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Local Church Treasurer & Bookkeeper Procedural Manual 2025
Manual 146 summarizes the duties of the Church treasurer.
Monthly
Enter all donations and other income into the accounting program. 
Pay all bills, ensuring you have a copy of the invoice, and that it shows the GST amount, where applicable.  Enter these into the accounting program. 
Reimburse employee and volunteer expenses, ensuring you have a copy of receipts including GST amount, where applicable, and confirming expenses were budgeted. 
Send payroll remittances (PD7A) to CRA (unless you are a quarterly remitter, then do it quarterly).
Send RSP contributions for employees to National Board.
Remit Giving to Others allocations to the District and National Board.  This includes 8.5% of adjusted income to the District and education and calculate 5.5% of adjusted income to National Board for World Evangelism Fund. Calculating Goals Manually_FTM 3.0 
Reconcile credit card statements. 
Properly record and reserve designated funds or reserves. 
Balance the bank statement total with the accounting program total, less cheques not through.
Prepare financial statements, including balance sheet, to submit to the local church board for review.  Include any statistical analysis you believe would be helpful.  Give advance notice of major expenses coming up, such as insurance. 
Back up your accounting program. 
[bookmark: _Hlk114050343]Forms are available at  http://cwdnazarene.org/local-church-files under the Finance tab. 
Monthly Duties
January
Ask all employees to complete the TD1 and provincial taxation form (AB, SK, MB); enter the new personal tax deduction amounts into your computer program.   If it wasn’t done in December, Pastors need to complete the T1223 and the T1213.  You will need to complete a portion of the T1223.  Once the forms are submitted to CRA, you will receive a letter back confirming you can reduce tax at source.  Keep this letter on file.
Adjust your payroll with new year taxation amounts. 
Complete donation receipts and distribute with the following:
· A thank you letter.  
· This is a good opportunity to let donors know the ways and means they may give.  Let them know they may give by e-transfer and by credit card.  If you are not set up to take donations this way, the District can help.  E-transfers may be sent to nazarene@telus.net and the funds will be sent back to you by cheque.  Credit card payments may be made here:  https://www.surveymonkey.com/r/NazareneFundingPortal.  
· This is also a good time to let your donors know of any special projects you have.  
· Ensure you have your designated giving policy somewhere in the letter; in this way you can confirm you have made every effort to ensure everyone knows of the policy. 
There is a specific format that donation receipts must have. A sample donation receipt can be found here:   https://www.canada.ca/en/revenue-agency/services/charities-giving/charities/sample-official-donation-receipts.html
This month churches are encouraged to give to Nazarene Theological Seminary either through promotion of the Seminary to the congregation or through provision made in the Annual budget. 
Canada Summer Jobs applications are due in December. Canada Summer Jobs provides wage subsidies to employers from not-for-profit organizations, the public sector, and private sector organizations with 50 or fewer full-time employees, to create quality summer work experiences for young people aged 15 to 30 years. More information here: https://www.canada.ca/en/employment-social-development/services/funding/canada-summer-jobs.html
February 
Begin budget development for the upcoming year.  A guide to budget development and a sample expenditure budget are available on the website. Invite all ministries in the church (e.g. NMI, SDMI, NYI, Worship, Hospitality, etc). to submit their budget requests.  Remember the church should be setting aside some money each year and putting it in a reserve for major property repairs or upgrades and for pulpit supply during the pastor’s sabbatical. It would also be good to budget for community outreach. The chart below delineates the District recommendation for expenditure percent. 
	Employment expenses, cost of position(s) (including salaries, RSP, health care, car allowance, hospitality expense, employers portion of EI and CPP and all other expenses related to employees) Includes all employees including contract workers.  
	40-50%


	GTO percentage (World Evangelism Fund, District and Education support)
	14%

	Administration, program, facility and capital expenditures
	30-45%



Complete T4’s and send to staff persons.  Complete and submit the T4 Summary.
Remember:  Box 40 should contain the RSP the church contributed for the Pastor and the life, accidental death and critical care portion of Health Care. 
Box 30 should contain nothing unless the Pastor received free taxable benefit housing
If the Pastor did not hit the maximum EI contribution, then in Box 24, it should be Box 14 less life insurance, accidental death and critical care insurance, because you didn’t deduct EI on these amounts.
If the Pastor did not reach the maximum CPP contribution, then in Box 26, it should be Box 14 less the housing portion of income because you did not deduct CPP on the housing portion. 
Complete T4A’s and the T4A Summary for anyone you paid over $500.00 (unless they are invoicing you). This might include amounts paid as honorariums to special speakers. 
If applicable, complete the T4A-NR and Summary.  This is for non-residents and does not have a $500.00 exemption.  If you paid an honorarium to a speaker from outside the country, you will likely need to complete a T4ANR. 
This is also the month for churches to collect the Nazarene Missions International Alabaster offering. These funds should be sent to the National office.  Remember Alabaster funds are a deduction when calculating your Giving to Others (GTO).
If you have any students planning on attending Ambrose in the next year, encourage them to apply for the Servant Leadership Scholarship.  Your church will be asked to commit to providing a certain amount each year of the student’s attendance at Ambrose; Ambrose will match the amount the local church contributes and the District will contribute $1000.00.  There is a deadline for applying for this scholarship so please get the word out! https://ambrose.edu/scholarship/church-servant-leadership-scholarship-0
Registration for Alberta Family Camp starts this month. Consider sponsoring a family to attend Family Camp! 
March
Assist the board in reviewing financial arrangements in all staff Written Understandings. The District can provide a guide to assist you in making decisions regarding salaries and can also provide salary data from the Canadian Council of Christian Charities that will assist you.  All Written Understandings for Senior Pastors need to be updated, signed, and submitted to the District office annually.   
March is the month we promote District Camp ministries.  Your church will receive promotional materials for this. Any funds raised for District camps should be sent to the District office for distribution. 
Since you are working on budget, this is also a good time to review staff salaries, if you haven’t already done so in your budget preparation.    Ensure that staff cost of position salaries do not exceed 50% of your expenditure budget.   The District can provide salary ranges from the Canadian Council of Christian Charities compensation study that will assist you in your decisions. 
Easter offering for World Evangelism Fund should be taken this month (or next).   The amount raised at this offering reduces the 5.5% of adjusted income that needs to be contributed.  To clarify, at the end of the year you should have contributed 5.5% of total adjusted income OR the amount that was raised for World Evangelism Fund through special offerings – whichever is greater.  The funds should be sent to National Board. 
The budget that you started working on last month should be brought before the board for discussion.  
April
Complete the year-end financial statements.  
Submit your GST rebate requisition.  (If you are not filing bi-annually, you might need to do this at a different time.)
Every 5 years, (on years ending with “0” or “5”), ensure an independent review of the books is done.  Independent review simply means someone other than yourself should review the bookkeeping, preferably someone outside your congregation.   The review should cover ensuring that basic requirements for CRA, the District and Manual of the Church of the Nazarene are followed. It should review that local church procedures and policies are being followed and that generally accepted accounting principles are met. It should also check for evidence of fraud or mismanagement of funds. The District provides a separate guide for the Independent review, which can be found on the website.
If you have a bond with the District, review the bond statement you will receive to ensure your records match the District record.  The District pays 3% return on investment.  The Bond Fund is a good place to store designated funds or savings.   As a reminder, donor restricted funds (designated gifts) can not be comingled with other funds; the Bond fund is an option for these funds. 
Together with the Church Board Secretary review and record all employees’ holidays, sick days and unpaid leave of absence days taken during the fiscal year.  Some of these benefits carry forward and the record may be needed if the event of a short- or long-term disability claim. 
Here’s a year end reporting tip:  The amount the church reports on the Annual Pastor’s Report (APR) for World Evangelism Fund giving and Alabaster offering must match what is reported to Nazarene Missions International by the NMI President.  Cross check your reports please. 
The proposed budget for the coming year should be approved by the church board.
Administrative Professionals Day is the Wednesday of the last full week of April.  Speak with the Board regarding how you will express your appreciation to your Church secretary or others assisting in administrative roles. 
May
In preparing the Annual financial report to be presented at the Annual General meeting, be sure to include an Income and Expense statement with a budget comparison column so that constituents can see how the actual compares to the projected.  Also include a Balance sheet to keep them informed of account balances and the overall health of the finances.    
Remember year end is a good time to present your board with the not only the financial statements but the corresponding bank statement.  This gives them opportunity to confirm you are balancing with the bank, which is of crucial importance. 
Blue Cross Supplementary insurance renews this month.  Adjust your payroll with new Blue Cross supplementary insurance amounts that are taxable.  
If the Pastor’s salary has changed, recalculate tax deductions keeping in mind the following taxation guide.
	
	Taxable
	CPP
	EI

	Cash salary
	Y
	Y
	Y

	Cash clergy housing
	N
	N
	Y

	Blue Cross  health and dental paid by church
	N
	N
	N

	Blue Cross accidental death, critical care insurance paid by employer
	Y
	Y
	N

	Long Term Disability Insurance
	Employee should pay these premiums

	Church contribution to RSP
	Y
	Y
	Y

	Fixed cash car allowance
(not recommended)
	Y
	Y
	Y

	Car expenses reimbursed on receipts per km
(stay within CRA Guidelines)
	N
	N
	N

	Low or no interest loans
	Y
	Y
	N

	Hospitality allowance
	Recommend reimbursement upon submission of receipts up to a designated amount

	Cell phone charges
	Recommend reimbursement 



June
Ensure that the District Assembly Finance Committee Report is reviewed with the Church Board. 
Review the Church of the Nazarene Manual paragraphs pertaining to the responsibilities of the Treasurer, Manual 146.  
[bookmark: _Hlk194481412]Now’s a good time for financial “spring housecleaning”.  Review the Keeping files document on the website and throw away what you don’t need. 
Start work on the T3010.  Although it is not due until the end of October, completing it right away ensures the year’s financial transactions are fresh in your mind and this will assist you in completing the document.   Remember your church’s activities must align with your charitable purposes as stated when you incorporated so make sure the activities you report on your T3010 align with your stated purposes. 
 July 
Ensure the Donor restricted (designated) gift policy is known to constituents.  Make sure your policy is in the bulletin periodically and that a notice is on the bulletin board or on the tithing envelopes.  
EI Supplementary Plan
[bookmark: _Hlk116023145]There has been a change to the Employment Insurance Supplementary Plan.   The EI Supplementary Plan allows churches to “top up” an employees EI benefit should they need to go on EI for sick leave.   The change is that you no longer have to enroll in the EI Supplementary Plan in order to participate; now all you need to do is indicate the employee will receive a “top up” by checking Box 17C on the ROE (Record of Employment).  The top up must not exceed 95% of their income.   If you do have an employee with an illness that requires them to go on EI for sick leave, please let me know so that the District can partner with you to ensure all the steps are correctly taken in each individual case.  

August
This is a good time to review the Finance policies of the Church.  These should be written and distributed to the board annually so the board is aware of what policies and procedures are followed. Also review the District Money Handling Guide, Anti-Fraud principles and Electronic Fund Guideline to ensure these guides are being followed.  These guides are found on the District website.  
Nazarene Missions International will be collecting funds for the current Children’s project in this month!  Funds should be sent to the National office.  
 You may want to remind your pastor or any licensed ministers you have that they can apply for a $250 education grant from the District.  The criteria for this grant is found on the website. 
September
Since many new programs start in September, it is a good time to review your insurance coverage.  Make sure the insurance company is aware of any new programs you have added, any new equipment you have purchased or any updates to your Safe Place policy.  Ensure the Church board reviews the District Insurance Claim Response policy; the policy is found on the District Website. http://cwdnazarene.org/local-church-files
Insurance documents must be kept for the life of the organization. If a retroactive claim occurs, the policy in force at the time of the claim will need to respond to the claim.   If keeping hard copies, the policies should be kept in a locked, fireproof location.   You may elect to keep digital copies.  If you do, ensure that the copies are backed up and a copy is kept off site.  Additionally, create procedure to ensure that as leadership changes, these documents will still be in a known and accessible location. 
Legal documents must also be kept in a locked fireproof location.  The board secretary should check annually to ensure membership rolls, incorporation papers, land titles and contracts are securely stored. 
Alabaster Sunday is this month. 
October
Submit your GST rebate requisition.  (If you are not filing bi-annually, you might need to do this at a different time.)
Ensure the T3010 has been submitted.     
Thanksgiving offering for World Evangelism Fund should be taken this month.   The amount raised at this offering reduces the 5.5% of adjusted income that needs to be contributed.  To clarify, at the end of the year you should have contributed 5.5% of total adjusted income OR the amount that was raised for World Evangelism Fund through special offerings – whichever is greater.  The funds should be sent to National Board. 
October is Clergy Appreciation month.  Please ensure your Clergy persons are able to attend Soul Care and consider expressing your appreciation in one of the services in the month.  
November
November is the month we highlight Compassionate Ministries on our District.  Work together with the Pastor to encourage generosity in your church.  Funds raised for District Compassionate ministries should be sent to the National Board. 
This is a good time to ensure all eligible staff persons are covered under the District Supplementary Health and Dental plan.  Everyone working 20 hours a week or more is required to have coverage or to sign a waiver.  If needed, the waivers are available on the website. 
Additionally, all full time Pastoral staff should be receiving 5% of their total cash salary for RSP.  These funds should be contributed to the National Board RSP plan.  You can contact the National Board to get a registration kit.  If the Pastor chooses NOT to have funds contributed through the National Board, TWO waivers will need to be signed.  The District waiver is available on the District resources website and the National waiver is available from the National Board. 
December
Assist Pastor in completing the T1213 and T1223; the Pastor will get a letter back from CRA confirming if you can reduce deductions at source.  You need to keep a copy of that letter in your files. 
If a Christmas gift is planned for the Pastor or staff, remember a love offering given by parishioners is neither taxable nor receipt-able. Persons are allowed to receive up to two tax exempt non-cash or non-cash-like gifts per year of up to $500.00 in value. 
It will be time to send your donation receipts soon!  Regulation 3501 of the Income Tax Act requires a middle initial to be shown on the official receipt for tax purposes.  Now is a good time to update your records, requesting middle initials from your donors.  (Please note that in the event of an audit you will be asked to demonstrate you attempted to obtain middle initials.  If you don’t have the initial, the receipt will still be accepted at this time.)
Duties as required:
Complete Provincial filing if you are in a province where it is required. 
Recalculate payroll when employees receive a salary increase. 
Provide forecasting information to the board.  Ie:  If there is a decline in giving, or an increase in costs, let the board know so the budget can be adjusted in advance of a crisis. 
Pay and report Workers Compensation Board (WCB) if your church is enrolled (It’s usually optional in our sector)



Nazarene Missions International Financial Information to keep in mind year-round:
A donation to Nazarene Compassionate Ministries Canada (NCMC) is separate from donations to World Evangelism Fund (WEF). 
These are the funds credited as WEF: Easter/Thanksgiving, Prayer/Fasting offerings, WEF offering at other times, WEF amount of Faith Promise offerings, the 5.5% WEF portion of GTO. All WEF money counts as 10 % giving.
Funds credited as 10% Giving:
1. All World Evangelism Fund (WEF) money
1. Approved World Mission Specials
1. Alabaster 
1. World Mission Broadcast
1. Nazarene Compassionate Ministries Canada (NCMC)
1. Nazarene Child sponsorship
1. VBS offerings for missionary projects
1. Other approved World Mission Specials – examples: Buddy Plan, Freedom Sunday, disaster relief, District Adult or Children’s project

Home assignment offerings (provided they are sent through the Church of the Nazarene Canada). Money given to a missionary as a personal gift is not considered part of the home assignment offering nor allowable for 10 % credit.  This would include gas money.
Home Assignment (Deputation) cheques:  For funds for deputations offerings, individuals will write their cheque to their local church (and be receipted by them) and then the local church will write one cheque out to Church of the Nazarene Canada and that cheque will be given directly to the missionary on tour.
Work and Witness. Work & Witness project money must be for an approved World Missions team, not designated for a specific individual, and must be submitted to the National Office.  A Work & Witness team needs to be registered with Global Missions, and the local church board needs to have a motion in their minutes acknowledging the W & W team is an approved project.

Buddy Plan. Many of our mission areas cannot afford to send delegates to General NMI Convention without help.  Buddy Plan offering was set up to offer financial assistance to districts across the world that need such help.  This offering can be collected in any year of the quadrennium, but for the current General Convention, funds need to be collected by the previous September.  This is sent to the National office.

When submitting funds to the National office, please include this remittance form:  http://cwdnazarene.org/local-church-files  (under the Finance section, National remittance) 

JESUS FILM HARVEST PARTNERS MINISTRY DONATIONS.  Please note that there are restrictions with respect to donations made for JFHP     through Church of the Nazarene Canada.  Many people are not aware that Jesus Film Harvest Partners Inc. (JFHP) is incorporated independent from the Church of the Nazarene. That arrangement gives them some advantages for working in the USA, but has created problems for those of us who live in Canada and are regulated by the Canada Revenue Agency (CRA). We value and endorse the good work of JFHP Inc. but we in Canada are not allowed to issue charitable receipts for donations to JFHP. This applies also for donations to purchase gifts from their JFHP catalogue. You, of course, are free to make donations to JFHP by sending money to their USA address, but there is no way for you to get a Canadian tax receipt for those gifts. You can, however, make contributions to “Jesus Film Ministries” (under NMI) as part of your local church’s regular support of the international mission of the Church of the Nazarene. To do that, all you need to do is include your donation in your regular offering envelope and mark it “NMI – Jesus Film Ministries”. Your local church treasurer will itemize it and include it in the monthly remittance that goes to the National Office. You can also make an individual donation to “NMI – Jesus Film Ministries” and send it to the National Office. In either case, the National Office then forwards the entire amount to the Global Ministry Centre and you will get a tax receipt. (We do not keep any of it for administrative or other purposes.) CRA regulations continue to evolve and your National Office staff is committed helping you keep up with the changes and avoid conflict with the law.






WHERE TO SEND MONIES
Alabaster Offering, Approved Missions Specials, Child Sponsorships, Compassionate Ministry, Distinguished Service Awards, Easter & Thanksgiving Offering, Faith Promise, Local Church Work & Witness Projects, Memorial Role Certificates, RRSP funds, World Evangelism Broadcast:
 
Church of the Nazarene Canada, 3657 Ponytrail Dr., Mississauga, ON L4X 1W5
(ewhite@nazarene.ca; 905-846-4220)
When submitting funds to the National office, please include this remittance form:  http://cwdnazarene.org/local-church-files  (under the Finance section, National remittance) 

(Please note for Missionary Deputation Offerings make cheque payable to Church of the Nazarene Canada but give it to the missionary following the service.)
 
District Investment Fund, Ambrose Education, SDMI, NYI, NMI, Giving to Others, Group Insurance/Liability Insurance:
Canada West District Office, 1243 Erin Dr. S.E., Airdrie, AB T4B 2H3 
(mailto:nazarene@telus.net; 403-912-3043); E-transfers can be sent to nazarene@telus.net
Seminary Offering:
Nazarene Theological Seminary, 3657 Ponytrail Dr., Mississauga, ON L4X 1W5 (888-808-7490)
To give directly to Nazarene Theological Seminary – or would like more information about the seminary. 
Bryon McLaughlin, NTS Communications (bryon.mclaughlin@nts.edu; 816-547-2298, Mon - Fri, 8am - 4pm CST.

Give by mail:
Make payable to: Nazarene Theological Seminary, 1700 E. Meyer Blvd., Kansas City, MO 64131

Giving Website: https://www.nts.edu/give/
Camp Harmattan:
RR 2 Site 7 Box 20, Olds, AB T4H 1P3 (info@campharmattan.com; 403-556-2854) campharmattan.com/support-us/
Lakeshore Bible Camp:                              	
214 Henderson Hwy., Winnipeg, MB R2L 1L9 
  
EI Supplemental plan:
SUB Program, Box 11000, Bathurst, NB, E2A 4T5; 1-800-561-7923           
            	                                           	

Our vision is:  Here On Earth, as it is in Heaven.
We see a movement of churches who are change agents with their neighbours creating thriving communities through partnerships that result in vibrancy, support, innovation, and belonging.
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