
 

MISSIONAL INVESTMENT + RETIREMENT DISTRIBUTION INSTRUCTIONS 
 
Before you begin the MIF process, it will be extremely helpful to meet with your church council 
beforehand to have them endorse the retirement election percentages (in whole numbers). This will 
ensure a smooth process when you arrive at the retirement dispersal screen.   
 
What to do first 

When you first log in to The Hub on the home screen, you can appoint leaders to your church using the 
blue button titled ‘Manage Church Staff and Volunteer Appointments.’ Please refer to these training 
resources: Video - Instructions  
 
It is critical that you appoint the Church Council members serving at your church. Upon submission of 
the retirement allocations, an email will be sent to the church council members showing the selected 
distributions, ensuring compliance with Article 16 of the Foursquare Bylaws. 
  
Appoint any other leaders serving at the church. This allows us to curate content and offer training to 
equip your teams serving in the different ministry roles at your church. Additionally, any W-2 employee 
not already appointed to a Leader role must be appointed to one to be eligible to receive retirement 
allocations in the new MIF process. If the person already has an Empower retirement account, selecting 
W2 Employee from the drop-down list on the Edit screen will automatically change their retirement 
eligibility status to Approved. If they do not have an existing Empower retirement account, you will need 
to click the hyperlink ‘Request for Retirement Eligibility’ so they can complete the enrollment process. 
They must complete the enrollment process before receiving retirement funds in the MIF process, so you 
may need to wait several days until that process is complete before moving forward with the MIF. 
 
The new MIF process 

Once you have your teams properly appointed in The Hub, select ‘Reports,’ then ‘MIF and Retirement,’ 
and choose the MIF period for your church (see the following screenshot). This will launch the new 
missional investment and retirement process required of all churches. 
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The first part of the screen shows where the church is with their: 

1. FMCR Reports, they must have six; 
2. Extension Tithe, they must be at 10% and  
3. Missions Giving, they must contribute monthly.  

The screen provides an overview with links to any outstanding reports or missing items, allowing for 
quick resolution.  

 
 
A blue button showing any outstanding amounts will appear to make up any outstanding extension tithe 
or missions contributions. 
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Once the MIF Criteria (FMCR report, Extension Tithe, and Missions Giving) show ‘Complete,’ we can 
scroll further down to see any overdue insurance and loan amounts past 60 days. In this example, there 
is an $851 insurance balance in arrears. Any overdue insurance or loan balances are deducted from the 
MIF amount first before being deducted from the retirement funds. 

 
 
Below that is a list of all appointed Church Council Members. If there are no church council members, 
‘Missing’ will appear in red text, and the FMCR Approver needs to use the ‘Staff and Volunteer 
Appointments’ page to add their Church Council Members. After adding all church council members, 
the blue button titled ‘Go to Distribution of Missional Investment Funding’ appears at the bottom of the 
screen.  

 
 
Clicking on the button brings us to the ‘Distribution of Missional Investment Funding’ screen, where a 
notification tells us that part of our missional investment funding is covering the outstanding insurance 
balance of $851. We can also see the ‘Original MIF Amount’ and the ‘Revised MIF Amount’ for 
transparency. The FMCR Approver can now record how to distribute the church’s MIF funds. Once a 
selection is made, we can click on the blue button titled ‘Next to Corporate Retirement Allocation.’ 

 
 
The Retirement Allocation Form 

Note that retirement can only be granted to employees; if an employee is not listed on this screen, the 
FMCR Approver will need to add them and/or request retirement eligibility from the ‘Church Staff and 
Volunteer Appointments’ page (see link at the top of the page here).   
 



 

 4 

For reference, the church’s earlier retirement allocations appear in the upper-right-hand corner here. 
This information helps keep continuity in disbursals. 

 
 
For the employees listed, enter the percentage they are supposed to receive, or mark the checkbox to 
evenly disburse across the listed employees. Express the percentage as a whole number. That means, if 
there are three people, as in our example, one must have 34% of the retirement allocation, while the 
remaining two have 33% to distribute the full 100%. You can see the ‘Total Allocated Amount’ matches 
the ‘Total Foursquare Corporate Funding Allocation Amount’ of $856.00. 

 
 
When finished, select ‘I Agree’ in the affirmation section, indicating the church council has approved the 
allocations for the employees above. Now you can select the ‘Submit MIF and Retirement Allocation’ 
button, triggering an email to the FMCR Approvers and Church Council members of the selected 
disbursements. 

 
Congratulations, you have completed the new Missional Investment Funding process that includes 
retirement allocations! 
 
If you experience any challenges or have any concerns, please reach out to thehub@foursquare.org, and 
we will resolve the issue as quickly as we can.  
 
 


