months, one per month when hours 
are increased to 20 or more per week. Said time shall be accrued and be accumulative 
for the duration of this contract, or any extension, but shall not exceed ninety days. 
(Said time may not be used in conjunction with vacation time. Further, such time shall 
not be reimbursed at termination of employment.) 

d. After the Pastor’s hours are increased to 20 or more per week the following holidays 
will be given: All federal holidays, Good Friday, Easter, and the day after Christmas and 
Easter. Should the holiday fall on a church function day or a scheduled day off, the 
pastor shall receive another day off in its place. 

e. After each five years of service the Pastor will be given a paid sabbatical of 90 days. 
This time is for reflection, education, writing, and renewal. 

f. Should the Pastor become ill or disabled to the extent that the Pastor cannot perform 
her/his customary pastoral duties and responsibilities for two weeks or accumulated 
health leave, whichever is greater. To return to work the Pastor must have a written 
doctor’s consent. If the Pastor requires more time away from the church, the Board of 
Directors in consultation with the Region will consider continuing the sick leave benefits. 

In the event the Pastor shall, during the term of this contract, become totally disabled, 
which disability lasts or is expected to last, for a period of at least six months, either 
party shall have the option to terminate this contract, after consultation with and 
approval of the Network Elder. Such option shall be exercised by either party giving 
written notice to the other party of at least thirty days. 

For the purposes of this contract, the Pastor shall be deemed to have become totally 
disabled if, in the opinion of two or more physicians who have examined the Pastor, 
she/he is not able to perform her/his duties by virtue of illness or injury, and such 
inability is expected by said physicians to last for six months. The opinion of the 
physicians shall be presented to the Network Elder and Board of Directors in writing. 
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During any such period of disability, the Network Elder may appoint another person as 
pastor. 

g. After the Pastor’s hours have been increased to 20 per week or more the Pastor shall 
be entitled to 5 days for emergency leave in the event of a death occurring within her/his 
or her/his spouse’s immediate family. This time shall not be charged against vacation 
time and shall not be carried over to the next year if unused. 

h. After the Pastor’s hours have been increased to 20 or more per week the Pastor shall 
be entitled to five days annually to pursue continuing education. This time shall not be 
charged against vacation time and shall not be carried over to the next year if unused. A 
stipend as set forth in the budget will be given the Pastor for expenses incurred for 
continuing education. 

i. After the Pastors hours have increased to 20 or more per week the Pastor may have 3 
personal business days annually. This time shall not be charged against vacation time 
and shall not be carried over to the next year if unused. 

2. Review - It is understood that open and honest feedback will be shared with the 
Pastor within the monthly Board of Directors meetings. The Board of Directors will 
conduct a written annual Board performance review; this will include a review of all 
Board positions. 

3. Compensation and Benefits - The Pastor’s compensation shall be established 
through the church’s budgetary process and will be negotiated between the Pastor and 
the Board of Directors. The church will base the compensation on UFMCC standards.  

a. The Pastor shall be paid every two weeks. 

b. When the Pastor’s hours reach twenty or more per week MCC _____________ shall 
pay the Pastor’s health insurance at a fair and negotiable rate if the Pastor is not 
currently insured through other employment. 

c. After the Pastor’s hours reach twenty per week MCC _______________ shall pay the 
Pastor’s continuing professional education expenses up to the amount set forth in the 
budget. 

d. MCC ___________________ shall pay all normal and reasonable conference 
expenses incurred by the Pastor for attendance at authorized UFMCC General, 
Network and Leadership conferences. These expenses shall include the following: 
transportation, lodging, meals, registration fees and incidentals. The dollar amount will 
be established in the budgetary process. 
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e. The Pastor shall be reimbursed all professional expenses. The dollar limits shall be 
set during the budgetary process and a receipt must verify each expense. 

f. The Pastor shall receive additional benefits as may be approved during the budgetary 
process and set forth in the budget. 

g. Any benefits that accrue and are paid out at the time a pastor leaves, must be 
banked and held by the church. (i.e. If a month’s salary is going to be given for every 
year served, that amount needs to be accrued in each year’s budget and held until the 
time comes when the pastor leaves. This is a legal requirement. Additionally, without 
holding this money in the bank, the church could be placed in financial jeopardy when 
the pastor leaves.) 

h. Future considerations – retirement plan, life insurance, etc. 

4. UFMCC Ordination (If not UFMCC Ordained) - It is understood that the Pastor will 
seek ordination in UFMCC in 20__. Failure to do so successfully may result in not 
renewing the re-appointment of the person as Pastor. 

5. Resignation - Should the Pastor resign from her/his duties she/he shall give a 
minimum of one month written notice to both the Board of Directors and the Network 
Elder. If she/he gives the required notice and has worked for more than one year she/he 
will receive all salary and benefits due up to the effective date of resignation. 

6. Termination - In the event that the church or Network Elder should remove or not 
renew the appointment of the Pastor, remove the approval of the Pastor in a Church or 
the Pastor is removed pursuant to the Bylaws of UFMCC, employment may be 
terminated without notice. 

7. Any dispute regarding this agreement will be heard and the Network Elder will make 
final determination. 

 

TERMS OF EMPLOYMENT 

The hours, salary and benefits will be negotiated and modified as part of the budgetary 
process of the church. All salary and benefits are to be paid by 
MCC________________. 
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On this _____________________ day of _________ in the year __________ all 
parties, in Christian love and mutual respect, set forth their signatures as acceptance of 
the above terms and conditions. 

 

_____________________________________________________ Date _________ 

Pastor 

_____________________________________________________ Date _________ 

Clerk, on behalf of the Board of Directors of MCC  
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PASTOR SIZE PASTORAL CONTRACT (SAMPLE) 

 

CHURCH NAME 
PASTOR’S EMPLOYMENT AGREEMENT 

 
 
This agreement is made between X Metropolitan Community Church, Inc., a 
congregation of the Universal Fellowship of Metropolitan Community Churches 
(UFMCC), a religious non-profit corporation, herein referred to as XMCC and Reverend 
X, Pastor. 
 
 

RESPONSIBILITIES 
 
XMCC hereby employs the Pastor to perform the usual pastoral duties and 
responsibilities including, but not limited to the following. 
 

a.  The Pastor shall be available at least forty (40) hours per week for the 
performance of pastoral duties and responsibilities. Each week the Pastor shall have 
up to three (3) days of her choosing, excluding Sunday, off from her formal pastoral 
duties. These days off may be taken consecutively. The Pastor’s work time shall 
include but not be limited to sermon preparation, evening meetings, and a 
reasonable amount of professional education related to her job. 

 
b.  The Pastor shall direct the ordering of all worship services of the church as set 
forth in the By-laws of the UFMCC. The Pastor shall officiate and/or participate in the 
regularly scheduled weekly Sunday worship service, except when on vacation or 
authorized leave. 
 
c.  The Pastor shall direct the performance of the Sacraments of Baptism and Holy 
Communion, as set forth in the SOP's of XMCC and the By-Laws of UFMCC. 
 
d.  The Pastor shall direct the performance of the rite of attaining membership to 
XMCC as set forth in said By-Laws. 

 
e.  The Pastor shall perform, or may delegate at her discretion, the rites of Holy 
Union or Holy Matrimony, the rites of Funeral or Memorial Service, the rite of Laying 
on of Hands, and the rite of Blessing, as set forth in said By-Laws. 

 
f.  The Pastor shall be the spiritual and administrative leader of the church. 
 
g.  The Pastor shall direct the spiritual education of the congregation including but 
not limited to an ongoing program of Christian education. 
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h. This church acknowledges its responsibility to share its Pastor with the UFMCC. 
The Pastor may accept appointments or election to UFMCC offices or tasks, 
provided that it/they can be performed within the confines of this contract, and 
will not require her to miss more than five (5) consecutive work days from this 
church. Any time, including travel time, spent away from this church on Network 
or Fellowship activities shall be considered normal time worked. Should an 
appointment or election exceed these limits, the Pastor may not accept 
nomination to any Network or Fellowship office without the prior approval of the 
Board of Directors. 

 
 
 

 
i.  The Pastor shall attend an appropriate number of church events which members 
may regard as social, but which entail work for the Pastor, such as picnics, church 
dances, church dinners, variety shows, and game night, by way of example. 
Depending on the Pastor’s schedule, she is expected to attend a majority of these 
events [more than 50% of those scheduled by the church]. The Pastor’s direct 
expenses to such events shall be paid for by the church (for example: bowling fees, 
banquet fees and parking, but not the food she buys while bowling). Admission to all 
events at the church shall be free of charge to the Pastor. Attendance at these 
events shall be regarded as time worked. 

 
j.  The Pastor will be responsible for all hospital, jail, and home visitation, but may 
not personally perform all such visitations. The Pastor shall have the discretion to 
determine whom she shall appoint to perform visitations which she does not perform 
personally, and shall insure that the appropriate visitation does take place. 

 
k.  The Pastor shall not ordinarily take a Sunday off for the Sundays of Easter, 
Christmas Eve, or Christmas Day. The Pastor shall have the right to have the 
Christmas Holidays off (traditionally the fourth Sunday of Advent, Christmas Eve, 
and Christmas Day) and Easter as part of her regular vacation and/or those 
Sundays off once every three years of her employment, but not two Christmases or 
Easters in succession unless there is illness in her family or her spouse’s family. 

 
l.  The Pastor shall be responsible for the performances of such other and additional 
duties and responsibilities as may be set forth and agreed to between the Pastor 
and XMCC, including those pastoral responsibilities set forth in said SOP's. 

 
m.  The Pastor agrees that she will at all times faithfully and to the best of her ability 
perform all the duties herein described and required of her. 
 

COMPENSATION 
 

a. The Pastor shall be paid an annual salary of enter amount here. 
b. The Pastor will be provided with 3 weeks of PTO/year. 
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c. The Pastor will be provided a medical insurance package. 
 

 

 

 _______________________                                         _________________ 

 Rev. X       Date 

 

 _______________________    _________________ 

 Moderator of the Board     Date 
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PROGRAM SIZE PASTORAL CONTRACT (SAMPLE) 

Terms of Employment Between 

Sr. Pastor and  enter church name 

 

I. Employment Details 

 

It is the intention of the Board of Directors to provide a fair and equitable compensation 
package.  Listed below are the specifics as they relate to your employment.   

 

OVERVIEW 

 

 Effective Date  enter dates here 
 

 Yearly Salary   enter salary here 
 

 Classification   Full Time Exempt Employee / 40 hours per week 
 

 Core Office Hours  Flexible based on schedule & commitments 
 

 Normal Days Off  Friday & Saturday 
 

 Paid Time Off  200 hours (25 work days / 5 weeks) 
 

 Professional Development 40 hours   (5 work days / 1 week) 
 
ADDITIONAL DETAILS OF AGREEEMENT 

 

Salary  

Details relating to pastor’s salary are included in the enter church name Annual 
Operating Budget, as prepared by the Board of Directors and approved by the 
Congregation.  This agreement will be updated each year and signed by the Board of 
Directors to include updated figures.  In the event that the allocation of housing 
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allowance changes, Board Meeting Minutes must reflect an official vote to approve the 
change, and must include language specified by the Governmental Taxing Authority. 

 

Additional Benefits 

This agreement does include full health insurance benefits as provided in our group 
policy.  This agreement also allows for one Sunday off every quarter and 
reimbursement for professional development expenses based on budget allocations.  
Professional development funds (i.e., pastor’s education) allocated in the budget are to 
be used at the pastor’s discretion; all unused funds at the end of a calendar year or at 
the termination of this agreement are considered assets of  enter church name.  The 
costs associated with attending any network or UFMCC training and conferences are 
fully reimbursable according to budget allocations.   In addition, annual license fees 
associated with keeping the pastor’s credentials current will be covered by enter church 
name  and included in the annual budget. 

  

Leave Time 

Paid Time Off.  20 Days has been allotted for Paid Time Off (PTO).  This time should be 
used for vacation, sick time, and time to attend to personal matters.  You may carryover 
to the next year no more than 5 unused days.  The Board however, encourages you to 
fully utilize your days off especially in the area of vacation time. The PTO days can also 
be taken in half day (4 hours) increments.  Unless otherwise noted in this agreement, 
enter church name Personnel Policy and Guidelines Manual will provide appropriate 
guidance about designated holidays.  In as much as possible, the Board of Directors 
shall be notified in advance about scheduling time off. 

 

Sabbatical.  After 5 years of service, negotiations will be held to provide an intentional 
paid 3 month sabbatical.     

 

Professional Development.  5 days per year have been allocated for your professional 
leave of absence for continuing education and leadership development.   
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Termination of Agreement 

It is mutually agreed that a minimum 30 day written notification will be granted by either 
enter church name or Rev. enter pastor’s name of the intent to terminate the 
employment relationship.  In the event of the former, enter church name will comply with 
all relevant MCC Bylaws and procedures related to removal of a pastor.   

 

 
II. Job Description 
 

Basic Responsibilities: 
 

1. Act as the spiritual and administrative leader of the congregation.   
 

2. Be available to the people for pastoral care.  Serve as a presence to the 
community for healing through phone calls, emails, and face-to-face dialog.  

 
3. Work closely with the Worship Planning Team to plan, design, and execute 

weekly Sunday worship and special worship services (i.e. Christmas Eve).  This 
includes preaching a minimum of at least 3 times a month. 

 

4. Perform UFMCC sacraments of Baptism and Holy Communion.  
 

5. Perform, at her discretion, the UFMCC rites of Holy Union, Matrimony, 
Membership, Funeral or Memorial Services, Laying on of Hands, and the Rite of 
Blessing.  

 

6. Lead the Ministry Leader Team (MLT). 
 

7. Moderate the Board of Directors. 
 

8. Lead the delivery of the Orientation / Membership classes. 
 

9. Act as Personnel Director for all paid and unpaid staff. 
 

10. Attend Congregational meetings and forums. 
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Strategic Responsibilities (Joint Development of Activities between enter 
pastor’s name & BOD): 

 
1. Lead enter church name with implementing our Vision, Mission, and Core 

Values. 
 
2. Develop and implement new ministry areas and train appropriate leadership. 
 

3. Design, develop and implement an education program. 
 

4. Lead strategic planning, development and implementation. 
 

5. Partner in developing our awareness and relationship with our local and global 
community. 
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III. Miscellaneous Items of Mutual Agreement 
 

The Board of Directors of enter church name and Rev. enter pastor’s name agree to the 
following: 

 

1. Flextime is supported to handle emergencies and unplanned activities. 
 

2. Church meeting time, including Board of Director meetings, is considered part of 
the normal workweek.   

 

3. The Board supports and encourages Pastoral participation at the Network and 
Fellowship levels.  Time to attend MCC Trainings and Conferences is considered 
part of the normal work week.  Additional involvement requiring time away will be 
negotiated with the Board of Directors in advance.   

 

4. Emergencies after hours will be dealt with on a case by case basis working in 
tandem with the Congregational Care team. 

 

5. Unless otherwise stated in this agreement, enter church name Personnel Policy 
and Guidelines Manual will provide appropriate guidance on matters not 
addressed by this agreement.  This includes guidelines for the reimbursement for 
mileage on official church business. 

   

6. Regular verbal feedback on performance and activities will be provided. 
 

7. At least once a year, a formal written evaluation based on this agreement will be 
conducted.   

 

8. A monthly written Pastor’s report will be submitted to the Board of Directors. 
 

9. It is expected that the Pastor will support and abide by all of enter church name’s 
Policies, SOP’s, Guidelines, and Code of Ethics. 
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_____________________________________  _________________________ 

Rev. insert pastor’s name here     Date 

 

 

_____________________________________  _________________________ 

Insert BOD moderator’s name here     Date 
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CORPORATE SIZE PASTORAL CONTRACT 

EMPLOYMENT AGREEMENT  

 

This Employment Agreement, dated enter date, (the “Agreement”) is between the X 
Metropolitan Community Church of X CITY AND X STATE, Inc., a non-profit corporation 
registered in the State of X (the “Church”) and the Reverend enter pastor’s name, an 
ordained clergy person (the “Pastor”) authorized by the Universal Fellowship of 
Metropolitan Churches (“UFMCC”) to administer the rites and sacraments of the 
UFMCC. 

 

WHEREAS, the Church, having conducted a search in compliance with its By-Laws and 
the By-Laws of the UFMCC, herby offers to employ the Pastor in the position of “Senior  
Pastor” and the Pastor hereby accepts such employment under the terms and 
conditions set forth below, 

 

NOW THEREFORE, the parties, wishing to be mutually bound, hereby agree as follows: 

 

I. Employment 
 

The Church hereby employs the Pastor for the Term, as defined below, as Senior 
Pastor of the Church, to perform the duties and pursue the goals set forth in paragraph 
II, for the Compensation, as defined in Paragraph IV below, subject to all terms and 
conditions set forth herein and to the By-Laws of the Church and the UFMCC and the 
Pastor (hereafter referred to as “Senior Pastor”) hereby accepts such employment. 

 

II. Duties and Goals 
 

  1.  The duties of the Senior Pastor shall be to: 
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(a) act as the spiritual and administrative leader of the Church, working in a 
spirit of cooperation and collaboration with the Board of Directors (the 
“Board”), staff and Congregation of the Church (the “Board”);  

 

(b) conduct her/his ministry in a manner consistent with the Church’s Guiding 
Documents, Core Values and enter the name of church’s guiding 
documents.  

 

(c) develop and maintain excellence in the worship services of the Church, 
and shall work collaboratively with the worship team in planning services;  

 

(d) serve as Moderator of the Board and as moderator for all congregational 
meetings and forums;  

 

(e) attend worship services and meetings and, to a reasonable extent, Church 
fundraisers and other events; 

  

(f) act as the manager of the personnel employed by, or working with the 
Church, hiring, terminating and, with Board approval, establishing 
compensation, job descriptions and other benefits or privileges for such 
employees and other workers. 

 

(g) provide direction, mentoring and teaching as needed to develop and 
empower new leadership in the Church; 

 

(h) work with the Board, staff and lay leadership of the Church to develop and 
implement a five (5) year strategic plan for the Church;  

 

(i) maintain mutual cooperation and collaboration with, between and among 
the Board, the staff and the Church’s lay leadership. 

 

2.  The goals of the Senior Pastor, towards which the Senior Pastor will work 
diligently and in concert with the Board and membership of the Church, include 
increasing the diversity in the membership of the Church, with specific 
emphasis on multicultural and multi-age group outreach. 
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III. Work Schedule 
 

1.   The Senior Pastor will be entitled to two (2) days off of her/his choosing (not to 
include Sunday) each week.  The Senior Pastor will assure coverage of Church 
administrative affairs on her/his days off, and, to the extent possible, will be 
available when needed to minister to emergency pastoral needs of the Church. 
The Senior Pastor will not participate in the practice of accruing compensatory 
(comp) time.   

 

2.  Days or portions of days attending UFMCC conferences, as well as travel 
days to and from such conferences, will be considered working days for the 
Senior Pastor. 

 

3.  The Senior Pastor will be entitled to paid holidays as follows: 
 

 personal birthday 
 New Year’s Day 
 Martin Luther King Jr. Day 
 Memorial Day 
 Independence Day 
 Labor Day 
 Veteran’s Day 
 Thanksgiving Day 
 Christmas Day 

 

4.   If there are planned worship services or events on the following days, the Senior 
Pastor shall not take time off:  Easter, Pentecost, Christmas Eve, Christmas Day, 
Good Friday and Thanksgiving.  

 

IV. Performance Evaluation 
 

1. This contract will be in effect for three (3) calendar years, with a start date 
enter date and end date of enter date.  The Pastor will be evaluated by a 360-
degree evaluation that will occur yearly on the anniversary of the start date of this 
agreement. There will be measurable written goals set at the beginning of each 
year of this contract that will be written and agreed upon by both the Senior 
Pastor and the Board of Directors.  Those goals will be used as the evaluation 
standards for the annual reviews. This evaluation and review process will 
proceed as follows:  The Pastor will choose five individuals within the pastoral 
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areas of ministry to evaluate her/him.  All staff will evaluate the Pastor.  The 
Board of Directors will additionally choose five individuals who are lay leaders in 
the congregation (members) to evaluate the Pastor on general pastoral duties.  
The Pastor will also do a self-evaluation. Finally, the Board of Directors will do a 
full evaluation.  All of these evaluations will be compiled by the Vice-Moderator 
and one additional Board member (results and key points/ideas will be shared 
with the Pastor during a formal evaluation between the Pastor and the Board of 
Directors).  The Pastor will likewise evaluate the Board of Directors. The results 
of such evaluation will be treated as confidential unless, and only to the extent 
that, the Senior Pastor consents to disclosure of such results. These evaluations 
will be placed in the Pastor’s personnel file and a copy given to the Pastor, both 
of which will be signed by the Pastor and Vice-Moderator of the Board of 
Directors.  There will be quarterly “check-ins” between the Vice-Moderator and 
the Pastor that will occur on or around April 15, July 15 and October 15 of each 
year of the agreement. This will be accomplished by an informal poll of the Board 
of directors (and staff) by the Vice-moderator in regard to the accomplishment of 
meeting tasks and goals as set out in this contract.   

 

V. Compensation and Benefits 
 

1.  The Senior Pastor will be paid an annual salary (“Salary”) of $X (X 
 dollars) a year (inclusive of Housing Allowance).  The Salary will   
increase based on merit as determined by the Board of Directors.  Merit will be 
determined by evaluation of the measurable written goals as set in the 
beginning of the contract year.  These goals will be mutually developed by the 
Senior Pastor and the Board of Directors.  

 

2. Upon the development of a budget for the X fiscal year, the Board will entertain 
the possibility of providing the Senior Pastor with a contribution to a 403(b) 
retirement fund.  The Senior Pastor understands that any amount for 
contribution to the 403(b) retirement fund will depend on the income of the 
church at the time the budget is developed and the ability of the budget to 
sustain such a line item. 

 

3.  The Church will pay, on the Senior Pastor’s behalf, the income and 
 employment taxes due on the Housing Allowance, up to a maximum amount 
of $X  a year, by issuing a check quarterly for such taxes payable to the 
Governmental Taxing Authority.   
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4.  The Senior Pastor will receive the following employment benefits: 
 

(a) a Housing Allowance to be paid at the beginning of each calendar month, 
the amount of which will be determined mutually between the Board and 
the Senior Pastor. 

 

(b) Major medical and dental insurance (deductibles and co-pays to be paid 
by senior pastor) 

 

(c) two $100,000 term life insurance policies, one of which will name the 
Church as beneficiary and the other to name a beneficiary of the Senior 
Pastor’s designation 

 

(d)  paid vacation time, to be accrued at the rate of one (1) week for every ten 
(10) weeks of service. No more than two (2) weeks of accrued vacation 
may be taken consecutively without prior approval from the Board of 
Directors.  No more than two (2) weeks of accrued vacation shall remain 
for more than 30 days (inclusive of yearly carry-over vacation).  

 

(e) Payment of actual moving expenses up to maximum of $ X  (X dollars), 
payment to be made within one (1) business week of submission by the 
Senior Pastor to the Church of proof of such expenses. 

 

VI. Conferences and Professional Expenses 
 

1. The Church will pay all registration fees, transportation, lodging and per diem 
(in an amount established by the Board from time to time) for the Senior Pastor’s 
attendance at network, general and other conferences of the UFMCC. 

 

VII. Term and Termination 
 

 This Agreement will be effective from the date hereof and, unless terminated 
under this Paragraph VI, will remain in effect for a period of (3) years (the “Term”) 
and may be renewed by agreement of the parties, for two (2) successive terms of 
one (1) year each and shall be subject to renegotiation at the end of each period 
or by mutual agreement at any other time. 
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1. Either party may terminate this Agreement in the event of a material breach 
by the other party of any obligation undertaken by such party under this Agreement, 
provided that the breaching party is first informed of the breach and fails to correct 
such breach for a period of thirty (30) days from the date of such notice. 

 

a. Except in the case of (i) termination of the Senior Pastor based on intentional 
wrongdoing, or (ii) voluntary resignation of the Senior Pastor, the Senior 
Pastor will be entitled to payment on termination of an amount equal to one 
month compensation for salary and housing.    

 

2. Notwithstanding the foregoing Paragraph VI 3, if the Church elects to   
  terminate this Agreement within one year hereof, and such termination is not 
based on intentional wrongdoing by the Senior Pastor, the Senior Pastor will be 
paid no less than two (2) weeks Salary as severance. 

 

Miscellaneous 

 

1. Precedence. To the extent that any term of this Agreement is inconsistent 
with any provision of the By-Laws of the Church, the By-Laws will govern to the 
extent of such inconsistency.  To the extent that any term of this Agreement, not 
inconsistent with the By-Laws, conflicts with any term of the General Operating 
Procedures and Personnel Policies of the Church, this Agreement will control to 
the extent of such conflict. 

 

2. Entire Agreement.  This Agreement constitutes the entire agreement between 
the Church and the Senior Pastor with respect to the subject matter hereof.  This 
Agreement may not be changed except in a writing signed by both parties. 

 

a. Governing Law.  This Agreement will be governed by the law of the State 
of enter state here, without application of conflict of laws principles that 
could result in the application of the law of any other jurisdiction.  
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 WHEREFORE, the parties, having agreed, hereby execute this Employment 
Agreement by affixing their respective signatures below, effective on the date first above 
written. 

 

The enter church name Metropolitan Community Church of city, state, Inc. 

 

By: ________________ By:_________________  By:_________________ 

 

Title: _______________     Title:________________    Title:________________ 

 

____________________       __________________    _____________________ 

Rev. enter pastor’s name enter clerk’s name enter vice-moderator’s name 

Senior Pastor   Clerk    Vice-Moderator 
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EMPLOYMENT LETTER (SAMPLE) 

 

Name 
Address 
City, State Zip 

 

Dear _____________, 

 

After a thorough review of your resume and references, I am happy to inform you that 
[Church Name] is ready to offer you a [Full/Part Time] position as a [Job Title]. Many 
candidates applied for this position, but we believe that you are the most qualified. If you 
accept this offer, the company will provide the following compensation package:: 

 [Describe compensation package, include Salary,  Duties, Vacation, Insurance,  
Modification of Benefits ]. 

Please find attached the a copy of your duties and responsibilities.  

Please contact me to confirm that you are still interested in this position and to accept 
the offer officially. Please sign and return a copy of this offer. If I do not hear from you 
within seven (7) days, then I will select another candidate to fill the position. 
Congratulations, and welcome to the team! 

Sincerely, 
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 HOUSING ALLOWANCE MOTION (SAMPLE 1) 

 

 

 

Whereas, Section 107 of the Internal Revenue Code permits a minister of the 
gospel to exclude from gross income (in computing federal income taxes) a 
church-designated allowance paid to him or her as part of his or her 
compensation to the extent used for actual expenses in owning or renting a 
home; and 

Whereas, the following personnel is compensated by (name of specific MCC) 
Church exclusively for services as a minister of the gospel and the Church; and 

Whereas, the Church does not provide parsonages to the following minister; 

therefore it is hereby 

Resolved, that the total compensation paid in Year to the following minister shall 
include housing allowances as indicated pursuant to section 107 of the Internal 
Revenue Code; and it is further  

Resolved that the designation of the following housing allowance shall apply to 
the calendar year XXXX from 1 Jan  XXXX and all future years unless otherwise 
provided. 
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TRAVEL POLICY, CREDIT CARD &  

EXPENSE REIMBURSEMENT POLICY & PROCEDURES (SAMPLE 1) 

 

1.0 STATEMENT OF PURPOSE AND RESPONSIBILITIES: 

1.1 This document establishes policies governing the reimbursement of travel, 
entertainment and other business expenses ("business expenses") incurred 
during the conduct of Church business, as well as the issuance and use of credit 
cards. It is Church policy to reimburse employees for ordinary, necessary and 
reasonable expenses when directly related to the transaction of Church 
business. 

1.2 Directly related means: 

- there is the expectation of deriving some current or future benefit for the Church 
- the employee is actively engaged in a business meeting or activity necessary to 
the performance of the employee's job duties 
- there is a clear business purpose for entertainment 

1.3 Employees are expected to exercise prudent business judgment regarding 
expenses covered by this policy. 

1.4 Reimbursement for expenses that are not in compliance with this policy 
requires the prior written approval of the Pastor and/or Treasurer. 

1.5 Church employees are responsible for complying with this policy. Employees 
submitting expenses that are not in compliance with this policy risk delayed, 
partial or forfeited reimbursement. 
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2.0 DOCUMENTATION 

2.1 Requests for reimbursement of business expenses and requests for payment 
of credit card bills, must be submitted on the "Reimbursement Form", an example 
of which is included below. 

2.2 While original receipts are recommended for all expenses submitted for 
reimbursement, they are required for all expenses greater than $25.00. Requests 
for exceptions to this policy should document extenuating circumstances and be 
approved by the Pastor and/or Treasurer. 

2.3 The Church complies with IRS regulations, which require that all business 
expenses be substantiated with adequate records. This substantiation must 
include information relating to: 
 

(1) the amount of the expenditure 
(2) the time and place of the expenditure 
(3) the business purpose of the expenditure 
(4) the names and the business relationships of individuals other than 
yourself for whom the expenditures were made. 

 

2.4 Requests for reimbursement lacking this information will not be processed 
and will be returned to the originator. 
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3.0 APPROVALS 

3.1 Expense reimbursement forms, together with required documentation, must 
be submitted for review and signature approval. 

3.2 Those approving expense reports are responsible to ensure the following: 

(1) Expenses reported are proper and reimbursable under this policy 
(2) The Reimbursement Request Form has been filled out accurately and 
has the required documentation 
(3) The expenses are reasonable and necessary 

 

4.0 REIMBURSABLE EXPENSES 

4.1 The following are reimbursable expenses assuming they are in compliance 
with section 1.0 of this policy: 

 Hotel or motel and related tips 
 Travel expenses including airfare, train fare, bus, taxi and related tips 
 Meals, including tips between 15-20% 
 Business telephone calls 
 One daily call home of reasonable length while traveling on Church 

business 
 Car rental 
 Personal mileage (payable at 32.5 cents per mile) 
 Gasoline and oil for Church owned, leased or rented vehicles 
 Tolls 
 Conference and convention fees 
 Business entertainment expenses 
 Travel expenses for a spouse, partner or friend if it can be shown that the 

person's presence was both essential and directly related to the effective 
accomplishment of Church business. In these limited instances, the 
employee must obtain written approval IN ADVANCE  

 Parking   
 Other reasonable and necessary business expenses. 

4.2 The following expenses are not reimbursable under this policy: 

 Baby-sitter costs 
 Airline club dues 
 Barber/hairstylist 
 Traffic fines 
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 Tips in excess of 20% & tips in addition to pre-applied gratuity 
 In-flight movies/refreshments 
 Hotel room movies and other forms of personal entertainment 
 Luggage, briefcases 
 Alcohol, unless consumed during legitimate entertainment activities with or 

for others beyond the Church community 
 Meals including only Church employees unless traveling on Church 

business or approved in advance by the Pastor and or Treasurer 
 Parties and gifts for employees 
 Reimbursement for personal miles in excess of the cost of airfare to the 

same destination 
 First class airfare 
 Sales tax from which the Church is exempt (see Section 6.0) 
 Tuxedo rentals 

4.3 No policy can anticipate every situation that might give rise to legitimate 
business expenses. Reasonable and necessary expenses, which are not listed in 
section 4.1, may be incurred. Each employee and supervisor must use his/her 
best professional judgment in determining if an unlisted expense is reimbursable 
under section 1.0 of this policy. 

4.4 Personal vehicle: Employees who utilize personal cars for business travel will 
be reimbursed at the per mile rate established annually by the Church. Miles 
submitted for reimbursement should be net of any normal commuting miles. The 
Treasurer will make the current rate known to the Church community. 

 

5.0 CREDIT CARDS 

 

5.1 Credit cards issued in the name of the Church, which include but are not 
limited to VISA, MasterCard, and gasoline cards, will be provided to those 
employees whose jobs require a sufficient amount of travel and/or entertainment. 
Employees in need of a credit card must submit a properly completed and signed 
“Request for Business Credit Card" form to the Board for approval. Credit cards 
represent an extension of credit to the Church and, accordingly, may only be 
issued with the approval of the Board. Cards issued in the name of the Church 
are a privilege for convenience and must not be used for personal expenses. 

5.2 Employees are expected to process credit card bills and present them to 
Accounts Payable for payment not later than fourteen(14) business days before 
the payment due date so as to avoid late fees and interest charges.  Late fees 
and/or interest charges resulting from late submission to Accounts Payable will 
be paid by the employee. 
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. 

6.0 SALES TAX 

 

6.1 As a not-for-profit organization, the  Church is exempt from certain sales 
taxes and it is the employee's responsibility to be familiar with this exemption. It 
is the employee's responsibility to indicate to the vendor that the Church is a tax- 
exempt organization. 

6.2 A Tax Exempt Certificate will be issued to each employee to whom a credit 
card is issued. Use of the certificate to avoid sales tax on personal transactions is 
strictly forbidden. 

6.3 Sales tax, from which the Church is exempt, is not reimbursable under this 
policy, and if paid by the employee, remains the obligation of that employee. 

 

7.0 PROCEDURES 

7.1 Cash advances: Since Church credit cards can be made available to virtually 
any employee, it is unusual for a cash advance to be necessary. The Church 
recognizes that some incidental expenses cannot be paid by credit card (i.e. tolls, 
tips, and taxis). Requests for cash advances ($250 limit) must be submitted to 
the Treasurer on the proper Cash Advance form.. The Cash Advance form must 
be approved in a manner consistent with section 3.0 of this policy. Generally, no 
subsequent advance will be made available if the accounting for a previous cash 
advance has not been completed. 

7.2 Parking tickets and moving violations: The owner/driver of the vehicle is 
responsible for all parking fines and moving violation tickets. The Church, if 
billed, will pass the bill onto the driver to be paid. If the driver is unverifiable, the 
person to whom the vehicle has been rented or signed out will be held 
responsible. 

7.3 Instructions for making travel arrangements: Church employees should 
purchase all airline and rail tickets through XXXX Travel. The Church will not 
reimburse individuals or pay other travel agents for airline or rail tickets unless 
there is written confirmation from XXXX Travel that they cannot match a quote 
from another agency/internet provided for the same itinerary. 

XXXX Travel bills airline and rail tickets to the Church on a monthly summarized 
bill. 
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AIR TRAVEL: 

All employees are expected to travel coach class. Personal frequent flyer credits 
may be used to upgrade travel class, however, no reimbursement will be made 
and no contribution recorded on behalf of the employee for the business use of 
frequent flyer credits. 

Unused tickets/cancellations: All unused airline ticket coupons are to be returned 
to the Church within three days of original departure for processing to the travel 
agency. 

Delays/Layovers: If you are unable to make a connecting flight because the first 
flight has been delayed for any number of reasons including mechanical failure, 
weather, etc., the burden of responsibility in this case rests on the carrier whose 
flight has been delayed. Most carriers will book you on to your final destination on 
the next available flight even if it is not their airline, however, this is not a written 
regulation. If a mealtime and/or overnight is involved, they will provide vouchers 
for dinner and hotel room as compensation. This action is not a written 
regulation. Employees should seek to obtain as many services as possible 
through the carrier and are urged to inquire about these services should an event 
such as this occur. The Church will cover those expenses not covered by the 
airline, if ordinary, necessary and reasonable. 

LODGING: 

It is highly recommended that all lodging be booked through XXXX Travel. 
Prudent judgment should be used when selecting a hotel. A single room with a 
private bath in a moderately priced business class hotel or motel is the Church 
standard. Reimbursement for suites or luxury accommodations requires the 
written permission from the Pastor and / or Treasurer prior to booking the 
lodging. 

If two persons, one of who is not on Church business (spouse, friend), occupy a 
double room only the single rate may be charged to the Church. Always ask for 
corporate, conference, or educational discounts. 

If booked by XXXX Travel, all rooms will be guaranteed for late arrival. 
Employees must cancel the room reservation by 6:00 p.m. the day of arrival 
(4:00 p.m. at many resorts) to avoid a "no-show" charge. Employees are advised 
to request and retain a "cancellation number" as documentation of the 
transaction. "No-show" charges will be the responsibility of the employee. 
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CAR RENTALS: 

All ground transportation should be booked through either XXXX  Travel or ZZZZ 
Rent-A-Car (phone number). The Church’s corporate account number is 
ABC1234. 

It is expected that reservations will be made for a compact vehicle, depending on 
the type of travel. Occasionally a mid-size vehicle may be appropriate when more 
than one employee will be using the vehicle and in a small number of other 
circumstances. The cost of premium, luxury or four-wheel vehicles will be 
charged to the individual renting the vehicle and reimbursement will be made at 
the compact or mid-sized rates as appropriate. 

While it is not necessary to purchase additional coverage for domestic travel 
because the Church's insurance will apply, it is recommended that additional 
coverage be purchased when traveling internationally. An insurance package, 
including proof of insurance, accident reporting kit, etc., is available in the Church 
office. This package should be taken on trips requiring automobile rental. 

Employees are expected to refuel rental cars prior to returning them to the rental 
agency in order to avoid their excessive price for gasoline.  Do not use the 
prepaid gas option. 

7.4 Other transportation: If you are booking travel arrangements for a group, you 
are expected to take advantage of services provided by XXXX Travel. The Travel 
Agent is aware of many opportunities for group discounts. Even if you are not 
sure of your group's final size, you may realize considerable savings on behalf of 
the Church. 

7.5 Method of reimbursement: All reimbursements in excess of $X.00 will be 
made by check with the exception of cash advance settlements. Reimbursement 
of expenses of $X.00 or less may be made in cash upon presentation of a 
properly completed and approved Petty Cash Voucher and / or Credit Card 
Reconciliation Form. 

 

8.0 POLICY EXCEPTIONS 

Generally, any exception to this policy must have the prior written approval of the 
Pastor and / or Treasurer. Requests for exceptions should document extenuating 
circumstances or proposed overall savings to the Church. At certain times, under 
unusual circumstances, exceptions may be made after the fact, however, 
payment by the Church will not be made without the approval of the Pastor and / 
or Treasurer. 
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REIMBURSEMENT REQUEST FORM (SAMPLE 1) 
 

Payable to: [Name of the Person to be paid] 

Address: [Street or P.O. Box  to which the check will be mailed ] 

Address 2: [if needed to complete the address] 

City/State/Zip:  [City, State, Zip code of recipient] 

Telephone Number: [Vendor Phone Number]      

Amount: [Amount due to the person] 

Reason for Expense:[ Why was this expense incurred] 

Is this reimbursement for Entertainment or Food?   Yes [  ]  No [  ] 

If yes, Name of all in attendance: 

Accounting/Budget Line Item Number: [The church’s Accounting or Budget number] 

 

Approved by: [Name of Person Approving Payment] 

Declined due to: [If payment is declined, reason for the decline] 

Signature: [Signature of the person approving the issuance of a check] 

Check Number: [Record the check number here] 

Check Date: [Record the date the check was issued] 
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Payroll Paycheck Distribution Policy (Sample) 

 

Check Distribution 

1.0 Church policy requires direct deposit of paychecks for all employees. In some 
instances, new employees or employees in the process of changing banking 
relationships may need to receive a paper paycheck. Paper paychecks must be 
picked up at the Church office, on or after the payroll check date.  Paper 
paychecks are not available prior to the payroll check date. 

Pay Dates  

2.0 Paychecks are available to employees on the following schedule: Monthly 
employees will be paid on the last working day of each month. Bi-weekly 
employees will be paid on every other Friday, six days after the pay period ends. 
 
2.1 Exception: If a payday falls on a Church scheduled holiday, payday will be 
the preceding workday, unless otherwise specified. 

 

 On-Demand Checks 

3.0 It is the policy and obligation of the Church to pay employees on the 
scheduled pay date for services performed. In order to meet this expectation, it is 
critical that employees adhere to deadlines set by Human Resources and Payroll. 
These deadlines ensure that all proper internal and system controls are in place so 
that pay is calculated accurately for Church employees. When checks are requested 
outside scheduled payroll runs (on-demand), considerable manual effort, and 
therefore added cost, is needed and replaces many of the controls that are built into 
the payroll process. We realize, however, that situations may occur that require us to 
request an on-demand check (on-demand check form). We will continue to process 
these payments, but in an effort to reduce the number of manual payroll checks, we 
will begin charging $50 per on-demand check processed effective January 1, 2010 

3.1 Some appropriate scenarios for requesting an on-demand check: 

3.1.1 Employees who were not paid or are missing a portion of their pay 
due to late paperwork or timekeeping error, which causes them to be in financial 
difficulty. 

3.1.2 Terminations where the relationship between the Church and the 
employee are best served by settling all issues prior to the next scheduled payroll 
pay date. 
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3.1.3 ACH (Automated Clearing House) rejections due to closed 
accounts or invalid banking information. 

 
3.2 Guidelines for requesting an on-demand check: 

3.2.1 On-demand checks will not be processed on the day of scheduled payroll 
processing. On-demand checks are only processed on Mondays, 
Wednesdays, and Thursdays. 

3.2.2 On-demand check requests must be received in the Office by 10:00 
am to be processed on the next scheduled on-demand date. Checks 
will generally be ready by 4:00 pm. 

3.2.3  ACH (direct deposit) is not available for on-demand check processing. 

 
3.3 If you are unsure whether a payment meets the criteria to justify an on-demand 
check, please contact Human Resources or Payroll for clarification. 

Other Payment Methods 
 

4.0 There are other methods of processing payroll checks out of cycle for which 
you will not be charged. Extra payments can be added to a regularly scheduled 
payroll run for both biweekly and monthly employees at no charge. There are 
payroll processing days approximately every 15 days for both monthly and bi-
weekly pay periods. For monthly employees, Payroll processes a mid-month run 
as well as at the end of the month, and bi-weekly runs occur every two weeks. 
Only checks requested outside of these scheduled payroll processing dates will 
be subject to the $50 charge.   

. 
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ON DEMAND CHECK REQUEST FORM (SAMPLE) 
 

Payable to: [Name of the Employee to be paid] 

Address: [Employees Street or P.O. Box ] 

Address 2: [if needed to complete the address] 

City/State/Zip:  [City, State, Zip code of recipient] 

Telephone Number: [Employee Phone Number]      

Employee Number or Social Security Number:  [The employee id number or their SSN] 

Amount: [Amount due to the employee (remember to make all payroll deductions) less On‐ Demand 

Fee ] 

Check Run Date:  {Date check printed} 

 

 

Requested by:   [Name of the person making the request]  Date: [Today’s date] 

Contact Number: [ Phone number where requestor can be reached to answer questions] 

Reason for Request:[State why  this purchase made] 

 

Accounting/Budget Line Item Number: [The church’s Accounting or Budget number] 

 

Approved by: [ Name of Person Approving Payment] 

Declined due to: [If payment is declined, reason for the decline] 

Payroll Number: [ If your church assigns a separate payroll id for each employee,  record it here for the 

person inputting the check information into the Payroll system] 

Signature: [Signature of the person approving the issuance of a check] 

Check Number: [Record the check number here] 

Check Date: [Record the date the check is issued] 
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FAMILY & MEDICAL LEAVE POLICY (SAMPLE 1) 

 

Note: The Family Medical Leave Act (FMLA) is a federal law that applies to private sector 
employers, including churches, with 50 or more employees.  It is important that the Church 
carefully consider the FMLA requirements and benefits prior to the Church adopting a FMLA type 
benefit.  A church with fewer that 50 employees may elect to not have a FMLA policy, adopt the 
federal FMLA policy, or develop a FMLA policy that applies certain portions or provisions of 
the FMLA.  The following FMLA policy is an example of one that complies fully with the 
federal FMLA.   

 

YOUR CHURCH has adopted this policy to implement the terms of the Family and 
Medical Leave Act of 1993 (FMLA).  Eligible employees are entitled to family and 
medical leave on the terms and conditions stated in this policy, the regulations issued 
by the Department of Labor under the FMLA and in the CHURCH’S other applicable 
leave policies.  

 A. Definitions: 

 For purposes of this policy, the following definitions apply:  

1. “Eligible Employee” means an individual who has been employed by the 
Church for at least 12 months, has worked at least 1,250 hours during the 12-
month period immediately preceding the commencement of the requested leave, 
and is employed at a worksite with at least 50 employees within 75 miles of that 
worksite.  

2. “FMLA Leave” means leave that qualifies under the Family and Medical Leave 
Act of 1993, as amended by the National Defense Authorization Act of 2008, 
Pub. L. 110-181, and the Department of Labor’s regulations and is designated by 
Church as so qualifying.  

3. “Leave Year” means the 12-month period measured backward from the date 
each employee’s leave commenced.  

4. “Serious Health Condition” means an illness, injury, impairment or physical or 
mental condition that involves either inpatient care or continuing treatment by a 
health care provider.    

5. “Inpatient Care” means an overnight stay in a hospital, hospice or residential 
medical care facility, including a period of incapacity or any subsequent treatment 
in connection with the inpatient care.  
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6. “Continuing Treatment” includes any one or more of the following:   

 a. A period of incapacity of more than three (3) consecutive, full calendar 
days, and any subsequent treatment or period of incapacity relating to the same 
condition, that also involves:   

      

i. Treatment by a health care provider two (2) or more times 
within 30 days of the first day of incapacity; or   

ii.   ii. Treatment by a health care provider on at least one 
occasion, which results in a regimen of continuing 
treatment under the supervision of a health care provider;  

 b. A period of incapacity due to pregnancy or prenatal care;  

 c. A period of incapacity or treatment for such incapacity due to a chronic 
serious health condition;  

 d. A period of incapacity which is permanent or long-term due to a 
condition for which treatment may not be effective; or   

 e. Any period of absence to receive multiple treatments by a health care 
provider.  

    

7. “Covered Service member” means a member of the Armed Forces,  including 
a member of the National Guard or Reserves, who is undergoing medical 
treatment, recuperation, or therapy, is otherwise in outpatient status, or is 
otherwise on the temporary disability retired list, for a serious injury or illness.  

8. “Covered Military Member” means the employee’s spouse, son, daughter or 
parent on active duty or call to active duty status.  

9. “Active duty or call to active duty” means duty under a call or order to active 
duty (or notification of an impending call or order to active duty) in support of a 
contingency operation as either a member of the reserve components, or a 
retired member of the Armed Forces or Reserve.  

10. “Serious Injury or Illness,” in the case of a member of the Armed Forces, 
including a member of the National Guard or Reserves, means an injury or 
illness incurred by the member in line of duty on active duty in the Armed Forces 
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that may render the member medically unfit to perform the duties of the 
member’s office, grade, rank, or rating.  

11. “Qualifying Exigency” means one or more of the following circumstances:   

 a.   Short-notice deployment – to address any issues that may arise due 
to the fact that Covered Military Member received notice of the deployment seven 
(7) or less calendar days prior to  the date of  

deployment;   

 b.   Military events and related activities – to attend any official ceremony, 
program, or event sponsored by the military that is related to the Covered Military 
Member’s active duty; or to attend family support or assistance programs and 
informational briefings sponsored by the military;   

  c.   Child care and school activities – to arrange for alternative childcare; 
to provide childcare on an urgent or immediate basis; to enroll or transfer a child 
to a new school; and to attend meetings with school staff that are made 
necessary by the Covered Military Member’s active duty or call to active duty;  

 d.   Financial and legal arrangements – to make or update financial or 
legal arrangements related the Covered Military Member’s absence while on 
active duty; and to act as the Covered Military Member’s representative with 
regard to obtaining, arranging or appealing military benefits;   

 e.   Counseling – to attend counseling sessions related to the Covered 
Military Member’s deployment or active duty status;   

 f.   Rest and recuperation – to spend up to five (5) days with a Covered 
Military Member who is on short-term, temporary rest and recuperation leave;   

 g.   Post-deployment activities – to attend ceremonies and reintegration 
briefings for a period of 90 days following the termination of the Covered Military 
Member’s  active duty status; and to address issues arising from the death of a 
Covered Military Member ; and/or  

 h.   Other activities that the Church and employee agree qualify as an 
exigency.   
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B. Reasons for FMLA Leave: 

 An Eligible Employee is entitled to a total of 12-weeks of unpaid leave during each 
Leave Year in the event of one or more of the following:  

1. The birth, adoption or placement for foster care of a son or daughter of the 
employee and to care for such child.  (Leave must be taken during the 12-month period 
following the birth or placement, and must be taken in a single consecutive period and 
may not be taken intermittently or on a reduced schedule.)  

2. A serious health condition of a qualifying family member, i.e. spouse, son, 
daughter or parent of the employee, if the employee is needed to care for such family 
member.  

3. A serious health condition of the employee that makes the employee unable to 
perform any one or more of the essential functions of his or her job.  

4. Any “qualifying exigency” arising out of the fact that an employee’s spouse, 
parent, son or daughter is on active duty or has been called to active duty in the Armed 
Forces in support of a contingency operation.  An Eligible Employee is entitled to a total 
of 26-weeks of unpaid leave during a single 12-month period to care for a parent, son, 
daughter, spouse or next of kin who is a Covered Service member, regardless of 
whether the employee has taken leave for another FMLA qualifying reason in the past 
12-months.    Any leave taken under one or more of these circumstances will be 
counted against the employee’s total entitlement to FMLA leave for that Leave Year.   

C. Paid Leave Benefit Coordination with FMLA Leave:   

 FMLA leave under this policy is generally unpaid leave.  If, however, the employee is 
eligible for any paid leave under any other benefit programs such as accrued vacation, 
unused sick or personal days, the employee will be required to exhaust the paid leave 
upon the commencement of, and concurrently with, FMLA leave (unless the employee’s 
own serious health condition has caused the leave and the employee is receiving 
workers’ compensation benefits).  Paid leave will run concurrently with and be counted 
toward the employee’s total 12-week or 26-week period of FMLA leave.  Employees on 
leave that qualifies both as workers’ compensation and FMLA leave who are offered a 
light duty position will have the option of remaining on FMLA leave without pay (and 
foregoing the light duty position and additional workers’ compensation benefits) or 
accepting the light duty position.  If the employee accepts the light duty position, then 
the employee’s right to job restoration (as described below) runs through the end of the 
applicable Leave Year.  If the employee accepts light duty, then s/he retains the right to 
be restored to the same position the employee held at the time his or her FMLA leave 
commenced or to an equivalent position.  



 

MCC Resource for Treasurers of Our Local Churches US Edition 

 

64 

 D. Intermittent or Reduced Scheduled Leave:   

 FMLA leave may be taken intermittently or on a reduced work schedule basis.  If FMLA 
leave is taken intermittently or on a reduced schedule basis, then the CHURCH may 
require the employee to transfer temporarily to an available alternative position with an 
equivalent pay rate and benefits, including a part-time position, to better accommodate 
recurring periods of leave due to foreseeable medical treatment  Every employee is 
obligated to make a reasonable effort to schedule medical treatment so as not to unduly 
interrupt CHURCH operations.  Any employee who needs an intermittent or reduced 
schedule leave shall submit an application for such leave on a form supplied by 
CHURCH at the time described above.  The employee shall also, within the time limits 
set forth, furnish the CHURCH with the proper medical certification on Form WH-380-E, 
which will be supplied by the CHURCH, regarding the need for such intermittent or 
reduced schedule leave. As in the case for other FMLA leaves, the CHURCH may 
require a second or third medical certification. Prior to the commencement of any 
intermittent or reduced schedule leave, the employee requesting intermittent or reduced 
scheduled leave must advise the CHURCH of the reasons why the intermittent/reduced 
scheduled leave is necessary and of the schedule for treatment, if applicable.  The 
employee and CHURCH shall attempt to work out a schedule for such leave that meets 
the employee’s needs without disrupting the CHURCH operations.    

E. Employee Notice Requirement: 

 Employees are required to provide the CHURCH with sufficient information to make it 
aware that the employee needs FMLA-qualifying leave, and the anticipated timing and 
duration of the leave.  Sufficient information may include the following:  

that the employee is unable to perform his or her job functions; 
that the employee’s family member is unable to perform his or her daily activities;  
that the employee or his or her family member must be hospitalized or undergo 
continuing treatment; or  
the circumstances supporting the need for military family leave.   

When an employee seeks leave due to a FMLA-qualifying reason for which the  
CHURCH has previously provided FMLA-protected leave, the employee must 
specifically reference the qualifying reason for the leave and the need for “FMLA” leave.  
If the need for leave is foreseeable, the employee is required to provide such notice to 
the Pastor or their designated contact at least 30 days before the commencement of the 
leave, unless impracticable to do so under the circumstances, in which case notice must 
be given as soon as possible, generally the same or the next business day.  The 
employee also must follow any CHURCH policy requiring advance notice, reasons for 
leave and anticipated start and duration of the leave.  Failure to provide advance notice 
or follow CHURCH policy when the need for leave is foreseeable may result in delay or 
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denial of FMLA leave.  If the leave is not foreseeable, the employee must provide notice 
to the CHURCH of need for leave as soon as practicable, and must follow the 
CHURCH’S normal call-in procedures, as set forth in the ATTENDANCE Policy.  Failure 
to follow CHURCH’S call-in procedures, absent unusual circumstances, will result in 
delay or denial of the leave.    In case of planned medical treatment for a serious health 
condition, the employee is required to make a reasonable effort to schedule the 
treatment so as not to disrupt the operations of the CHURCH.  Employees are required 
to give additional notice as soon as practicable whenever there is a change in the dates 
of scheduled leave. The CHURCH requires that the employee’s health care provider 
complete a fitness-for-duty certification that specifically addresses whether the 
employee is able to perform the essential functions of his or her job before the 
employee can return to work.  If the CHURCH has a “reasonable safety concern,” it may 
also require periodic fitness-for-duty certifications prior to the employee’s return from 
intermittent FMLA leave, up to once every 30 days.  A “reasonable safety concern” 
means a reasonable belief of significant risk of harm to the individual employee or 
others.    

 Upon receiving sufficient notice of an employee’s need for FMLA-qualifying leave, 
CHURCH will notify the employee of his or her eligibility to take FMLA leave within five 
(5) business days of the request, absent extenuating circumstances.  At this time, the 
CHURCH will also provide the employee written notice of the employee’s rights and 
obligations (FMLA Q&A Brochure) with respect to the leave (as well as providing copies 
of the required certification form).  

F. Application and Medical Certification:   

    A leave to care for the employee’s own serious health condition, or the serious health 
condition of a covered family member, must be supported by a medical certification 
completed by the health care provider for the employee or the covered family member.  
A qualifying exigency leave or a leave to care for a Covered Service member with a 
serious injury or illness must also be supported by a certification. The CHURCH will 
provide the proper certification to the employee for his or her respective leave within five 
(5) business days of the employee’s request for leave.  The employee must return a 
complete and sufficient copy of the appropriate certification to the CHURCH within 15 
calendar days of receiving the certification, unless it is not practicable.  If the employee 
returns an incomplete or insufficient certification, then the CHURCH shall advise the 
employee in writing what additional information is necessary to make the certification 
complete and sufficient.  In order to cure the deficiency, the employee must then return 
a complete and sufficient certification to the CHURCH within seven (7) calendar days.  If 
the employee fails to cure a deficiency in a certification, or fails to return a certification, 
within the prescribed time period, the CHURCH may deny the taking of leave.     
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An authorized CHURCH representative may contact the employee’s health care 
provider to clarify or authenticate the medical certification submitted for leave for the 
employee’s own serious health condition or the serious health condition of a family 
member.  If the CHURCH has reason to doubt the validity of a medical certification, the 
employee will be required to obtain a second or third opinion at the CHURCH’S 
expense.  Failure to comply with these certification requirements will result in the delay, 
denial or termination of leave.    

 An employee who will be on a FMLA leave for more than one (1) week is required to 
call the Pastor or their designated contact weekly to report when and if the employee 
expects to return to work.  The CHURCH may request recertification at any time during 
the course of the leave for the employee’s own serious health condition, if: 

 (1) the employee requests an extension of leave;  

(2) the circumstances of the employee’s condition as described in the previous 
certification have changed significantly, or  

(3) if the CHURCH has reason to suspect that an employee on FMLA leave has 
fraudulently obtained the FMLA leave.  If desired by CHURCH, a second or third 
certification in the manner provided above may be required.  If the employee’s leave to 
care for his or her own serious health condition or that of a family member is expected 
to last more than 30 days, the CHURCH will require a new certification from the 
employee’s health care provider when leave is scheduled to expire, or every 6 months, 
whichever occurs earlier.  

 When the CHURCH learns of an FMLA reason for leave after a leave has commenced 
under another of the CHURCH policies, the CHURCH will designate the leave as 
FMLA-qualifying from the commencement of the leave.  Employees are required to 
cooperate in providing the CHURCH with information needed to make this 
determination.  

G. Continuation of Group Health Benefits: 

The CHURCH will maintain the employee’s coverage under a group health plan during 
the period of FMLA leave under the same terms and conditions as though the employee 
were actively working.  During the leave, the employee will be required to continue to 
make all premium payments that he/she otherwise would have had to make if actively 
employed.  Where feasible, the CHURCH will advise the employee concerning the 
necessary arrangements for such payments prior to the commencement of the leave.   

If the employee fails to return to work following the expiration of FMLA leave for a 
reason other than a serious health condition or circumstances beyond the employee’s 
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control, the CHURCH will be entitled to the repayment by the employee of any 
premiums paid by the CHURCH during the leave.  Failure to make timely premium 
payments may result in the termination of coverage.  

 An employee on FMLA leave should deliver payment of the employee’s portion of such 
premium to the Pastor or their designated contact prior to the first work day of each 
month.  Failure to make prompt payment of the employee’s portion of such premium 
may result in the loss of medical insurance coverage for the duration of the FMLA leave, 
but upon the employee’s return to work, the medical insurance will be restored as of the 
date that the employee returns.  If the employee does not return from FMLA leave or 
returns to work, but does not remain an active employee for at least 30 days, the 
CHURCH may seek to recover the amount paid for such insurance premiums from the 
employee.  

 An employee on FMLA leave shall be responsible for the payment of the full premium 
for all other insurance, pensions and other benefits.  Failure of the employee to pay the 
entire premium for such items shall result in their lapse for the duration of the FMLA 
leave.  If the employee returns from FMLA leave, all such insurance, pension and other 
benefits shall be restored without any break in service.  

 An employee shall not accrue any credit toward vacation or other benefits based upon 
time worked for the time that he or she is on FMLA leave.  

 

H. Return to Work / Fitness-for-Duty Certification: 

 Consistent with the CHURCH’s  practice, before returning to work following a medical 
leave due to the employee’s serious health condition, the employee will be required to 
present a fitness-for-duty certification from his/her health care provider that the 
employee is medically able to resume work and to perform the essential functions of his 
or her job.  If the date on which an employee is scheduled to return to work from an 
FMLA leave changes, the employee is required to give notice of the change, if 
foreseeable, to the CHURCH within two (2) business days of the change.  Subject to the 
limitations below, an employee returning from FMLA leave will be restored to the 
position of employment held when the leave commenced or to an equivalent position.  
Job restoration may be denied if conditions unrelated to the FMLA leave have resulted 
in the elimination of the employee’s position, or if the employee qualifies as a “key 
employee” (generally the highest paid 10% of the workforce).  Key employees may be 
denied job restoration if it would cause substantial and grievous economic injury to the 
CHURCH, in which case the key employee will be notified of this decision.  
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 In summary, upon expiration of a FMLA leave, an employee who returns to work shall 
be restored to the same or an equivalent job, if the employee shall have:  

1. Called the Pastor or their designated contact in accordance with terms above;  

2. Furnished the Pastor or their designated contact with proper certifications and re-
certifications in accordance with terms above;  

3. Submitted to any second or third examination by a health care provider upon request 
of the CHURCH;  

4. Furnished Pastor or their designated contact with a medical certification of the 
employee’s ability to return to work and to perform the essential functions of the job; and  

5. Returned to work immediately upon expiration of the FMLA leave.  

 Failure to call the Pastor or their designated contact weekly, to provide the required 
medical recertification or to return to work immediately upon expiration of a FMLA leave 
may result in termination of the employee.  Failure to furnish a fitness-for-duty 
certification of the employee’s ability to return to work and to perform the essential 
functions of the job may result in the delay of job restoration or the termination of the 
employee.  

 

I. Questions: 

Questions about this policy or eligibility for FMLA leave should be directed to  

[DESIGNATED LEAVE ADMINISTRATOR NAME].  

Please call with any questions. 
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TIME SHEET (SAMPLE 1) 

Your MCC                                                 TIME SHEET 

Tearing Down Walls. Building Up Hope 

P O Box 50488 

Sarasota Florida 34232 

310‐ 360‐8640 Fax (325) 690‐6328 

Employee Name:    Title:   

Employee Number:    Status:   

Department:    Supervisor:   

 

Date  Start Time  End Time  Regular Hrs.  Overtime 

Hrs. 

Total Hrs. 

           

           

           

           

           

           

           

    WEEKLY 

TOTALS: 

     

Employee Signature:   Date:  

 

Supervisor Signature:   Date:  
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TIME SHEET (SAMPLE 2) 

 

TIME	SHEET	
WEEK	OF:	[START	DATE]	—	[END	DATE]	

??	

Tearing Down Walls. Building Up Hope 

Address 
City, State Zip 
 
 

 

EMPLOYEE NAME:  ??  TITLE:  [YOUR  TITLE] 

EMPLOYEE NUMBER: [YOUR  EMPLOYEE NUMBER]  STATUS:  [YOUR  STATUS]  

DEPARTMENT:  [DEPARTMENT  NAME]  SUPERVISOR: [SUPERVISOR  NAME] 

 

DATE   START  TIME  END  TIME  REGULAR  HOURS  OVERTIME  HOURS  TOTAL  HOURS  

[Pick the date]           

[Pick the date]           

[Pick the date]           

[Pick the date]           

[Pick the date]           

[Pick the date]           

[Pick the date]           

WEEKLY  TOTALS:       

 

EMPLOYEE SIGNATURE:  DATE:  [PICK  THE  DATE] 

SUPERVISOR  SIGNATURE:  DATE:  [PICK  THE  DATE] 
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PAID TIME OFF POLICY (SAMPLE1) 
 
1.0 Purpose 

 
1.1  The purpose of Paid Time Off (PTO) is to provide employees with flexible paid 
time off from work that can be used for such needs as vacation, personal or family 
illness, doctor appointments, school, volunteerism, and other activities of the 
employee's choice. The company's goal is to reduce unscheduled absences and the 
need for supervisory oversight. 

1.2 The PTO days you accrue, effective (date) replace all existing vacation, sick 
time, and personal business days that you have been allotted under prior policies. 
The vacation time you accrued in the past will carry over, in excess of the PTO 
policy, per the company's guidelines at the time. 

2.0 Guidelines for PTO Use 

2.1 Each full time employee will accrue PTO bi-weekly in hourly increments 
based on their length of service as defined below. PTO is added to the 
employee's PTO bank when the bi-weekly paycheck is issued. PTO taken will be 
subtracted from the employee's accrued time bank in one hour increments. 
Temporary employees, contract employees, and interns are not eligible to accrue 
PTO. 

2.2 Eligibility to accrue PTO is contingent on the employee either working or 
utilizing accrued PTO for the entire bi-weekly pay period. PTO is not earned in 
pay periods during which unpaid leave, short or long term disability leave or 
workers' compensation leave are taken. 

2.3 Employees may use time from their PTO bank in hourly increments. Time 
that is not covered by the PTO policy, and for which separate guidelines and 
policies exist, include company paid holidays, bereavement time off, required jury 
duty, and military service leave. 

2.4 To take PTO requires two days of notice to the supervisor and Human 
Resources unless the PTO is used for legitimate, unexpected illness or 
emergencies. (Use the Paid Time Off form to request PTO.) In all instances, PTO 
must be approved by the employee's supervisor in advance. Your Church 
appreciates as much notice as possible when you know you expect to miss work 
for a scheduled absence. 
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3.0 Paid Time Off (PTO) Exceptions 

3.1 Employees who miss more than three consecutive unscheduled days, may be 
required to present a doctor's release to the Human Resources department that 
permits them to return to work. 

 
3.2 PTO taken in excess of the PTO accrued can result in progressive disciplinary 

action up to and including employment termination. This time will be unpaid. 
The only possible exception to this policy must be granted by the Pastor. 

 

3.3 PTO accrued prior to the start of a requested and approved unpaid leave of 
absence must be used to cover hours missed before the start of the unpaid 
leave. 

 

3.4 Under the church's Family and Medical Leave Act (FMLA) policy, all accrued 
PTO time is taken before the start of the unpaid FMLA time. 

 

3.5 Unscheduled absences, due to illnesses of four hours or more, that result in 
consecutive days absent from work, are considered one absence incident in 
relationship to potential disciplinary action. 

 

3.6  Progressive disciplinary action relative to incidents of absenteeism is 
administered on a rolling 12 month calendar as follows: 
 
     3.6.1 One - three incidents: No disciplinary action - Supervisory coaching 
     3.6.2 Fourth incident: Verbal warning with a documented coaching session 
     3.6.3 Fifth incident: Written warning in the employee's file 
     3.6.4 Sixth incident: Employment termination 
 

 

3.7  An employee who receives a second written warning in a rolling 24 month 
time period will have his or her employment terminated.  

 

3.8  An employee who has used all of their FMLA and Short Term Disability 
benefits, and is still unable to return to work, will be evaluated and either be 
placed on Long Term Disability or  have their employment terminated. 
 

3.9 Any employee who misses two consecutive days of work without notice to 
their supervisor may be considered to have voluntarily quit their job. 
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4.0 Specific Eligibility for Paid Time Off (PTO) 

4.1 PTO is earned on the following schedule based on a 40 hour work week. PTO 
is prorated based on the number of hours worked on an employee's regular 
schedule.  

Years of Service 

 1-2: 144 working hours per year, earned at a rate of 2.7693 hours for each full 
work week in a calendar year. 
 

 3-4: 152 working hours per year, earned at a rate of 2.9231 hours for each full 
work week in a calendar year. 

 
 5-6: 160 working hours per year, earned at a rate of 3.077 hours for each full 

work week in a calendar year. 
 

 7-8: 168 working hours per year, earned at a rate of 3.2308 hours for each full 
work week in a calendar year. 
 

 9-10: 176 working hours per year, earned at a rate of 3.3847 hours for each 
full work week in a calendar year. 
 

 11-12: 184 working hours per year, earned at a rate of 3.5385 hours for each 
full work week in a calendar year. 
 

 13-14: 192 working hours per year, earned at a rate of 3.6924 hours for each 
full work week in a calendar year. 
 

 15-16: 200 working hours per year, earned at a rate of 3.8462 hours for each 
full work week in a calendar year. 
 

 17+: 208 working hours per year, earned at a rate of 4.0 hours for each full 
work week in a calendar year. 

4.2 Each employee may carry 80 hours of accrued PTO over into a new calendar 
year. Employees are responsible for monitoring and taking their PTO over the 
course of a year so that they do not lose time accrued when the current calendar 
year ends. (PTO is subject to supervisory approval and not every employee can 
take accumulated time in December.) If extenuating circumstances prevented the 
employee from taking scheduled PTO, this PTO may be carried over and taken in 
the first half of the next calendar year with the approval of the Pastor and Human 
Resources. 
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4.3 Employees are paid for the PTO they have accrued at employment end. If an 
employee has used PTO time not yet accrued, and employment terminates, the 
PTO taken is deducted from the final paycheck. Employees who give two weeks 
notice of employment termination must work the two weeks without utilizing PTO. 

4.4 Employees who are rehired will receive credit for former time worked and 
accumulate current PTO for the combined time. 
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PAID TIME OFF REQUEST FORM (SAMPLE 1) 

Your MCC 
Time Off Request Form 

 
 
Employee Name _____________________________________  Date of Request:________________________ 
 
Position _________________________________   Full-time  Part-time  
 

 

To Be Completed By Employee 
 

Date to Start Leave ________________________   End Date_______________________ 
 

How Many Days Off________________________ Total Hours__________________________________ 

 
Reason for Leave 

 Vacation    Sick  Educational Seminar/Workshop  Military Reserve Duty – Submit copy of orders 

 Jury Duty – Submit copy of summons to duty   Other 
 
Explanation 
 

 

 

 

 
Provisions of Leave -- I understand that if I do not return to work on the above date, or contact my supervisor 
regarding my failure to return, I will be considered to have voluntarily abandoned my job. 
 

 

 

To Be Completed By Supervisor 
 
Leave Approved   Paid Leave  Unpaid Leave 

 
 
Employee Signature ___________________________________________  Date __________________________  
 
 
Supervisor Approval ___________________________________________  Date __________________________  
 
 
Notes or Comments 
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QUICK REFERENCE GUIDE: STATE EMPLOYMENT OFFICES  

 

 

Alabama 
Dept. of Industrial Relations  
Resources for Finding Jobs in Alabama 

 

Alaska 
Dept. of Labor & Workforce Development 
Resources for Findng Jobs in Alaska 

 

Arkansas 
Department of Workforce Services 

Resources for Finding Jobs in Arkansas 

 

Arizona 
Department of Economic Security  

Resources for Finding Jobs in Arizona 

 

California 
Employment Development Dept.  

Resources for Finding Jobs in California 

 

Colorado 
Dept. of Labor and Employment  

Resources for Finding Jobs in Colorado 

 

Connecticut 
Dept. of Labor 
Resources for Finding Jobs in Connecticut 

 

District of Columbia 
Dept. of Employment Services  
Resources for Finding Jobs in Washington, D.C. 

 

Delaware 
Delaware Dept. of Labor  
Resources for Finding Jobs in Delaware 

 

Florida 
Agency for Workforce Innovation  
Resources for Finding Jobs in Florida 

 

Georgia 
Georgia Dept. of Labor  

Resources for Finding Jobs in Georgia 

 

Hawaii 
Dept. of Labor and Industrial Relations 

Resources for Finding Jobs in Hawaii 

 

Idaho 
Idaho Dept. of Labor  

Resources for Finding Jobs in Idaho 

 

Illinois 
Dept. of Employment Security  

Resources for Finding Jobs in Illinois 

 

Indiana 
Dept. of Workforce Development  
Resources for Finding Jobs in Indiana 

 

Iowa 
Iowa Workforce Development  
Resources for Finding Jobs in Iowa 

 

Kansas 
Kansas Department of Labor  

Resources for Finding Jobs in Kansas 

 

Kentucky 
Office of Employment and Training  

Resources for Finding Jobs in Kentucky 

 

Louisiana 
Louisiana Workforce Commission  

Resources for Finding Jobs in Louisiana 

 

Maine 
Maine Dept. of Labor  

Resources for Finding Jobs in Maine 
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Maryland 
Division of Labor, Licensing & Regulation 

Resources for Finding Jobs in Maryland 

 

Massachusetts 
Labor and Workforce Development  

Resources for Finding Jobs in Massachusetts 

 

Michigan 
Department of Licensing and Regulatory Affairs  

Resources for Finding Jobs in Michigan 

 

Minnesota 
Minnesota Department of Employment and Economic 

Development 

Resources for Finding Jobs in Minnesota 

 

Mississippi 
Department of Employment Security  

Resources for Finding Jobs Mississippi 

 

Missouri 
Department of Labor & Industrial Relations  

Resources for Finding Jobs in Missouri 

 

Montana 
Dept. of Labor and Industry  

Resources for Finding Jobs in Montana 

 

Nebraska 
Nebraska Dept. of Labor  

Resources for Finding Jobs in Nebraska 

 

Nevada 
Dept. of Employment, Training and Rehabilitation 

Resources for Finding Jobs in Nevada 

 

New Hampshire 
Department of Employment Security  

Resources for Finding Jobs in New Hampshire 

 

New Jersey 
Department of Labor and Workforce Development 

Resources for Finding Jobs in New Jersey 

 

New Mexico 
New Mexico Department of Workforce Solutions  

Resources for Finding Jobs in New Mexico 

 

New York 
New York State Dept. of Labor  

Resources for Finding Jobs New York 

 

North Carolina 
N.C. Employment Security Commission  

Resources for Finding Jobs in North Carolina. 

 

North Dakota 
Job Service North Dakota  

Resources for Finding Jobs in North Dakota 

 

Ohio 
Ohio Dept. of Job and Family Services  

Resources for Finding Jobs in Ohio 

 

Oklahoma 
Employment Security Commission  

Resources for Finding Jobs in Oklahoma 

 

Oregon 
Oregon Employment Dept.  

Resources for Finding Jobs in Oregon 

 

Pennsylvania 
Penn. Dept. of Labor and Industry  

Resources for Finding Jobs in Pennsylvania 

 

Rhode Island 
RI Dept. of Labor and Training  

Resources for Finding Jobs in Rhode Island 

 

South Carolina 
SC Employment Security Commission  

Resources for Finding Jobs in South Carolina 

 

South Dakota 
South Dakota Dept. of Labor  

Resources for Finding Jobs in South Dakota 
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Tennessee 
Dept. of Labor & Workforce Development  

Resources for Finding Jobs in Tennessee 

 

Texas 
Texas Workforce Commission  

Resources for Finding Jobs in Texas 

 

Utah 
Utah Dept. of Workforce Services  

Resources for Finding Jobs in Utah 

 

Vermont 
Vermont Dept. of Labor  

Resources for Finding Jobs in Vermont 

 

Virginia 
Virginia Employment Commission  

Resources for Finding Jobs in Virginia 

 

Washington 
Employment Security Department  

Resources for Finding Jobs in Washington 

 

West Virginia 
Workforce West Virginia  

Resources for Finding Jobs in West Virginia 

 

Wisconsin 
Dept. of Workforce Development  

Resources for Finding Jobs in Wisconsin 

 

Wyoming 
Wyoming Dept. of Employment  

Resources for Finding Jobs in Wyoming 
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CREDIT CARD REQUEST FORM (SAMPLE 1) 
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TAX EXEMPT CERTIFICATE (TEXAS SAMPLE 1) 
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CASH ADVANCE FORM (SAMPLE 1) 
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CHURCH VEHICLE ACCIDENT KIT (SAMPLE 1) 

 
The accident kit should have: 

  
1 Sturdy, vinyl zippered pouch that keeps kit components protected and organized. 

 

1  Accident checklist for quick reference. 

 

1  15-exposure, disposable camera to help drivers "document" the accident. Note: To 
help protect film from being damaged by heat when sitting inside a hot vehicle all 
day, the camera should be packaged inside a special bag that insulates against 
temperatures up to 165 degrees Fahrenheit. 

 

1 4-1/2" x 9-1/2" Clipboard  

 

1 4-1/2" Yellow Tire Marker 

 

3  Witness/ Passenger  Contact Information Cards 

 

1 Church Insurance Agent Business Card with policy number 

 

1 Pen 

 

1 Set of Warning Flags or 4 Flares 
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SUGGESTED STEPS FOR HANDLING AN ACCIDENT 

 

Immediately after an accident 

 

 Take a deep breath and stay calm. 

 Check for injuries; call an ambulance when in doubt. 

 Take pictures of the accident for documentation. 

 If accident is minor, move cars to a safe place, out of traffic. 

 Turn on your vehicle's hazard lights and use cones, warning triangles or flares for 
safety. 

 Call the police, even if the accident is minor. 

 Notify the Church Office and Church Insurance Agent immediately . 

 Don't sign any document unless it's for the police or your insurance agent. 

 Make immediate notes about the accident, including specific damages to all 
vehicles involved, 

 Obtain the driver, passenger and witness contact information, etc on the checklist 
include. 

 If the name on an auto registration is different than the driver, jot down the 
relationship. 

 Be polite, but don't tell anyone the accident was your fault, even if you think it 
was your fault. 

 State only the facts, and limit your discussion of the accident to the police and 
your insurance agent. 

 If possible, don't leave the accident scene before the police and other drivers 
leave.  

 
Note: Pre-made Vehicle Accident Kits may be purchased from numerous vendors if you 
do not wish to construct your own. 
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PETTY CASH VOUCHER (SAMPLE 1) 

Petty Cash Voucher 

Name:__________________________________________ Date:________________ 

 

Purpose : _______________________________________   Amount: _____________ 

 

 

 

Petty Cash Voucher 

Name:__________________________________________ Date:________________ 

 

Purpose : _______________________________________   Amount: _____________ 

 

 

 

Petty Cash Voucher 

Name:__________________________________________ Date:________________ 

 

Purpose : _______________________________________   Amount: _____________ 
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CREDIT CARD RECONCILIATION (SAMPLE 1) 

Credit Card Company to be paid: ___________________________________________ 

Your name: ____________________________________________________________  

Last 4 digits of acct. no.: _______________   Due Date __________________ 

Summarize all charges to the same account number, and then transfer the total into the 
following table.   

Summarized 
Charges/Optional 
Descriptions 

Charge to Account Amount 

   
 

   
 

   
 

   
 

 Subtotal A  
 

Credits (deductions)  Credit to Account  
Amount 

   
 

   
 

 Subtotal B  
 

 Total = Subtotal A minus 
Subtotal B 

 
 

 

Total must equal “Amount Due” on credit card statement. 

Sign this form and attach the credit card statement. 

      

______________________________________________________________________ 
Staff signature Authorization (if required) 
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REQUEST FOR FAMILY OR MEDICAL LEAVE (SAMPLE 1) 

 

Name: ___________________________________ SSN: _______________________  

 

Start Date of Anticipated Leave*:  ______ Expected Date of Return to Work*: ______  

 

Leave Will Be:    

Continuous ____ Intermittent _____ Reduced Schedule Leave _________  

 

Leave is For:  Self ___  Pregnancy/Adoption/Foster Care Placement ___  

Spouse ___   Child ___  Parent ___  

Reason for Leave:  ______________________________________________________ 

 

Type of Leave to be used (concurrently) first: Sick _______ Vacation**_______  

 

Notes:  * If dates of leave or return change, the Church must be promptly notified.  

 A leave request based on a serious health condition must be accompanied by a 
“Certification of Health Care Provider.” (Standard, extended FMLA Leave for self or 
family member) or a “Certification for Intermittent Leave Request Because of 
Employee’s Own Chronic Serious Health Condition” (Intermittent/Reduced Schedule 
Leave in shorter blocks of time).   

 

I will provide to my health care provider, copies of documents describing my position 
and the essential functions of my job. _____ Initials 

 

I hereby authorize a health care provider representing the Church to review this request, 
to review any “Certification of Health Care Provider” I may submit, and to contact my 
physician for clarification related to my leave request. ______ Initials 

 

I understand that failure to comply with reasonable requests regarding this leave may 
result in denial of leave under the FMLA. _____ Initials  
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**I currently have ___ days of accrued vacation and wish to hold back ___ vacation 
days from concurrent counting during my FMLA leave. (Max. of xx days) ____ Initials.  

 

If I seek intermittent or reduced schedule leave, I agree to consult with the Pastor or 
Board in order to coordinate my leave date(s) to minimize disruption  in operations 
during my absences. ____ Initials.  

Signature: _______________________________ Date: 
_____________________________  

Note: Maintain original in confidential medical file [and send copy to Benefit Services if 
you use a Human Resource Outsource] 
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FITNESS FOR DUTY CERTIFICATION (SAMPLE 1) 
 

DATE: 

 

TO: 

 

FROM: 

 

SUBJECT: Fitness for Duty Certification 

 

Family and Medical Leave for your own serious health condition ends on (date) ____________. 
Prior to returning to work you must provide a Fitness for Duty Certification verifying whether you 
are able to return to work, if you have any job-related restrictions and the duration of any 
restrictions. Please take this Fitness for Duty Certification to your healthcare provider for 
completion. The agency will use this Fitness for Duty Certification to determine if you are able to 
return to work after your leave. 

 

Return the completed Fitness for Duty Certification to the agency prior to the end of your 
Family and Medical Leave or by (date) ___________________________.   

 

 

FITNESS FOR DUTY CERTIFICATION 

 

Health Care Provider Completes this Section: Instructions: Please complete all sections 
in order for the agency to determine if the employee is able to return to duty. The employee’s 
position description or a list of essential duties (agency specifies which) is attached to this 
form. 

□ yes  □ no  The employee is able to return to work full-time without restrictions.   

If yes, list the effective date ______________________.   

 

If no, complete the following: 
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The employee will be able to return to work with no limitation on (date) _____________  

I certify that from (date) _____________ to (date) ____________________ the above named 
employee will be: 

 □ unable to perform the physical requirements of their work or  

 □ is medically incapacitated: □ totally □ **partially 

 **If partially medically incapacitated, complete the following: 

  Number of hours per day employee is able to work _________  

  Number of days per week employee is able to work _________ 

 

List any restrictions on the employee’s work:        

_____________________________________________________________________________________________ 

          _________  

PRINTED Name of Health Care Provider   Type of Practice 

              

Signature –Health Care Provider     Date 

 

Please return the completed form to the employee/patient.   

 

Attached: Position description / description of essential duties. 
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ATTENDANCE POLICY (SAMPLE) 

 

Effective Date: 

A. General  

Punctual and regular attendance is an essential responsibility of each employee of the 
CHURCH. Any tardiness or absence causes problems for fellow employees and 
supervisors. When an employee is absent, others must perform the work, which 
diminishes the smooth functioning of the CHURCH. 

Employees are expected to report to work as scheduled, on time and prepared to start 
work. Employees also are expected to remain at work for their entire work schedule. 
Late arrival, early departure, or other absences from scheduled hours are disruptive and 
must be avoided. The purpose of this policy is to promote the efficient operation of the 
church and minimize unscheduled absences.  

Any employee who fails to report to work without notification to his or her supervisor for 
a period of three days or more will be considered to have voluntarily terminated their 
employment relationship.  

B. Absence 

Defined: Absence is the failure of an employee to report for work when the employee is 
scheduled to work.  

1.    Excused Absence occurs when all four of the following conditions are met: 
a. the employee provides sufficient notice to his or her supervisor,  
b. the reason is found credible or acceptable by his or her supervisor,  
c. such absence request is approved by his or her supervisor, and  
d. the employee has sufficient accrued PTO time to cover such absence.  

Employees must take earned PTO time for every absence unless otherwise 
allowed by church policy (e.g. Leave of Absence policy, Bereavement policy, 
Jury Duty, etc.). The CHURCH uses a calendar year when determining an 
excessive amount of unexcused absences. (See #2 below). 

2.    Unexcused Absence occurs when one of the four conditions in (B)(1) is not 
met. If it is necessary for you to be absent or late for work because of illness or 
an emergency, you must notify your supervisor no later than 30 minutes after the 
employee’s scheduled starting time on that same day. If you are unable to call, 
have someone make the call for you. 
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3.    Sixteen (16) hours of unexcused absence may subject you to immediate 
termination. 

C.  Sufficient Notice – To be considered an excused absence as defined in (B), 
sufficient notices must be given to the supervisor. Sufficient notice is: 

1.    For a scheduled absence of 8 hours or more, employees must give a notice of 
one week (7 days). 

2.    For a scheduled absence of less than 8 hours, employees must give a notice of 
two working days. (No exceptions.) 

3. For an emergency absence occurring  
a) at the beginning of the employee’s shift, employees must notify their supervisor 

within 30 minutes after the beginning of their shift and  
b) during the employee’s shift, employees must notify their supervisor prior to 

leaving the premises. 

4.    Your supervisor must approve any exceptions to this provision or any conflicts in 
scheduling.  

D. Tardiness 

You are expected to report to work on time. If you can’t report to work as scheduled, 
you should notify your supervisor no later than 30 minutes after your regular starting 
time. This notification does not excuse the tardiness but simply notifies your supervisor 
that a schedule change may be necessary. 

There is a 5-minute grace period in the morning and a 5-minute grace period when 
coming back from lunch. Supervisors will track when this grace period is used in 
excess, i.e. more than 10 times in one year. Once an employee has used 10 grace 
period allowances, they will forfeit use of a grace period and any tardiness will result in 
an unexcused absence.  

E. Progressive Discipline for Unexcused Absences 

First Instance Verbal Warning 
Second & All Future Instances Totaling 
Fewer Than 16 hours 

Written Warning 

At 16 Hours of Accumulated Unexcused 
Absences 

Subject to Termination 
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CASH ADVANCE POLICY (SAMPLE) 
 

 

1.0 Policy 

 

1.1 The Church prefers that business expenses be paid through direct billing/invoicing 
or the corporate credit card.  However, in certain circumstances, we recognize that 
employees may need cash advances.  Requests for such cash advances must be on a 
Cash Advance form approved by Pastor and/or Treasurer and should be submitted to 
Accounts Payable in the Church office.   

 

1.2 Requests for cash advances follow the same cycle as regular invoices; that is, the 
requests must be received by 5pm on Monday to be available for pickup by Thursday at 
2:00 pm. 

 
1.3 Each individual will be allowed to have only one (1) outstanding cash advances.    

 

1.4 According to IRS regulations, all employee expense advances must be settled 
“within a reasonable period of time.”  Per the IRS, this reasonable period of time means 
60 days after the expenses were paid or incurred.  If an employee does not submit the 
receipts/vouchers for the advance and related expenses, and does not return any 
excess cash within 120 days of the advance, we are required to report the total cash 
advance as taxable income on the employee’s Form W-2. 
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CASH ADVANCE PROCEDURE (SAMPLE) 
 
1.0 Procedures 
 

1.1 The Cash Advance Form must be completed and approved before funding. 
 
1.2 The employee must sign the form indicating awareness of the cash advance 
policy. 
 
1.3  The completed form should be turned into Accounts Payable.   
 
1.4  An accounting via original receipts or vouchers must be turned into Accounts 
Payable within 60 days of the trips end pursuant to the Cash Advance Policy. 
 
1.5  If the total amount of receipts exceeds the cash advance, you will receive a 
check for the remainder.   

 
1.6 If the total amount of receipts is less than the cash advance, the excess cash 

must be returned within 120 days pursuant to the Cash Advance Policy. 
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CASH ADVANCE REQUEST FORM (SAMPLE)



 

 

What is Family and Medical Leave Act (FMLA) Leave? 
 

The  Family  and  Medical  Leave  Act  (FMLA)  was enacted  
by  the  United  States  Congress  to  provide eligible  
employees  with  up  to  twelve  (12)  weeks  of unpaid leave 
for periods  of  serious health  conditions, childbirth, 
adoption, or child rearing.  In order to use leave under the 
FMLA (commonly called "FMLA  Leave"), you must first use 
all  available earned  paid  Sick  Leave  before  unpaid FMLA  
Leave will be granted. 
 
How do I become eligible for FMLA Leave? 
 

You are eligible for FMLA Leave if you have: 
• completed at least one year of employment with the 
Church, and,  
• received pay for 1,250 or more hours from the Church 
during the 12-month period immediately preceding the 
unpaid leave. 
 
What is meant by "received pay" for 1,250 hours during 
the preceding 12 months? 
 
The 1250 hours is calculated by using the following  time for 
which you have received pay: 
•actual time worked, 
•paid holidays,  
•absence covered by earned Sick Leave, and  
• Vacation Leave. 
 
Is there any paid leave that does not count? 
 

The following paid leave time is not included in the 
calculation of the 1,250 hours:   
 
• Workers' Compensation,  
•suspension with pay,  
•Sabbatical Leave,  
•Sick Leave Bank days, and,  
•Paid Sick Leave which has been transferred to you from a 
family member. 
 
The one exception is if you have received days from the Sick 
Leave Bank.  If you  apply  for  FMLA  Leave based  on your  
own  serious health  condition and  such leave  immediately  
follows  Sick  Leave  Bank  days which  were  granted  for  
that  purpose,  the  twelve month period  will  be calculated 
prior  to  the  first  day of approved Sick Leave Bank. 

 
Under what reasons may I take FMLA Leave?  
 

If you  meet  the eligibility  requirements,  you may take  
FMLA  Leave  for  any  of  the  following reasons: 
 • the birth of your child and for care following the child's 
birth; 
• the adoption of a child by you including the events and 
process leading to adoption, and for care following the 
adoption; 
• the placement of a child with you for foster care, and for 
care following placement;  
• the care of your child, spouse or parent who has a serious 
health condition; or, 
• the treatment of your own serious health condition which 
prevents you from performing your job.  
 
What is meant by "spouse"? 
 
"Spouse" means your husband/ wife/domestic partner with 
whom you co-habitat.  
 
What is meant by "parent"? 
 

"Parent"  means  your  biological  parent  or  an individual 
who stands or stood in loco parentis to you  when  you were  
a  child. The term does not include your spouse’s. 
 
What is meant by "son" and "daughter"? 
 
"Son" or "daughter" means your  biological, adopted,  or 
foster  child, stepchild, legal ward,  or other child if you are 
standing in loco parentis.  In any  case,  the  child must  be 
under  age  18,  unless the  child is  age 18  or older  and 
incapable  of self care because of a mental or physical 
disability. 
 
What is meant by "serious health condition"? 
 
"Serious health condition" is a condition that goes beyond 
the common cold,  flu, allergy, abrasion, or stubbed toe.  A 
serious health condition means an illness, injury, impairment 
or physical or mental condition that involves: 
• any  period  of  incapacity  or  treatment  in  connection  
with  or  consequent  to  inpatient care  (i.e.,  an  overnight  
stay  in  a  hospital, hospice or residential medical care 
facility); 

• any period of incapacity requiring absence from work,  
school  (for  your  child),  or  other  regular daily  activities,  
of  more  than  three  calendar days, that also involves 
continuing treatment by (or  under  the  supervision  of)  a  
health  care provider; or 
• continuing treatment by (or under supervision  
of) a health  care provider for a  chronic or long term  health  
condition  that  is  incurable  or so  serious  that, if  not  
treated, would  likely result in  a  period  of  incapacity  of  
more  than  three calendar days; or for prenatal care. 
 
Are cosmetic treatments included? 
 
Voluntary  or  cosmetic  treatments  which  are  not medically  
necessary  are  not  considered  to  be "serious  health  
conditions"  unless  inpatient hospital care is required. 
 
If I do need to take FMLA Leave for one of the qualifying 
reasons, how do I apply? 
 

First, you must submit a request for unpaid leave at your 
work site.   
 
Secondly, you need to submit an application form. 
If  the  leave  is  for  your  own  or  for  another's serious  
health  condition,  a  certification  by  a health  care  provider  
also  needs  to  be  submitted.  
 
What happens to my application then? 
 
The leave request, application, and related documents will 
be processed by the Human Resources Administrator. The  
forms will  then  be sent  to the  Pastor/Director  of  
Employee  Relations  who  will review the documents for 
approval. 
 
How many days am I entitled to? 
 
FMLA  leave  operates on  the  basis  of  twelve  (12) weeks  
of  leave  during  the  period  from  January  1 through  
December  31.  In  some instances,  such  as  the  week  of  
Thanksgiving  or other  weeks  which  include  a  holiday,  a  
week with  fewer  than  five days is  counted  as  a whole 
week.  In some instances, you may be able to qualify for  
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FMLA  each  year,  as  long  as  you  meet  the eligibility  
requirement  of having  received pay  for at  least  1250   
hours during  the  twelve-month  period immediately 
preceding the unpaid leave. 
 
What if I need leave on an occasional basis instead of 
for a continuous period? 
 
You may take FMLA Leave on an intermittent or reduced 
leave schedule as needed in certain cases.  
 
An intermittent leave schedule is one in which you take the 
allowable leave intermittently, or in blocks of days at a time, 
as needed.   For example, you may need  to  take  leave  
every  Monday  and  Wednesday afternoon  to  receive  
therapy  or  continued  medical treatment. 
 
A reduced leave schedule is one in which your daily or 
weekly work hours are reduced.   
 
Such leave can be granted in the case of your own serious 
health condition , or of your child, spouse or parent, provided  
that it  is medically necessary  and that  a  certification  from  
a  physician  is  obtained. However, such leave is not 
permitted for the sole purpose of child rearing. 
 
Does FMLA coordinate with other leaves? 
 
Leave  for birth,  adoption,  or  placement  of  a  child will  be  
counted  toward  Child  Rearing  Leave. Such  FMLA  Leave  
must conclude  within  one  (1) year  from  the  date  of  the  
birth,  adoption,  or placement of the child. 
 
Leave for your own serious health condition will be counted 
toward Health Leave. Paid  Sick  Leave  Bank days  will  be  
counted toward your annual entitlement of FMLA Leave. 
Paid  Sick  Leave which  has been  transferred  to you from  
a  family member will  be  counted  toward  your  annual 
entitlement of FMLA Leave. 
 
What responsibilities do I have? 
 
Your responsibilities include: 
• notifying your supervisor as soon as you know that such a 
leave will be needed.  For a foreseeable leave, such as for 
birth, adoption or planned medical treatment, you must 
provide at least 30 days notice. 

• obtaining and submitting the necessary documentation; 
and, 
• submitting medical certification of your fitness before 
returning to work from a disabling condition. 
 
What happens to my insurance during leave? 
 
The Church pays the insurance premium which it paid for 
you prior to the leave, including medical, dental, life, 
comprehensive behavioral care. The cost of these benefits 
will  be paid  by  the Church  based  on  the expectation  that  
you will  return  to  work  following  the  approved  FMLA 
Leave. Other insurance premiums which  are  paid  by you 
for dependents  or  for  any  other  plan  not  paid  by  the 
Church  must be paid by you during  your  FMLA Leave 
according  to  the  schedule  provided  to you  by  the 
Church's  Employee  Benefits Administrator. 
 
What is meant by "return to work?" 
 
Return  to  work  means  that  the  you  must  return  to work  
for at least  thirty (30)  calendar days  following the  
conclusion  of  approved  FMLA  Leave  (or  following  the  
conclusion  of  other  approved  leave which immediately 
follows the FMLA Leave).  
 
What if I do not "return to work?" 
 
If  you  do  not  return  to  work  after  FMLA  Leave, you may  
be  required to  repay  the Church  for  the  insurance  
premiums  paid during  your FMLA  Leave. This requirement 
to repay the insurance premiums is waived if:  
• your position has been affected by reduction in force and/or 
layoff;   
•  you (but not your spouse, child, or parent) have a 
continuation, recurrence, or onset of a serious health 
condition which would entitle you to take leave under FMLA; 
or 
• other circumstances beyond your control, such as moving 
when a spouse is transferred more than 75 miles from  your 
work site. 
 
Who do I call if I have specific questions? 
Your Church Benefits Coordinator 
 

 


