


Celebration Baptist Church Bylaws 

Celebration Baptist Church 
Incorporated on June 3, 1981 
Revised June 19, 1991, June 28, 1998, July 28, 1999 and May 23, 2005 
 

Purposes and Goals of Celebration Baptist Church 
As the body of Christ, our purpose is… 
 

1. To love the Lord with all our heart, soul, mind, and strength… 
And to demonstrate such love. 

2. To love fellow believers… 
And to demonstrate such love. 

3. To love unbelievers… 
And to demonstrate such love. 

4. To be the hands and feet of our God. 
 
The basis for these goals is found in Mark 12:28-31, Matthew 22:36-40, John 13:34-35, and 1 
Corinthians 12:12-20. 
 
The major objectives of the church are to actively engage the members in evangelistic outreach and to 
mature all members as disciples of the Lord Jesus Christ.  The basis for these objectives are found in 
Luke 14:23, Matthew 28:19-20, and Acts 1:8. 
 

Statement of Faith 
 
Celebration Baptist Church is affiliated with the Florida Baptist Convention and the Southern Baptist 
Convention.  The statement of faith of Celebration Baptist Church shall be the “Baptist Faith and 
Message.”  A copy of the “Baptist Faith and Message” will be available in the church office and at 
business meetings. 
 

Membership 
 
The membership of this church shall consist of such persons who have (1) committed their life to Jesus 
Christ to be their personal Savior and Lord, (2) have specifically requested membership, (3) have been 
Biblically baptized by immersion, and (4) have been received by church vote. 
 

Program Organizations 
 
Bible study and discipleship training opportunities shall be offered whose objectives shall be to teach 
Biblical revelation in order to grow individuals in a personal relationship and walk with our Lord Jesus 
Christ as well as lead in reaching prospects for Christ; lead all ages of church members to pray, 
worship, witness, learn, serve and minister as a natural outpouring of seeking the Lord daily and the 
Holy Spirit’s prompting and discernment. 
 
Classes will be offered whose objectives will be to clearly define the workings of the church and to 
train and equip the members of the church for ministry.  The objective of such training is to offer a 
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variety of classes that may include theology, Christian history, Christian ethics, and church policy and 
organizations; provide orientation to new church members, recruit and train potential leaders, provide 
organization and leadership for special projects of the church; provide and interpret information 
regarding the work of the church and the denomination. 
 
All organizations of the church shall be under church control.  It is understood that the Senior Pastor is 
ex-officio member of all the organizations, and his leadership is to be recognized in them all. 
 

ARTICLE 1  CHURCH OFFICERS 
 
The officers of the church shall be the Senior Pastor, the Clerk, and the Trustees. 
 
SECTION 1.0 GENERAL REQUIREMENTS FOR ALL CHURCH OFFICERS 
 
All church officers must be members of this church. 
 
They shall be a tither in belief and practice to this church.  Their social and moral standards should be 
above question.  Their life and conduct at all times should be the type that will bring honor to the name 
and the cause of Christ and a credit to the church.  They should be willing to give of themselves to 
serving Christ through ministering to the membership of this church.  They should support the 
programs and ministries of this church and the Southern Baptist Convention. 
 
SECTION 2.0  SENIOR PASTOR 
 

SECTION 2.1  QUALIFICATIONS 
The Pastor of the church shall be an ordained Southern Baptist minister, and preferably a 
graduate of a Southern Baptist theological seminary.  The Pastor shall meet all moral and 
spiritual requirements set forth in the Word of God, 1 Timothy 3:1-7. 

 
SECTION 2.2  RESPONSIBILITIES 
The Pastor will lead the congregation, organizations, and staff of the church to perform their 
tasks of worship, witness, and education.  The Pastor shall have charge of meeting the spiritual 
needs of the church body. 

 
SECTION 3.0  OTHER OFFICERS 
 

SECTION 3.1  CLERK 
The clerk shall record the minutes of the church business meetings, and keep a roster of all 
church officers, Standing Committee members and Ministry Team members.  The clerk shall 
serve a term of two years and rotate off for at least two years.  The clerk shall be elected at the 
annual business meeting. 

 
SECTION 3.2  TRUSTEES 
The Trustees shall be made up of the Senior Pastor, the chair of the Deacons, and the chair of 
each of the Standing Committees:  Stewardship, Personnel, Missions and Outreach, Hospitality, 
Grounds and Facilities. 
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SECTION 3.3 DUTIES AND RESPONSIBILITIES OF THE BOARD OF 

TRUSTEES 
The individual committees will be empowered and accountable for their specific duties as 
specified in Article II. 

 
The Board of Trustees will resolve any issues within or between Standing Committees.  Any 
Personnel Committee decisions which are made regarding the Senior Pastor’s termination shall 
be forwarded to the Board of Trustees.  The Board of Trustees shall, by their concurrence with 
the recommendation, forward to the church body said termination for ratification at a special 
called business meeting.  For the purposes of the Board’s concurrence with the termination 
recommendation, the chairman of Personnel and the Senior Pastor will not be voting members 
of the Board of Trustees. 

 
The Board of Trustees is responsible for the development and adoption of a Church Handbook 
that will establish procedures for coordinating and resolving issues between the Standing 
Committees, Ministry Teams, and staff.  The Church Handbook is further described in Article 
V. 

 
The Board of Trustees shall be responsible for presenting the nominated members for service 
on Standing Committees to the church body for ratification at the annual business meeting.  
Church members may submit recommendations for Standing Committee members to the Board 
of Trustees, church staff, or current committee members.  The date of the annual business 
meeting shall be established within the Church Handbook.  The Board of Trustees shall 
develop appropriate instruments for communicating with the general church membership.  A 
procedure for development of the communications shall be published in the Church Handbook. 

 

ARTICLE II STANDING COMMITTEES 
 
SECTION 1.0  GENERAL 
 
There shall be five (5) Standing Committees, consisting of seven (7) members each:  Missions and 
Outreach, Hospitality, Grounds and Facilities, Stewardship, and Personnel.  Each Standing Committee 
is empowered to create any number of Ministry Teams deemed necessary to carry out the mission of 
the church. 
 
Members of the Standing Committees and Ministry Teams must be individuals who profess belief in 
sound Biblical doctrine as described in “The Baptist Faith and Message.” 
 
Each member of Standing Committee must be a member of this church and a tither in belief and 
practice to this church.  Their social and moral standards should be above question.  Their life and 
conduct shall at all times be the type that will bring honor to the name and to the cause of Christ and a 
credit to the church.  They should be willing to give themselves to serving Christ through ministering 
to the membership of this church.  They should support the programs and ministries of the church and 
the Southern Baptist Convention.  They shall endeavor to meet as necessary to carry out the duties of 
their service on the committee or team on which they serve. 
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Committee members shall serve a term of two years and will be eligible to serve two consecutive 
terms.  The chairman must have been a member of the committee for at least one year.  Upon 
completion of two consecutive terms an individual will be ineligible for service for a two-year period. 
 
Only one family member per household shall serve on any Standing Committee at a time.  No member 
of staff shall serve as a voting member of a Standing Committee.  The Senior Pastor and the Church 
Administrator, at the Pastor’s discretion, will serve as an ex-officio member of the Standing 
Committee. 
 
SECTION 2.0  MISSIONS AND OUTREACH COMMITTEE 
 
This committee is responsible for carrying out the Great Commission as outlined in Matthew 28:19-20.  
This committee shall help to develop and maintain the portion of the Church Handbook which will 
demonstrate to the members of the church how they may enter into the various Ministry Teams in 
which a member or a regular attending non-member may be led by the Holy Spirit. 
 
SECTION 3.0  HOSPITALITY COMMITTEE 
 
This committee is responsible for assisting members and visitors attending church activities and 
overseeing the use of church facilities and equipment.  This committee shall help to develop and 
maintain the portion of the Church Handbook dealing with policy and procedures for the use of church 
facilities and equipment.  Their responsibilities also include, but are not limited to, organizing ushers, 
greeters, visitation, and parking. 
 
SECTION 4.0  GROUNDS AND FACILITIES COMMITTEE 
 
This committee is responsible for the upkeep and maintenance of the facilities, grounds, and equipment 
owned and/or operated by Celebration Baptist Church.  They shall also recommend a facility plan 
anticipating future repairs and updates as enumerated in the Church Handbook. 
 
The church body, upon the recommendation of this committee through the Board of Trustees, must 
ratify any purchase or sale of real estate. 
 
SECTION 5.0  STEWARDSHIP COMMITTEE 
 
This committee shall be responsible for developing and overseeing the annual budget and its 
implementation. 
 
The chair of this committee shall also serve as Treasurer of the church. 
 
This committee is responsible for the portion of the Church Handbook that will provide the staff, 
Standing Committees, Ministry Teams, and members of the church with guidance on how the annual 
budget will be developed. 
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This committee is empowered to recruit and train as many financial agents from the membership as 
necessary to provide for smooth operations of the church. 
 
Members of this committee, appropriate staff, the head usher, and the financial agents should each be 
willing to submit to an annual credit check by the Board of Trustees.  A copy of the credit check shall 
be made available to the individual. 
 
The financial matters of the church shall be under the supervision of this committee and they will 
establish any account structures as deemed necessary to carry out the will and intent of the church in 
discharging its financial obligations.  The policies and procedures shall be enumerated in the Church 
Handbook. 
 
SECTION 6.0  PERSONNEL COMMITTEE 
 
This committee will serve as the governing body for all personnel decisions.  They will be empowered 
and responsible for all pastoral searches.  In conjunction with the pastoral staff, they would also be 
responsible for determining how many pastors and support personnel are needed for the operation of 
the church. They will also act as any other personnel search committee that may be needed. They will 
be empowered to bring any number of members of the various ministries into the search process that 
they deem necessary to carry out their duties.  These Ministry Search Team members will be advisory 
and non-voting members of the search. 
 
The Personnel Committee shall be responsible for adopting and maintaining personnel policies and 
procedures.  This will include creating job descriptions, hiring procedures, termination procedures, 
coordinating severance packages, salary ranges and pay raise procedures, probation reviews and annual 
reviews, and creating disciplinary procedures. 
 
The Personnel Committee shall structure the organization of the church to provide the Senior Pastor, 
and all other pastoral staff, the ability to concentrate on the spiritual needs of the church and 
evangelism.  The committee shall create a Church Administrator position that shall be responsible for 
the day-to-day business functions of the church and will be working under the direction of the Senior 
Pastor and the Personnel Committee.  The hiring and supervision of non-pastoral staff would be the 
responsibility of the Church Administrator.  The Personnel Policy and Procedure Manual will clarify 
the authority of the Church Administrator regarding the hiring and supervision of pastoral staff 
personal assistants. 
 
SECTION 7.0  MINISTRY TEAMS 
 
A Ministry Team is created out of the general congregation to assist a specific ministry or fulfill a 
specific church need.  Ministry Team members may be regular attending non-members and church 
members alike. 
 

 
 
 

 
May 2005 Page 1.5 



Celebration Baptist Church Bylaws 

ARTICLE III DEACONS 
 
SECTION 1.0  DEACONS 
 

SECTION 1.1  QUALIFICATONS 
All Deacons shall meet the spiritual requirements set forth in 1 Timothy 3:8-13.  They shall be 
a tither in belief and practice to this church.  It is the position of Celebration Baptist Church 
that a divorced man may not serve as a Deacon.  To serve as a Deacon of this church he shall 
have been a member of this church for one year or more by the time of election.  He should be 
able to regularly attend the monthly meetings of the Deacons. 

 
SECTION 1.2  ELECTION AND TERMS OF SERVICE 
Deacons shall be elected at the annual business meeting by secret ballot from the list of 
qualified nominees.  It shall be appropriate for the church to promote an honorary life 
membership to any Deacon who, after honorable service, has reached the age of 75 or is no 
longer able to render active service due to infirmities. The church shall nominate men to serve 
the office of Deacon by following the listed guidelines: 

 
Any member of the church may nominate one or more male members of the church who meet 
the qualifications given in the above paragraph using the nomination forms provided by the 
Board of Trustees. 

 
A letter, with a copy of the by-laws of this church enclosed, shall be sent to each nominee. 

 
A Deacon Nomination Team will be formed by the Board of Trustees and will consist of the 
chairman of Deacons and five additional Deacons.  This team shall meet with each nominee for 
the purpose of counsel, examination, and to see if the nominee wishes his name placed on the 
ballot. 

 
Deacons shall serve for a one-year period and may serve for up to three consecutive years.  
After three consecutive years an individual will not be eligible for re-election as a Deacon until 
the lapse of one year. 

 
SECTION 1.3  DUTIES AND RESPONSIBILITIES 
Every Deacon will accept responsibility for witnessing and soul winning. 

 
Deacons are to be servants of the church.  They are to be zealous to guard the unity of the 
Spirit, in the Bonds of Peace.  Deacons shall serve as a council of advice with the Senior Pastor 
and pastoral staff in matters pertaining to the spiritual and physical needs of the church when 
needed.  They are to assist the Senior Pastor and the pastoral staff in evangelistic outreach and 
ministry to the church family and community.  They shall be regular in their attendance in 
worship services of the church. 
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SECTION 1.4  ORGANIZATION OF DEACONS 
The whole body of Deacons shall be organized as a unit for the consideration of general 
policies to perform their assigned duties and shall meet at least monthly.  They shall organize 
themselves as directed by the Holy Spirit. 

 

ARTICLE IV MEETINGS 
 
SECTION 1.0  WORSHIP SERVICES 
 
Public services shall be held on Sundays and Wednesdays and such other times of the week as the 
church determines. 
 
The Lord’s Supper shall be observed at least once each quarter and at such other times as the Board of 
Trustees may determine. 
 
SECTION 2.0  ANNUAL BUSINESS MEETINGS 
 
The church shall conduct an annual business meeting, as established by the Board of Trustees, at which 
time an annual budget will be adopted. 
 
The church shall elect Deacons and ratify Standing Committee members at the annual meeting. 
 
The church shall not conduct business meetings at Sunday morning worship services except for those 
specified in Section 2.2 below. 
 

SECTION 2.1  QUARTERLY CELEBRATION BUSINESS MEETINGS 
The Quarterly Celebration shall be a time of sharing information and good news between the 
church leadership and the people of the church.  Quarterly financial reports shall be made as 
well as reports and recommendations from the Standing Committees.  These meetings shall be 
listed in the church calendar. 

 
SECTION 2.2  SPECIAL BUSINESS MEETINGS 
At any of the regular worship services, the annual meeting, the Quarterly Celebration and 
without special notice, the church may vote to receive new members, license those called to the 
gospel ministry and elect messengers to the Association and Baptist Conventions.  The Board 
of Trustees can call a business meeting with a two-week notice to the congregation. 

 
SECTION 2.3  QUORUM 
At the regularly scheduled Quarterly Celebration, the annual meeting, and all other business 
meetings, a quorum shall consist of at least seventy-five (75) members.  All business requiring 
a vote of the church body shall be by majority vote. 

 
SECTION 2.4  VOTING MEMBERS 
To be eligible as a voting member of Celebration Baptist Church an individual must be at least 
15 years of age and must have been accepted as a member of Celebration Baptist Church. 
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SECTION 2.5  FISCAL YEAR 
The Board of Trustees, in consultation with the Stewardship Committee, shall determine the 
fiscal year for the church.  The annual budget must be adopted following procedures within the 
Church Handbook as established by the Stewardship Committee. 

 
SECTION 2.6  RULES OF ORDER 
The church’s parliamentary authority shall be the latest edition of Robert’s Rules of Order 
except as provided by church rules as follows. 

 
The moderator shall call the meeting to order and preside over the meeting in a manner 
prescribed and in keeping with Matthew 18. 

 
Every member who wishes to speak shall rise and respectfully address the moderator, introduce 
him or herself, and provide a brief description of their involvement with the ministries of the 
church.  Every proposition presented for action of the church must be introduced by the motion 
of one member and seconded by another.  The motion will be put in writing if requested by the 
moderator. 

 
No member shall speak more than twice upon the same subject without express consent of the 
moderator. 

 
All votes shall be made by ballot, except for motions made from the floor.  The moderator may 
require a ballot vote if the motion made from the floor is deemed by the moderator to be of a 
sensitive nature requiring an anonymous vote.  
 
Upon any point of order, a member may appeal from the moderator to the church, whose 
decision is final. 

 

ARTICLE V CHURCH HANDBOOK 
 
The Handbook shall include the qualifications for those wanting to serve on a Standing Committee.  A 
Church Handbook that includes Church Policies and Procedures shall be kept in the church office and 
made available for use by the members of the church.  The Church Administrator shall maintain the 
Manual.  The Board of Trustees, or a special team appointed by the Trustees, shall review the manual 
at least annually, with authority to recommend changes to be considered.  Any church member may 
initiate suggested changes to the Handbook. 
 
The Board of Trustees will annually adopt the Church Handbook. 
 

ARTICLE VI CHURCH PERSONNEL POLICIES AND 
PROCEDURES 

 
The Personnel Committee shall develop, adopt, and maintain a Personnel Policy and Procedures 
Manual that will ensure compliance with all appropriate state and federal laws annually.  The manual 
will also include policies for establishing full or part-time paid positions, along with terms and 
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conditions for employment.  In addition, the manual will also include, but not be limited to, salary 
ranges for each position, benefits, performance standards, holidays, annual leave policies, sick leave 
policies, disciplinary procedures and termination procedures. 
 
The Personnel Policy and Procedure Manual will also provide for such background screening as is 
appropriate for the position for all employees. 
 

ARTICLE VII AMENDMENTS 
 
These by-laws may be amended by a two-thirds vote of the members present and voting at any 
Quarterly Celebration, annual meeting, or a specially called meeting for that purpose.  The Board of 
Trustees shall submit, in writing, the proposed amendments two weeks (14 days) in advance of said 
meeting to the church membership.  Announcement of the meeting, at which the vote to amend the by-
laws will be conducted, shall be announced from the pulpit in regular Sunday morning worship 
services at least one week preceding said meeting. 
 
 





Standing Committee Nomination Questionnaire 
 
The Trustees are looking for members of our church to serve on the five new 
standing committees.  If you or someone you know would like to serve on one of 
the committees, please complete this form electronically or using additional 
paper and return it to the committee chairman or to Colene Rogers in the church 
office.  If you need more information about this form please contact John Buck 
(jbuck@icelebration.org or 893-1709 x16). 
 
Please answer questions below using this online form or attach additional 
pages for questions 1-4.  Use the tab key to move between fields. 
 

  I would like to serve   I am nominating someone else to serve 
 

Your Name:        
 
Name:        
 
Home Phone:        E-mail:       
 
Cell Phone:         
 
Please select the committee(s) for which you feel best qualified to serve: 
 

 Stewardship   Personnel   Missions   
 Grounds & Facilities  Hospitality 

 
1. Tell us about your conversion experience John 4:28-30; Acts 4:18-20; Rom 

10:9-13. 
 

      
 
2. Please highlight the different spiritual markers in your life that have led you to 

your current walk with Christ Acts 24-26. 
 

      
 
3. Tell us about your spiritual gifts and talents and how you have been using 

them to further God’s kingdom 1 Corinthians 12:1-11. 
 

      
 
4. Why do you want to serve on this committee?  What 

experiences/gifts/qualifications can you contribute to the committee? Exodus 
18:13-26; Acts 6:1-7 

 



      
 
5. What is your current occupation? Acts 20:35;  1 Thess. 4:11, 12; 2 Thess. 

3:7–13 
 

      
 
6. My personal quiet times are: Matthew 14:23; 26:36, 39; Mark 1:35; Luke 9:18, 

29.   (Check one or more of the following)  
 

 Regular  Intermittent  Infrequent   Rich 
 Dry   Healthy   Stagnant   Growing 
 Daily, never miss    Intimate 

 
7. Which segment of the church do you represent? 1 Peter 4:10  (Children, 

College, Young Married, Senior, etc) 
 

      
 
8. Which Bible Study Group do you regularly attend? Acts 2:42-47 
 

      
 
9. Do you tithe to Celebration Baptist regularly? Leviticus  27:30-33; Malachi 

3:7-12; 1 Corinthians 16:2; 2 Corinthians 8:2-7     Yes  No 
 
10. Are you currently serving in any capacity at Celebration Baptist?  If so, 

where? 
 

      
 
11. How long have you been a member of Celebration Baptist?   
 

   years 
 
12. Have you served on committees before at Celebration Baptist or other 

churches?  If so, which committees? 
 

      
 
13. Are you willing to invest the time to attend committee meetings and work as 

an active member of the team?      Yes    No 



 
Celebration Baptist Church 
Committee Exit Questionnaire 

 
 
Introduction:  Thank you for participating in our exit interview process. 
If you make a suggestion or raise a concern, we will attempt to use it to 
improve our church.  Please feel free to be candid and open in your 
responses. 
 
 
1.  Do you feel you were properly oriented and informed about the 
committee selection process? Comments and/or suggestions: 
      
 
2.  Do you feel the goals and objectives of the committee were explained 
including your individual responsibilities? Comments and/or suggestions: 
      
 
3. Do you feel that your committee accomplished their objectives during 
your term? 
      
 
3.  Would you serve as a committee member again in the future? Why or 
why not: 
      
 
4.  Would you recommend any changes to the committee process at 
Celebration Baptist Church? Comments and/or suggestions: 
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It is the intent of Celebration to equip all members in gaining the skills and abilities to participate in missions and 
to develop faith and trust in the Lord.  The Committee will occasionally provide financial assistance to members 
of Celebration Baptist Church in the form of a scholarship. 
 

 Scholarship Eligibility 
• The individual seeking financial assistance must be a current member of Celebration 
• Financial assistance will only be provided for mission trips sponsored by CBC and consistent with the 

church’s current missions and outreach strategy and focus. 
• A scholarship is limited to one time per individual in a calendar year. Exceptions may be considered by 

the Missions and Outreach Committee. 
• The Committee has approved the applicants Missions Trip Request application. 
 
 

 Scholarship Requirements for Missions Trips 
Individuals desiring financial assistance will fulfill the following requirements prior to funds being 
provided. 

• Written request for assistance must be provided to the Missions Pastor 120 days prior to the anticipated 
departure date.  Exceptions can be made based of the situation arising in the field and must be approved 
by the Missions and Outreach Committee. 

• The request must be provided in writing using the Financial Assistance Form. 
• Individual requesting support must participate in all mission trip orientations and training prior to 
receiving support. 
• In the event that a scholarship recipient is unable to participate in the planned mission trip, all 

accumulated funds will remain in the general Mission trip fund. 
• Individuals must have the endorsement of the Senior Pastor or the Missions Pastor. 
• Individuals requesting support must develop and provide a copy of their Prayer and Financial support 

letter and provide the names of 10 or more people that have been contacted for support.  Financial 
support raised must be directly deposited to the appropriate mission financial account.  Individuals will 
not collect funds directly from contributors. 

• Individual requesting support must participate in all mission trip orientations and training prior to 
receiving support. 
• In the event that a scholarship recipient is unable to participate in the planned mission trip, all 

accumulated funds will remain in the general Mission trip fund. 
 

 AMOUNT OF FINANCIAL ASSISTANCE FOR MISSIONS 
Subject to the approval of the Missions and Outreach Committee and availability of funds, members may receive 
financial assistance according to individual needs.  Financial assistance is limited to appropriate travel, lodging 
and meal cost.  Assistance will not be provided for out-of-pocket expenses.  The Committee may ask the member 
for a letter explaining the reason why financial assistance is needed or otherwise desired. 
 
DOCTRINAL REQUIREMENTS 
All ministries supported by Celebration Baptist Church will be in agreement with the church’s doctrinal 
viewpoint.  Any disagreement will be reviewed by the Missions and Outreach Committee, Senior Pastor, and 
Missions Pastor. 
 
MISSIONS AND OUTREACH COMMITTEE 
The Missions and Outreach Committee consists of seven members.  The Committee will select replacements 
among Celebration members with special consideration for members who have demonstrated a commitment for 
fulfilling the Great Commission. 
 
MISSION AND OUTREACH COMMITTEE RESPONSIBILITIES 

 Promote missions and outreach at Celebration through various means. 
 Support the ministry of the Missions Pastor at CBC. 
 Encourage the pastoral staff of our church to keep missions and outreach as a focus of our church. 







 

CELEBRATION BAPTIST CHURCH 
FINANCIAL POLICIES 

 
INTRODUCTION 
 
The proper administration of church funds requires a complete and thorough budget control system. This 
control system is used not to penalize any person or program, but rather to assure that funds are distributed 
according to priorities imposed by the will of the membership. 
 
Sound judgment should be exercised in the management of those funds which the Lord, through his 
servants, has made available to the church. Any funds received by the church are intended for the 
furtherance of God’s Kingdom and must be handled accordingly. 
 
The financial policies cover management of the following areas: 
 Contributions/Proceeds 
 Disbursements 
 Management of Cash Flow 
 Balance Sheet Accounts 
 Benevolence 
 Missions Support 
 Budget Development and Administration 
 Financial Reporting 
 Financial Records Retention 
 
The Church Administrator is responsible to oversee the day-to-day application of the financial policies in 
the life of the church. The treasurer and assistant treasurer advise in all areas listed above. Any changes to 
these policies must have the approval of the church’s Stewardship Team who represents the church 
membership. 
 
Celebration Baptist Church expressly forbids use of any information from this document except by its 
authorized representatives. This document is only intended to be used in the normal operations of 
Celebration Baptist Church and any misrepresentations are not the responsibility of Celebration Baptist 
Church.  
 
The financial records, policies and procedures are subject to an annual audit by a certified public 
accountant. 
 
The Stewardship Team will review financial records, policies and procedures and operations and physical 
inventory of assets annually. 
 
Financial records are open to church members with the exception of individual members’ contribution 
records and individual employees’ payroll records. Specifics in regard to these two areas are covered in 
detail in their respective sections: Contributions/Proceeds and Disbursements. 
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CONTRIBUTIONS/PROCEEDS 
 

As the church’s needs are so plentiful, it will be the policy of Celebration Baptist Church to always 
encourage and administer the proper use of contributions and offerings that God has provided in a manner 
which brings Him glory and which is consistent with the Church’s Constitution and Bylaws.  
 
Further, all deliberations will be, to the best of knowledge and belief, in total accord with the teachings of 
God as they relate to man’s stewardship and within the written laws of the United States of America. 
Celebration Baptist Church will comply with all Federal and State laws to protect the giver as well as the 
church. Further, Celebration Baptist Church is not in a position to suggest or give tax advice concerning 
contributions and gifts. 

 
 CONTRIBUTIONS ACCEPTED: 
 
1. Contributions will be received for the ministries of the church, and any special funds authorized by the 

Stewardship Team. 
 
 Any designated contributions for funds not already established will be held and the contributor will be 

contacted about the designation. Final decision to accept designation will be made by the Church 
Administrator, and one of the following: Treasurer, Assistant Treasurer or Stewardship Team.  

 
 All contributions received with no designation will be credited to the church’s Ministry Giving fund. 
 
2. Gifts to the church designated for the use of a specific individual or individuals are to be discouraged.  

Such gifts will not be reflected on the donor’s record of contribution.  However, gifts designated to the 
church’s Benevolence Fund, will be reflected on the donor’s record of contribution if no restrictions 
are otherwise attached to the gift. 

 
3. The church will accept most types of non-cash gifts, such as corporate stocks, land, books, art, etc.  

However, all non-cash gifts must be approved by the Church Administrator. A letter from the church 
will be issued to the donor, acknowledging the receipt, providing a brief description of the property or 
items donated and acknowledging any benefit the donor receives for the contribution. The church will 
follow IRS guidelines in all acknowledgments and provide the donor with a Form 8283 if required.  

 
 The church or its representatives shall not attempt to determine or appraise the value of the property. 

The church will immediately sell corporate stocks and deposit the proceeds as undesignated funds 
unless the donor has requested a designation to an established fund.   

                      
4. The church will not accept as contributions any receipts for items (i.e., refreshments, supplies, etc.) 

bought by individuals for use by the church. Individuals making purchases on behalf of the church 
should submit those receipts to the staff member who oversees the ministry for possible reimbursement 
according to the policies outlined in the Disbursements section of this manual. 

 
5. To be included in a given year’s record of contributions, the contribution must be received by 

December 31, or if mailed, the envelope must reflect a postmark no later than December 31. 
 
6. The value of time or services contributed by an individual to the church is not recognized by the IRS as 

a valid charitable contribution. Therefore, the church will not provide any form of acknowledgment as 
a record of contribution. However, significant contributions of goods or services made by a 
professional in the field of donated services may be acknowledged as a contribution if all IRS 
requirements are met and if the donated service follows the guidelines established by Financial 
Accounting Standards Publication Number 116. 
 

 
STATEMENT OF CONFIDENTIALITY 
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Contribution records are confidentially maintained. Only certain employees, church officers and the 
independent auditors have access to individual records. From time to time, other specific persons or officers 
shall have access to records for specified purposes and defined periods of time as determined and 
authorized by the Stewardship Team. 

 
AUTHORIZATIONS: 

 
 1. Authorized overseers of collections are as follows: 
 
  Church Administrator 
  Treasurer 
  Assistant Treasurer 
  Head Ushers 
 
 2. Authorized to know combination of church safe: 
 
  Church Administrator 
  Treasurer 
  Assistant Treasurer 
  Accounts Receivable Assistant 
   
 3. Authorized couriers to make bank deposits: 
 
  Financial Assistant 
  Preschool Bookkeeper 
  Accounts Receivable Assistant 
  Members of the Counting Team 
 
 4. Authorized to collect contributions during services: 
 
  Ushers who have been selected and trained by the Head Ushers. 

 
COLLECTION PROCEDURES: 
 
The procedures of securing offerings are confidential, and therefore, not published in this manual.  The 
procedures provide measures to assure: 
 

1. No person is alone with unsecured offerings at any time. 
  
2. Offerings and other collections are secured immediately after collection. 
 

  Offerings and other collections are counted by at least two non-related people and at least one that 
is not on the accounting staff. Offerings from services are counted by a volunteer Counting Team 
of two to three volunteers that serve on a rotational basis of at least every other week.  

 
3. The Church Administrator and Accounts Receivable Assistant establish the procedures for 

counting and securing offerings and proceeds. The procedures must be approved by the Treasurer 
and Assistant Treasurer. The Stewardship team should review the procedures and make 
recommendations for updates as they determine the need.  

 
COLLECTION OF FEES: 
 

1. Fees collected for use of the building for weddings, use by nonmembers or non-regular attendees 
or outside organizations are to be paid in advance according to established policies. (See Wedding 
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2. Monies collected from group activities should be counted by two group sponsors and then 

recorded on a Collection of Monies Report form which is signed by both counters and sealed in a 
disposable security bag.  Monies and form should be dropped into the drop box in the church 
office immediately. If the office is closed at the time of collection, monies should be dropped in 
the night deposit slot accessed from the gymnasium. When money is to be collected (i.e., mission 
trip fees, summer camp fees, etc.), the Church Administrator or Accounts Receivable Assistant 
will work with the organization’s leader or the responsible staff member to assure that receipts are 
secured. 

 
 
REGISTRATIONS: 
 

Activities, such as conferences, workshops, camps, retreats, etc., that require the payment of 
registration fees shall be recorded through the church’s database software for Registrations. Initial 
registrations shall be recorded as Other Proceeds and the proceeds shall then be transferred as credits to 
the particular funds or accounts to which expenditures for the events shall be recorded. Initial 
registrations shall be recorded as receivables until fee payments are received from participants. 
 
Fee payments shall be recorded through Registrations. This process shall debit the appropriate cash 
accounts and credit the appropriate receivable accounts. 
 
To assure the Statement of Financial Position is not overstated, journal entries shall be written and 
posted for contra receivable and contra designated funds at each month-end to offset the amounts 
recorded as registration proceeds in the receivables and designated fund accounts for the month. 
 

 
 
MONEY HANDLING PROCEDURES FOR KIDS PRE-SCHOOL, 
AFTERSCHOOL AND SUMMER PROGRAMS 
 

1. Payments are collected via lock boxes or mailed into the church office.  Two people should always 
accompany funds including drops in the safe each day. 

2. Parents/payees making any cash payment must receive a receipt and cash entries are to be logged 
on the Daily Receipt Journal. The cash receipt will be written in triplicate.  The original copy is 
given to the parent, one copy is be placed with the cash and the final copy is left in the receipt 
book.  Parent and staff member sign each receipt. 

3. Payments that are mailed to the church office are opened by the Accounts Receivables Office, Pre-
School, Program Director, or Assistant Director and noted on that day’s Daily Receipt Journal. 

4. Each department: Church, Pre-School and After School, has a designated person(s) responsible for 
recordkeeping and collections.  Staff members assigned to assist in the reconciliation of those 
funds should rotate for safety and security of funds for deposit. 

5. All cash (including receipt) and checks are to be recorded on the Daily Receipt Journal. 
6. Checks along with cash receipts are totaled and reconciled to the Daily Receipt Journal.  The 

Journal is placed in the envelope along with checks and cash and placed in the safe each day. 
7. On the day of recording the bank deposit, two staff members are to be present at all times when 

handling the funds.  From the time envelopes are taken out of the safe to the time they are ready 
for deposit and placed back in the safe. 

8. All checks are to be copied.  Cash receipts are kept along with the copied checks.  The cash receipt 
book will remain as a form of back up documentation.   

9. Checks and cash receipts will be used for entering data into the Shelby system. A copy of each 
Daily Receipt Journal, the Accounts Receivable Entry Log and the Project Money Form will be 
given to the Church Accounts Receivable Office. 

10. The deposit will be entered into the various accounts as designated on the Project Money Form 
and reconciled with the General Ledger. 
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PROCEDURES TO RECORD INDIVIDUAL CONTRIBUTIONS: 

 
Contributions are recorded to individual contributor records on the church database. Computer batches are 
created for each giving day and processed by the Accounts Receivable Assistant. The Accounts Receivable 
Assistant prepares tally sheets and deposit slips for each batch counted.   
 
Computer batch totals must match the corresponding tally sheet totals and deposit slip totals shown by the 
counters and verified by the bank. 
 
Upon completion of data entry, an Account Distribution Report is run from the General Ledger of the 
database. The Accounts Receivable Assistant then reconciles the General Ledger report to the tally sheets 
for each batch and to the deposit totals. Copies of this report are given to the Financial Assistant, Treasurer 
and Assistant Treasurer. In addition, the Accounts Receivable Assistant submits the copies of the tally 
sheets to the Financial Assistant who processes an electronic funds transfer to an interest earning account. 
The Financial Assistant then submits tally sheets and journal entry for the transfer to the Accounts 
Receivable Assistant. 
 
Quarterly contribution statements are sent to contributors who have given $100 or more in the current year. 
Annual statements are printed and mailed to contributors who have given $50 or more. At least annually, 
the contributions statements will provide a detailed report of each individual contribution made by 
contributors, date of receipt and fund(s) to which the contributions were made. The church will also 
acknowledge any quid pro quo contributions on this statement according to the provisions of the Tax Act of 
1993. 

 
 

DISBURSEMENTS POLICIES 
AND PROCEDURES 

 
PURCHASING: 
 
A spending request for all items to be purchased each week must be submitted on Monday to the Church 
Administrator for approval.  A Purchase Order will be issued from the church Financial Assistant to the 
employee for all items approved on the spending request.  All receipts, invoices, and/or reimbursements 
must be attached to the Purchase Order and turned in the following Monday.   If receipts are missing from 
the previous week, the current week’s spending request will be held until all receipts, invoices, and/or 
reimbursements are turned in.  Regardless of the amount, no purchases should be made that are not on the 
purchase order. 
 
Emergency spending that may occur during the week must have an additional spending request turned in to 
the Church Administrator for approval.  If the additional spending request is approved, the Financial 
Assistant will give the employee an additional purchase order for the week.  The receipts, invoices, and/or 
reimbursements need to be turned in on Monday with the additional Purchase Order. 
 
Check requests received by 5:00 p.m. each Monday will be processed that week and will be available for 
pick up or mailing on Thursday.  Any check requests received after 5:00 p.m. each Monday will not be 
processed until the following week. Check requests must have complete information or they will not be 
approved for payment. 
 
Occasional exceptions for special checks during the week may be made at the discretion of the Church 
Administrator. However, lack of planning on the part of a staff person or minister does not always 
constitute an emergency need for a check. Consistent requests for special checks will not be honored. 
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Checks are processed on Tuesday, posting is completed in General Ledger and checks are stored in a 
secured area. The Treasurer, Assistant Treasurer, Church Administrator or a designated Board Member 
signs checks on Wednesday, and checks are mailed or distributed on Thursday or the next workday. Checks 
needed at other times may be signed by the Church Administrator. The Financial Assistant provides the 
Treasurer and Assistant Treasurer with copies of the cash payments posting journal and support 
documentation for each check. 
 
Once a check is issued, the support documentation is usually filed by vendor. (See Accounts Payable 
procedures for further information.) 
 
Purchases should not exceed budget limit. However, if any overages become necessary, the Church 
Administrator may approve overages up to $500 and overages from $501 up to $2,500 may be approved by 
the Church Administrator and Treasurer or Assistant Treasurer. Budget account overseers must request 
approval for overages in advance of making purchases. (Also, see pages 7.15 and 7.16 of these policies—
Budget Development and Administration.) 
 
All equipment purchases must be planned in the budget. Any exceptions must be approved by the Church 
Administrator. 
 
Disbursements from designated funds must always be directly related to the purpose of the designated 
funds to be charged. And as with budget accounts, purchases from designated funds must have the approval 
of the staff or Minister responsible for the account and the Church Administrator. 
 
AUTHORIZED SIGNATURES: 
 
The following people are authorized to sign checks: 
 
 1) Treasurer 
 2) Assistant treasurer 
 3) One other board member 
 4) Church Administrator (only as a backup or when a second signature is required.) 
 
Checks up to $5,000 require only one signature; two signatures are required for amounts over $5,000 
except checks written to transfer funds to other church bank accounts, savings or investments. The Church 
Administrator, Treasurer and Assistant Treasurer may transfer funds individually as needed to assure best 
management of the church’s funds. 
 
EMPLOYEE REIMBURSED BUSINESS EXPENDITURES: 
 
Celebration Baptist Church has an accountable reimbursement plan. Employees will be reimbursed for all 
approved business-related expenses up to the maximum amount budgeted for their expenses, upon 
submission of accurate and receipted expense reports. All purchases must be approved on a spending 
request before funds are spent. Receipts are required for each cash expenditure. Employees are requested to 
submit these reports to the Church Administrator at the end of each month. The Church Administrator and 
the Treasurer or Assistant Treasurer reviews all expenditure reports. The Church Administrator and 
Treasurer must approve any reimbursements that exceed the annual budget for individual employee 
business reimbursements.  
 
Mileage reimbursement requests must include beginning and ending odometer readings from church to the 
site of the business-related meeting, etc., and back. No reimbursement is given for miles traveled from the 
home of an employee to church or vice versa. The amount of reimbursement per mile is set by the IRS and 
will be kept consistent with the current rate.  
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EMPLOYEE REIMBURSED EDUCATION AND PROFESSIONAL 
EXPENDITURES: 
 
Pre-approved education and professional expenditures will be paid as any other type of expenditure. See 
CBC Employee Policy & Procedures Manual for policies on approval of such expenses. 
 
EMPLOYEE REIMBURSED INTERNATIONAL MISSION TRIPS: 
 
Employee reimbursements of expenditures for lodging, meals and incidentals while representing 
Celebration Baptist Church on international mission trips shall be on a per diem basis at the discretion 
of the Senior Pastor. The per diem rate shall be determined and set in advance of each trip by the 
Pastor the Church Administrator and the Treasurer. The Church Administrator or Treasurer shall 
provide written notice of per diem rates to employees prior to their trips. When per diem rates are not 
established, employees must account for expenditures according to established financial policies.  
 
EMPLOYEE USE OF CHURCH CREDIT CARDS: 
 
Church credit cards will be issued to employees based on need and at the discretion of the Church 
Administrator. All credit card charges must be preapproved as part of the weekly spending request.  The 
credit card limit is set to the total amount of credit purchases indicated on the spending request.  
 
The Church also has credit cards for Wal-Mart, Lowe’s, Office Depot and Publix.  These credit cards must 
be signed out from the Financial Assistant or, in the absence of the Financial Assistant, the Church 
Administrator.  Credit cards signed out to a designated person other than Pastoral, Leadership and 
Administrative Assistant Staff require written documentation from Pastoral, Leadership, and/or the 
Administrative Assistants.  The Pastoral, Leadership, and Administrative Assistants retain full 
responsibility for all charges made on the card while it is signed out to the designated person and for 
turning in the receipts to the Financial Assistant.  The credit card must be returned with the receipts no later 
than one week from the check out day.  Purchases made on these credit cards must be preapproved on the 
weekly spending request. 
 
Credit card charges that are not given to the church: 
The credit card receipt must be provided within 10 days of the credit card charge for business purchases.  If 
the receipt is not provided within 10 days of the purchase the charge will be deducted from the employee’s 
next paycheck. 
 
Personal charges that are made accidentally or intentionally on the church credit card: 
Personal charges should never be made on the church credit card.  If a personal charge is placed on the 
card, the Church Administrator will investigate the circumstances and determine the necessary disciplinary 
action. If a personal charge is made, the church must be reimbursed within 10 days of the purchase or the 
charge will be deducted from the employee’s next paycheck. 
  
 Abuse of credit cards will not be tolerated. The Church Administrator may revoke credit card privileges or 
reduce limits as needs dictate. Credit card purchases are subject to the purchasing guidelines of these 
Financial Policies. 
 
EMPLOYEE PAYCHECKS AND HOUSING ALLOWANCES: 
 
The church payroll is processed semimonthly and paychecks are deposited electronically to employee bank 
accounts on the 15th and last day of the month. When a payday falls on a weekend or holiday, paychecks 
will be deposited on the business day prior to the weekend or holiday.  Ministerial housing allowances are 

OPERATIONS MANUAL  PAGE 7.7 



paid semimonthly and included with the paycheck electronic deposits. When a payday falls on a weekend 
or holiday, allowances will be deposited the business day prior to the weekend or holiday.  
 
 
 
PAID HELPERS/CONTRACTORS: 
 
Any individual who is paid directly by the church for any type of non-contractual work must comply with 
any and all applicable federal, state and/or local laws, which includes completing W-4 and I-9 forms and 
providing two forms of identification (one with a picture) giving proof of U.S. citizenship or legal resident 
status.   
 
People who work contractually (provide their own tools and are in the business of providing the service for 
which they are being paid) must complete W-9 forms before payment for services will be issued if the 
payment will be $600 or more. This includes guest musicians or artists who are paid directly. Artists under 
contract with an incorporated firm that collects payment for them will not be required to complete W-9 
forms.   
 
The Church Administrator, Treasurer or Assistant Treasurer may direct the church to withhold up to 20 
percent of the fees paid to contractors for federal income tax.  
 
ACCOUNTS PAYABLE PROCESSING: 
 
Celebration Baptist Church operates on an accrual basis in accounts payable. The Financial Assistant sets 
up each vendor by terms for payment.   
 
As invoices or billing statements are received, the Financial Assistant matches them to purchase orders and 
then keys them into the payables system with a due date to be paid, taking advantage of any discounts for 
payment. Then each Tuesday, the assistant pulls all invoices due for payment within the next week and 
processes them for payment. 
 
Any invoices or billing statements received that do not have matching purchase orders, as required in the 
policy section noted Purchasing, are held until the responsible staff person or minister can be contacted 
about them. The Financial Assistant notifies the Church Administrator who will discuss the situation with 
the responsible person. 
 
Any payroll tax liabilities will be paid within three days of the date of the payroll or as required by federal 
and state regulations. The church makes payroll tax deposits electronically at a FDIC bank. 
 
All supporting documentation for accounts payable is filed by vendor with check stub attached for a good 
audit trail. 

 
Reconciling Bank Statement 

 
The Church Administrator opens the bank statement and reviews the statement for any irregular 
transactions.  The Church Administrator gives the bank statement to the Financial Assistant to reconcile.  
The Financial Assistant reconciles the bank statement each month and gives a printed reconciliation report  
to the Church Administrator to review and sign.  The Financial Assistant files the signed reconciliation 
report and the bank statement together.  
 
Uncleared checks:   
The Financial Assistant researches all uncleared checks 180 days old or older.  All uncleared checks are 
voided after 180 days. The Church Administrator signs off on all uncleared checks to be voided. Every 
effort must be made to locate the original payee for all voided checks.  If the original payee is located, a 
replacement check must be issued.  If the original payee cannot be located, the funds must be turned over to 
the State of Florida in accordance with the Unclaimed Property rules and regulations.  

OPERATIONS MANUAL  PAGE 7.8 



CASH FLOW MANAGEMENT 
 
 
The Church Administrator of Celebration Baptist Church is responsible for cash flow management. He is 
authorized to make investments in established/Stewardship Team approved money market and investment 
accounts. He also is authorized to draw on the church’s line of credit if additional monies are needed for 
general operating expenditures or capital expenditures. In his absence the Treasurer or Assistant Treasurer 
will oversee cash flow. 
 
Cash in bank and savings and investments must equal or exceed the balance of designated funds and two 
weeks’ operating expense requirements. However, the two weeks’ budget requirement may be covered by 
available line of credit. If at any time the line of credit is discontinued, then the Church Administrator will 
maintain two weeks’ budget need in cash or savings and investments. 
 
 
The Treasurer and Assistant Treasurer will act as advisors for further investment opportunities. If any new 
opportunities arise, the Church Administrator will present them to the Stewardship Team for approval and 
authorization. 
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BALANCE SHEET ACCOUNTS MANAGEMENT 
 
 
ASSETS: 
 
The church maintains a conservative statement of financial position. Equipment or other property 
purchases, building renovation or other property improvements of $500 per individual item or $3,000 per 
group of identical items that individually cost less than $500 are capitalized. Purchases or improvements of 
lesser amounts are considered supplies or repairs and are not capitalized. 
 
Fixed assets are recorded by type and are assigned a rate of depreciation at acquisition consistent with the 
rates for the particular type of asset. Depreciation begins accruing in the month of purchase. 
 
Adjustments are made to appropriate fixed asset accounts and depreciation accounts each time an asset is 
scrapped or sold, according to generally accepted accounting principles. The Church Administrator’s 
approval is required for all asset sales or other disposition for fixed assets with a book value of $5,000 or 
less. Stewardship Team action is required for the disposition of fixed assets with a book value of more than 
$5,000.  
 
LIABILITIES: 
 
Any new loans, leases or increases in the line of credit must have the approval of the Church Administrator, 
Treasurer, Assistant Treasurer and Stewardship Team.  Loans for land acquisition, buildings or major 
equipment acquirement must be presented for approval to the church in regular or special-called business 
meetings. 
 
Debt service paid from undesignated proceeds is not to exceed 12 percent of the church’s total annual 
budget without Stewardship Team recommendation and church action. 
 
Long-term liability accounts are adjusted monthly to record retired principal. Interest is accrued each fiscal 
month end. 
 
CAPITAL/DESIGNATED FUNDS: 
 
New designated funds are established only with approval of the Church Administrator, Treasurer, Assistant 
Treasurer and Stewardship Team. The Church Administrator oversees spending of designated funds to 
assure that funds are reasonably expended in good faith efforts according to the intent of the donor(s). 
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MISSIONS SUPPORT 
 

All requests for budget or special fund-raising support from the following shall be submitted to the 
Missions Team: 
 
 1. Individual missionaries going to a mission field or already serving on a mission field  
 
 2. Mission organizations—local, state, national or international 
 
If the church’s Missions Team plans a mission trip, the Team may establish guidelines to promote giving to 
aid individuals who plan to participate in the trip. The Team shall develop and oversee all promotions and 
the Church Administrator shall make final review of promotions. However, any contributions received to 
benefit a specific individual’s participation in a mission trip or other mission endeavors are not necessarily 
eligible for contribution credit for income tax purposes. 
 
Individual church members who participate in short-term mission endeavors or trips apart from those 
planned by the Missions Team should not solicit support from the church as a whole or from specific 
organizations, such as Bible study groups. Therefore, the church’s directory or individual organization 
rosters should not be used to solicit support.  Individual church members may approach other church 
members they know personally on a one-on-one basis. 
 
The Missions Team shall establish a plan for missions support in conjunction with the development of the 
annual missions budget. They shall follow the same guidelines established in the section of the financial 
policies entitled Budget Development and Administration. 
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BUDGET DEVELOPMENT 
AND ADMINISTRATION 

 
BUDGET DEVELOPMENT: 
 
The budget is developed according to the purpose and vision of the church. It is divided into  twelve major 
categories: Ministry Receipts,  Missions, Pastor Programs, Christian Living, Student Ministry, Children’s 
Ministry, Preschool Ministry, Worship & Creative Arts, Administration, Personnel, Grounds and Facilities, 
and Dept Retirement. Budget accounts are created and assigned to one of these areas depending upon their 
role in fulfilling the mission of the church. Personnel costs are also distributed according to the function of 
staff in fulfilling the mission of the church. 
 
The Church Administrator is responsible for the overall planning of the budget development process. Each 
budget account is the responsibility of a staff person or minister.   
 
Ministry Plan Development 
Ministers and program directors write a ministry plan each year. They begin by reviewing the purpose of 
the church and ensure that the purpose of each ministry is consistent with that purpose. They then develop 
goals to support the purpose of the ministry, objectives that support each goal and action steps that support 
each objective. Each action step contains needed leadership, anticipated dates, anticipated location and 
projected costs. The ministry plans are combined together and ultimately form the church budget. 
 
Ministers and program directors meet with their leadership and committees to plan their ministry plans. 
They review each program to determine if it is still effective in reaching the purpose of the ministry and 
ultimately the purpose of the church. Programs are prioritized with the most effective at the top of each 
ministry plan. Those programs deemed ineffective are eliminated and replaced with better options.  
 
When preliminary ministry plans are complete, they are delivered to the church administrator. He combines 
all ministry plans into one file. Ministry giving is projected and the preliminary budget is created. The 
church administrator works with ministers and program directors to ensure that projected receipts match 
projected expenses. 
 
Ministers and program directors present their ministry plans and budgets to the Stewardship Team and the 
Trustees.  
 
The annual budget process may require additional meetings of the Stewardship Team. After each of these  
budget planning meetings, the Church Administrator works with necessary staff and Team chairmen to 
refine their individual budgets and prepares a new budget proposal for the Stewardship Team to consider. 
This process is repeated until a final budget is drafted and approved. 
 
Once approved by the Stewardship Team, the annual budget is presented by the Church Administrator to 
the, Board of Trustees and then the church at the regularly scheduled annual business meeting. Annual 
budgets are provided to the church membership at least two weeks prior to the annual business meeting. 
They are also available at the annual business meeting. 
 
BUDGET ADMINISTRATION: 
 
The Church Administrator is responsible for the day-to-day administration of the budget. The Church 
Administrator works with staff persons and Ministers to explain any budget variances and to assure 
adherence to church-approved budget guidelines. The Church Administrator may authorize reallocation 
within primary budget accounts and sub accounts from the monthly breakdowns originally approved by the 
Stewardship Team without further Stewardship Team action as long as the annual budgets for accounts 
remain unchanged and the church’s cash flow can accommodate the reallocation. The Church 
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Administrator also may authorize reallocations between sub accounts of primary budget accounts without 
further Stewardship Team action. 
 
Over-budget spending requires approval as follows: up through $500 requires approval of the Church 
Administrator; from $501 through $2,500 requires the approval of the Church Administrator and Treasurer 
or Assistant Treasurer. Amounts over $2,500 require the approval of the Stewardship Team as long as total 
budget expenditures for the church have not exceeded the lesser of $10,000 or .2% of the budget plan. Any 
overages greater than this amount require church approval. All overages must be specifically reported to 
the Stewardship Team at the next available meeting. 
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FINANCIAL REPORTING 
 
 
CHURCH REPORTING: 
 
The church’s budget and fiscal year is the calendar year. The Church Administrator is responsible for the 
financial reports of the church. The Church Administrator and/or Financial Assistant reviews financial 
statements with the Treasurer and Assistant Treasurer. Upon request they receive copies of all journal 
entries, accounts payable and check registers, payroll registers and contribution reports. 
 
The Financial Assistant performs a monthly and annual analysis of designated fund spending and submits 
reports to the Church Administrator, Treasurer, Assistant Treasurer and Stewardship Team.  
 
Monthly income statements, like the budget, are formatted into major categories: Ministry Receipts,  
Missions, Pastor Programs, Christian Living, Student Ministry, Children’s Ministry, Preschool Ministry, 
Worship & Creative Arts, Administration, Personnel, Grounds and Facilities, and Dept Retirement. Annual 
income statements are prepared to meet the financial reporting requirements as determined in generally 
accepted accounting standards FAS-117. 
 
Financial statements, which include a statement of financial activities with budget comparison, a statement 
of financial position and designated fund balances and analysis reports, are prepared monthly and 
distributed to the church staff and Stewardship Team.   
 
Each staff person and Minister receives a monthly detailed transaction report for each account he or she 
manages. Any questions from these people are directed to the Church Administrator and/or Financial 
Assistant who will oversee preparation of any necessary adjusting entries. At year end, each staff person 
and Minister receives annual detailed transaction reports and are allowed two working days to review. Any 
necessary adjustments are made before closing the year and preparing final annual financial statements. 
 
The church meets in regular business session at least once per year. Summaries of the most recent year-to-
date financial statements shall be printed in the Book of Reports prepared for each business meeting. 
Detailed financial statements also are available at the business meeting for any members requesting them. 
Also, financial statements are kept on file in the church office and are open for review by any church 
member during regular office hours or by appointment with the Church Administrator. 
 
A verbal presentation of the church’s financial status is presented at each regularly scheduled business 
meeting by the Administrator, Treasurer or Assistant Treasurer.  
 
AUDITING: 
 
The church’s Stewardship Team establishes the scope of their audit annually.  
 
The church’s financial records are audited as funds are available by an independent certified public 
accountant with no ties to the church. The Church Administrator, Accounts Receivable Assistant and 
financial office staff shall work with the auditor to assure all documents required for the audit are made 
available. At the completion of the audit, the auditors will meet with the Stewardship Team, Church 
Administrator, Financial Assistant, Treasurer and Assistant Treasurer to review the audit results and any 
suggested journal entries.   
 
The audit report will be presented to the Stewardship Team at their next scheduled meeting.   
 
Post-audit financial statement summaries shall be included in the next Book of Reports and made available 
at the next business meeting of the church. Also, a letter from the auditor attesting to the accuracy of the 
church’s financial records shall be included in the Book of Reports following the audit. A member of the 
Steward Team shall give a verbal report of the annual audit at this meeting. 
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All financial statements and supporting documentation are archived for five years; annual statements are 
permanently archived. 
 
 
SOUTHERN BAPTIST CONVENTION REPORTING: 
 
The church shall submit an annual financial report along with other church records information on a 
voluntary basis. 
 
STATE AND FEDERAL GOVERNMENT REPORTING: 
 
The church shall submit all quarterly and annual reports in compliance with federal and state regulations. 
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Celebration Baptist Church 
Stewardship Team 

Audit Function 
 

Purpose 
The Stewardship Team is established to provide objective assurance activities designed to improve the 
church’s operational effectiveness and efficiency and minimize risk exposure. It helps the church 
accomplish its objectives by bringing a systematic, disciplined approach to evaluate and improve the 
effectiveness of the risk management, control and governance processes. 
 
The scope of work of the Stewardship Team is to determine whether the church’s network of risk 
management, control, and governance processes is adequate and functioning in a manner to: 
 

 Provide assurance that the church is operating in an effective and efficient manner that 
demonstrates the wise stewardship of time and material resources. 

 Provide assurance that key risk areas of the church are being managed by the use of adequate 
internal controls in its operational systems. 

 Provide assurance that the financial disclosures made by the management of the church reasonably 
portray the ministry’s financial condition, results of operations, cash flow needs, and long-term 
commitments. 

 Provide assurance that the church is in reasonable compliance with pertinent laws and regulations, 
is conducting its affairs ethically, and is maintaining effective controls against leadership and 
employee conflicts-of-interest. 

 
 
Authority 
 
The members of the Stewardship Team are authorized to: 

 Have unrestricted access to all church functions, records, property and personnel. 
 Allocate resources, select audit topics, determine scopes of work, and apply the techniques 

required to accomplish audit objectives. 
 Obtain the necessary assistance of personnel in areas of the church where they perform audits, as 

well as other specialized services from within or outside the organization. (Any costs for outside 
services must be planned in advance, so they may be included in the budget.) 

 
The members of the Stewardship Team are not authorized to: 

 Perform any operational duties for the church. 
 Initiate or approve accounting transactions. 
 Direct the activities of any church employee, except to the extent such employees have been 

appropriately assigned to assist the work of the Team. 
 
 
Responsibility 
The Stewardship Team shall have the following responsibilities and duties: 

Planning 
 Throughout the year, inquire of management and the independent accountants about any possible 

risks or exposures they are aware of which might be negative to the church. 
 Review the church’s audit universe (possible auditable topics, such as functions or processes) and 

perform a risk assessment of each audit topic. Financial, compliance, information technology, and 
operational type audits should be considered. Prioritize potential audits.   

 Develop an annual risk-based audit plan, including any risks or control concerns identified by 
management. 
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Execution 
 Review and update each internal audit checklist that is to be used in auditing the assigned area. 

Assure completion of coverage, reduction of redundant efforts, and the effective use of other audit 
resources. Consider scope of audit work for each area to review. Assignment of audit areas should 
be based on the Team member’s area of expertise and spiritual gifts. 

 In the performance of each internal audit, the following objectives should be considered: 
o Review the reliability and integrity of financial and operational information. 
o Ensure compliance with church policies, plans, procedures, laws and regulations which could 

have a significant impact on the church’s operations and reports. 
o Review safeguards over church-owned assets. 
o Ascertain whether results of operations or programs are consistent with established ministry 

objectives and goals and whether the operations or programs are being carried out as planned. 
 
Reporting and Communication 
 Inquire of management regarding Team findings in the internal audits and assist management in 

developing steps to be taken to eliminate or reduce such risks or exposures to the church. 
 Communicate to the church membership annually, as to what procedures were performed during 

the year and what improvements were implemented. 
 Meet periodically with the church’s legal counsel to discuss legal matters that may have a 

significant impact on the church’s operations. 
 
Financial and Legal Reviews 
 Review the church’s monthly financial reports for irregularities. Obtain explanations of variances 

from appropriate staff or the treasurer and/or assistant treasurer(s). 
 Review legal and regulatory matters that could have a significant impact on the church’s finances 

and related church compliance procedures. Correspondence from governmental agencies should 
be reviewed. 

 
Independent Accountants 
 Nominate and engage the independent accountants, approve the compensation of the independent 

accountants, and review and approve the discharge of the independent accountants. 
 Confirm and assure the independence of the independent accountants, including a review of 

management consulting services and related fees. 
 Work with the independent accountants in planning the audit scope of work.  
 Review with management and the independent accountants, at the completion of the annual 

examination, the audited financial statements, accountants’ report and recommendations. 
 Inquire about significant accounting and reporting issues that may affect the church. 
 Implement the annual plan, as approved, including as appropriate any special tasks or projects. 
 
Other 
 Perform any other functions as assigned by the church’s articles of incorporation, bylaws or 

governing body. 
 Work in conjunction with management’s requests to the Team for assistance in special reviews or 

studies. 
 Stay current on emerging issues that could impact the church in the future. 
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Execution 
 Review and update each internal audit checklist that is to be used in auditing the assigned area. 

Assure completion of coverage, reduction of redundant efforts, and the effective use of other audit 
resources. Consider scope of audit work for each area to review. Assignment of audit areas should 
be based on the Team member’s area of expertise and spiritual gifts. 

 In the performance of each internal audit, the following objectives should be considered: 
o Review the reliability and integrity of financial and operational information. 
o Ensure compliance with church policies, plans, procedures, laws and regulations which could 

have a significant impact on the church’s operations and reports. 
o Review safeguards over church-owned assets. 
o Ascertain whether results of operations or programs are consistent with established ministry 

objectives and goals and whether the operations or programs are being carried out as planned. 
 
Reporting and Communication 
 Inquire of management regarding Team findings in the internal audits and assist management in 

developing steps to be taken to eliminate or reduce such risks or exposures to the church. 
 Communicate to the church membership annually, as to what procedures were performed during 

the year and what improvements were implemented. 
 Meet periodically with the church’s legal counsel to discuss legal matters that may have a 

significant impact on the church’s operations. 
 
Financial and Legal Reviews 
 Review the church’s monthly financial reports for irregularities. Obtain explanations of variances 

from appropriate staff or the treasurer and/or assistant treasurer(s). 
 Review legal and regulatory matters that could have a significant impact on the church’s finances 

and related church compliance procedures. Correspondence from governmental agencies should 
be reviewed. 

 
Independent Accountants 
 Nominate and engage the independent accountants, approve the compensation of the independent 

accountants, and review and approve the discharge of the independent accountants. 
 Confirm and assure the independence of the independent accountants, including a review of 

management consulting services and related fees. 
 Work with the independent accountants in planning the audit scope of work.  
 Review with management and the independent accountants, at the completion of the annual 

examination, the audited financial statements, accountants’ report and recommendations. 
 Inquire about significant accounting and reporting issues that may affect the church. 
 Implement the annual plan, as approved, including as appropriate any special tasks or projects. 
 
Other 
 Perform any other functions as assigned by the church’s articles of incorporation, bylaws or 

governing body. 
 Work in conjunction with management’s requests to the Team for assistance in special reviews or 

studies. 
 Stay current on emerging issues that could impact the church in the future. 



























































































Celebration Baptist Church Printer & Copier User Codes 

Printer & Copier User Codes 
 

Ministry Code 
Missions 1005 
Evangelism 1010 
Adult Discipleship 1015 
Student 1020 
College 1025 
Children 1030 
Preschool 1035 
Worship & Creative Arts 1040 
Ministry Support 1045 
Grounds & Facilities 1050 
Weekday Preschool 1055 
After School 1060 
Singles 1065 
Women’s Ministry 1070 
Men’s Ministry 1075 
MOPS A 1080 
MOPS B 1085 
AWANA 1090 
Upward 1095 
Personal (enter on sheet) 9999 
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Celebration Baptist Church Wednesday Night Supper Procedure 
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WEDNESDAY NIGHT SUPPER PROCEDURE 
 
 

1. Pick up metal money box (office safe) and three rolls of tickets. 
 
2. Bank bag with money is under change tray in metal box.  Take out money for 

change. Keep ones in change tray and larger bills under the change tray. 
 
3. Take rolls of tickets and record the beginning number on the record sheet 

provided in the bottom of the metal box. 
 
4. Tickets: 

 Orange for Adults 
 Blue for Kids (K-5th) 
 Black for Preschoolers – Free 
 Baptist Children’s Home  – record on sheet given 
 AFS – give appropriate ticket – adult or child 

 
5. Record on record sheet anyone who does not pay, pays extra or   any other 

discrepancy. 
 
6. End of Night – Record ending number of ticket rolls. Record totals, subtracting 

beginning # from ending #. Put in bank bag; record sheet checks, cash, change, 
AFS tickets and other tickets. You do not need to count the money. 

 
7. Put bank bag & rolls of tickets in the safe from the gym side of  FAB. 
 
8. Put metal box back in office or outside the office door. 
 























Spending Plan Procedure 
 
Step Task Person Responsible Due By 
1 Review your copy of the current 

spending plan. 
Leader or assistant Monday morning 

2 If any purchases have been made 
on a church credit card, go online 
and check the month to date credit 
card statement for your church 
credit card. 

Leader or assistant Monday morning 

3 If any purchases have been made 
on a church credit card, attach 
receipts for all purchases to the 
purchase order with the account 
number printed on the receipt.  
If the expense was for more than 
one person (i.e. meals) note all 
participant names on the receipt. 

Leader or assistant Monday morning 
 

4 Turn in the above packet to the 
Administrator 

Leader or assistant Monday before 
noon 

5 Administrator reviews information 
and delivers it to the bookkeeper.  
If receipts are missing the packet 
will be returned to the cardholder 
to procure. 

Administrator Monday afternoon 

6 Create a spending plan for the 
upcoming week for all purchases 
and turn into the Administrator.  
Indicate which purchases if any 
will be on a church credit card. * 

Leader Monday morning 

7 Administrator reviews the 
spending plan and delivers to the 
bookkeeper 

Administrator Monday Afternoon 

8 For staff members holding a 
church credit card, adjust credit 
card limit to include receipted 
purchases plus the items to be 
purchased that week on the new 
spending plan.  A purchase order 
will be given back to you with 
your spending for that week. The 
purchase order should be turned in 
the following week with receipts 
and /or invoices attached. 

Bookkeeper Monday Afternoon 

 
* All spending (credit card and invoiced) must remain below the current operating limit 
(usually 80%) 



Ministry

Requestor

Week beginning Date
Week begins on Sunday

Dept No. Acct No. Item Description Reason for Purchase Cost
Master Card

Total Master Card -$           
Store Charge

Total Store Charge -$           
Reimbursement

Total Reimbursement -$           
Other (Credit Cards/Petty Cash)

Total Other Credit Card -$           

Total purchase projection -$           

__________________________ Date_____/_____/_____

__________________________ Date_____/_____/_____

Minister/Director Approval: 

Administrator Approval: 

Weekly Spending Plan



























Employment History: 
 
Present Position: 
Employer:______________________________________________________________ 
 
Address:________________________________________________________________ 
 
Supervisor:______________________________Phone:___________________________ 
 
Email:______________________________Position Title:_________________________ 
 
From:________ To:________ Responsibilities__________________________________ 
 
_______________________________________________________________________ 
 
Salary:_____________________Reason for Leaving:_____________________________ 
 
Previous Position: 
Employer:_______________________________________________________________ 
 
Address:________________________________________________________________ 
 
Supervisor:_______________________________Phone:__________________________ 
 
Email:______________________________Position Title:_________________________ 
 
From:_______________________________To:_________________________________ 
 
Responsibilities:__________________________________________________________ 
________________________________________________________________________ 
 
Salary:___________________Reason for leaving:_______________________________ 
(Use additional paper if needed) 
 
May We Contact Your Present Employer?  Yes____________  No__________________ 
 
Reference: 
Name/Title Address Phone 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
I certify that information contained in this application is true and complete.  I understand 
that false information given may be grounds for not hiring me or for immediate 
termination of employment at any point in the future if I am hired.  I authorize the 
verification of any or all information listed above. 
 
Signature____________________________ Date________________________________ 





MINISTER:

MONTH:

Business Purpose Beginning Ending Number of
Date Point of Origin Destination (be specific) Odometer Odometer Miles Driven

Total 0.0

Total Reimbursement: $0.00

Return the completed form to the CBC Accounting Office by the 10th day following month-end. 
A separate form should be completed for each different vehicle driven during the month.
Questions concerning the use of this form should be addressed to the Administrator at x16.

Employee Signature ______________________________________________________     Date   ____________________

TRAVEL

CELEBRATION BAPTIST CHURCH
MONTHLY BUSINESS MILEAGE LOG





 
 
 

Renovation Request Form 
 
 
 
How much is the renovation going to cost? (Total Cost)       
 
 
Where is the money for the renovation coming from?       

 
Why is the Renovation needed?      

 
What are the details of the Renovation?       
 
 
When  is the Renovation is to be started and completed?       
 
 
Who is in charge of the Renovation and who will actually be doing the 
work? 
 
      
 
 
 
Minister/Director Approval ____________________ Date ___/___/___ 
 
     Administrator Approval ____________________  Date ___/___/___ 







 
 

CELEBRATION BAPTIST CHURCH 
 Accident / Incident Form 

 
(Please print all information.) 
 
Date of accident: ___________________________________  
 
Time of accident: _________________________________ 
 
Name of child/youth/adult injured: ________________________________Age:_____ 
 
Address of child/youth/adult:  
 
____________________________________________________________________ 
 
Location of accident: 
____________________________________________________________________ 
 
Parent or guardian: ____________________________________________________ 
 
Phone: ______________________________ 
 
Name of person(s) who witnessed the accident: 
 
Name: _________________________________________________ 
 
Phone: _______________________________ 
 
Name: _________________________________________________ 
 
Phone: _______________________________ 
 
Name: _________________________________________________ 
 
Phone: _______________________________ 
 
Describe accident and the actions taken to address any injury: 
 
 
 
 
 
 
 
 
______________________________________________________________________
Signature of Person Completing Report                                               Date/TIme 
 
______________________________________________________________________ 
Signature of Parent/Legal Guardian or Individual Injured                     Date/TIme 







Event Name:
Event Date:
Event Time:

From To

Ministry Leadership:
Account Number:
Project Number:

Tasks Date
Facility Reserved
Advertising (Start Date)
Advertising (End Date)

Receipt Projection Participants Total
Fee/Ticket Price - Concert -              
Fee/Ticket Price - Conference -              
Leaders
Budget Money
  Total Receipts -            

  Total Participants 0

Expenses
Band Deposit
T-Shirts
Design Set
Speaker
Advertising
Honorarium
Food
Printed material
Band & speaker expenses
  Hotel ($300-Band, $200-Speaker)
  Food ($300-Band, $100-Speaker)
  Other ($200-Band, $50-Speaker)
Band Charge
  Total 0

Net Difference -           

Printing Costs
Cost per Book
Leaders & participants 0
  Total 0

T-Shirt Costs
  Shirt cost
  Participants 0
    Total 0

Event Planning Income & Expense Form



 
 

EVENT PLANNING CHECKLIST 
 
 

Event _______________________  Date ___________________ 
 
Ministry Area ______________________ 
 
 

 Planning Details Evaluate 
 Cast Vision / Staff / Church 

 
 
 
 

 

 Purpose for Event (Goals) 
 
 
 
 

 

 Budget Event 
 
 
 
 

 

 Calendar Event / Reserve facilities 
 
 
 
 

 

 Planning Timeline 
 
 
 
 

 

 Equipment Needs / Vendors 
 
 
 
 

 

 Build Leadership Team 
 
 
 
 

 

 Build Prayer Support 
 
 
 
 

 



 Promo Event 
 
 
 
 

 

 Volunteers Needed 
 
 
 
 

 

 Make detail checklist of all needs / Vendors / Workers / Equipment 
 
 
 
 

 

 Training / Meetings Needed 
 
 
 
 

 

 Event Set Up 
 

 
 
 

 

 Event Follow Up 
 
 
 
 

 

 
Event Report 

 
 

1 Was purpose / goals met? 
 
 
 

  

2 Did event stay within 
Budget? 
 
 

  

3 Share event highlights, 
positive notes, testimonies, 
etc. 
 

  

4 Share event improvement 
notes, problem areas, etc. 
 
 

  

5 Plan to do it again next 
year? 
 
 

  





Before you begin filling out this form, please save a copy to your documents.  When completed, please email this as an attachment
to John Buck.

Requested By:

Date Requested:

Location Safety 
Issue?

Safety Reason Date 
Needed

 

 

Facility Manager Use Only

Comments:

Date Completed

Request

Maintenance Request Form

They

 



CELEBRATION BAPTIST CHURCH 
EMPLOYEE STATUS FORM 

 
EMPLOYEE PROFILE 

Employee Name:       Social Security #:       

Date:       Date Effective:       

EMPLOYMENT CHANGES 

New Hire:  Job Title:       Department:       

Rehire:  Job Title:       Department:       

Temporary:  Start Date:       End Date:       Department:       

Terminated:  Start Date:       End Date:       Department:       

CLASSIFICATION CHANGES 

Change   Old Information New Information 

Title:  Title/Dept:       Title/Dept:       

Shift:  Shift:       Shift:       

Salary:  Salary:       Salary:       

Status:  Status:       Status:       
 
Other changes:    

 

Notice Of COBRA Rights?       Date Provided:       

Election Of COBRA?       Date Started:       

ADDITIONAL COMPENSATION/BENEFITS INFORMATION 
 
403 (b) Retirement_________________ monthly (per pay period __________) 
 
Health Insurance___________________monthly (per pay period __________) 
 
Comp Benefits_____________________monthly (per pay period __________) 
 
Aflac_____________________________ monthly (per pay period _________) 
 
Guidestone________________________monthly (per pay period)__________) 
 
I understand that the amount of such reduction, pursuant to this election, will be withheld from my paychecks and paid by 
my employer into my account in the plan.  I further understand that written notice must be given before the effective date of 
any modification.  This election will remain in effect until I revoke it in writing or until I complete a new Employee Status 
Change Form. 

 

Employee Signature  Date 

Supervisor Signature  Date 
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