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Disclaimer

■ This content is designed to provide accurate and 

authoritative information in regard to the subject 

matter covered. It is published and presented with 

the understanding that the publisher and 

presenters are not engaged in rendering legal, 

accounting, or other professional service. If legal 

advice or other expert assistance is required, the 

services of a competent professional person 

should be sought.
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WHAT’S NEW



Electronic Filing Changes



Electronic Filing

Information 
Returns 

Form 8508 – Application for a Waiver from Electronic 
Filing of Information Returns

https://www.irs.gov/pub/irs-pdf/f8508.pdf

https://www.irs.gov/pub/irs-pdf/f8508.pdf






Electronic Federal Tax Payment System (EFTPS)

■ Effective October 19, 2023, businesses and individual taxpayers who 
make payments electronically via the Electronic Federal Tax Payment 
System (EFTPS) must utilize Multi-Factor Authentication (MFA). The 
primary goal is to further enhance the website’s security and safeguard 
against unauthorized access threats.

■ This change is imperative for all organizations and individuals who make 
federal tax payments, including those using forms such as 941, 945, 
1120, and 990 through the EFTPS website.

■ Following the rollout on October 19, 2023, when you log into the EFTPS 
site, you will be prompted to register and authenticate through 
either Login.gov or ID.me. Only then can you proceed with your standard 
inputs, including your EIN or SSN, PIN, and password.

https://www.eftps.gov/eftps/
https://www.eftps.gov/eftps/


Standard Mileage Rates for 2024



Revised Form I-9



Year-End 
Checklist

❑ Designate Housing Allowance

❑ Review W-4 forms 

❑ Inform donors not to file return until 
acknowledgement received from church

❑ Determine what year to record contributions 

❑ Determine correct reporting of cash and 
noncash gifts to staff and volunteers

❑ Make sure ministers are classified properly 
for IRS and Social Security purposes

❑ Ministers – voluntary withholding

❑ Review payments to independent contractors

❑ Report all taxable fringe benefits to 
employees on W-2

❑ Reconcile sum of W-2’s to sum of the four (4) 
Employer Quarterly Tax returns (Form 941)

❑ Prepare all year-end tax forms



YEAR-END 
CHECKLIST



Year-End Filing 
Requirements & 

Due Dates

Form 941 – Due 1/31/24

Form 944 – Due 1/31/24

Form W-2 – Due to both employee and SSA by 1/31/2024

Form W-3 – Due to SSA by 1/31/2024

Form 1099-NEC – Due to both independent contractor and IRS 
by 1/31/2024

Form 1099-MISC – Due to recipient by 1/31/2024; due to IRS 
by 2/28/24 (if filing by paper, 4/1/24 if filing electronically)

Form 1096 – Separate Form 1096 due with 1099-NEC & 1099-
MISC



TAX FORMS



Tax Forms - Employees

•W-4

•Employee Withholding Status

•Use 2024 W-4 for new employees-www.irs.gov

•Form 941 – Quarterly

•Report payroll tax liability and deposits

•W-2/W-3

•Annual reporting of wages









Form W-2, Box 
12 – Common 
Codes Used

❑ Reportable in Box 12 of Form W-2

– Code C 

■ Taxable value of Group Term Life Insurance greater than 
$50,000

– Code E

■ Employee contributions to employer qualified 403(b) 
retirement plan per salary reduction agreement

– NOTE – Employer contributions to qualified 403(b) 
retirement plans are not required to be reported on the 
W-2

– Code T

■ Qualified adoption benefits paid or reimbursed to employee 
under adoption assistance program

– Code W

■ Contributions to health savings account, both employer and 
employee contributions under a Section 125 cafeteria plan

– Code DD

■ Cost of employer-sponsored health care – only required for 
employers filing 250 or more W-2’s

– Code FF

■ Report total amount of permitted benefits under a QSEHRA





Other Tax Forms

•Independent Contractors

•W-9

•Request for Taxpayer ID Number

•1099-NEC

•Miscellaneous

•1099-MISC



W-9

■ Highly recommend to get 
this form from all 
independent contractors 
before payment to know tax 
entity type

■ No 1099 required to 
Corporations

■ Required for Partnerships, 
Trusts/Estates/LLC Single-
Member Owner

■ Without tax information, 
required to withhold 24% 
backup withholding

– File Form 945 if 
withhold tax



1099-NEC

■ Required if independent 

contractor paid $600 or 

more in calendar year

– Includes direct 

support to 

missionary who is 

not employee of the 

church

■ No 1099-NEC required to 

be sent to Corporations 

■ No 1099-NEC required 

for purchase of goods, 

only services provided 



• Individuals/Sole proprietors or Single-Member LLC

• Partnerships

• LLC taxed as Partnerships

Who Gets a 1099 Form?

• Corporations – (see Exceptions below**)

• C Corporation

• S Corporation

• Limited liability company (LLC) that opts to be taxed as a corporation.

• Payments to tax-exempt organizations

• **Exception to Corporations

• Attorney Fees

• Medical and Healthcare Services, i.e., drug screening, doctors, nurses, etc.

There are exceptions to 1099 reporting requirements. 



1099-MISC

■ Required for various amounts 

paid for rents, royalties, other 

income, medical and healthcare 

payments, gross proceeds to 

attorneys, etc.

■ $600 or more in calendar year



Information Return Penalties
www.irs.gov/payments/information-return-penalties

http://www.irs.gov/payments/information-return-penalties


PAYROLL AND 
PAYROLL TAX ISSUES



Who is a Minister for tax purposes?

❑ These 5 questions will help determine if a person is a minister for federal tax purposes

❑ Is the person ordained, licensed or commissioned?

❑ Does the person administer ordinances (baptism, Lord’s Supper)?

❑ Does the person conduct religious worship?

❑ Does the person have management responsibilities in the church?

❑ Is the person considered to be a religious leader by the church?

❑ NOTE – it is possible to be a licensed or ordained minister but NOT function in a ministerial role, 

thereby not treated as a minister for tax purposes.  



How are Ministers treated for tax purposes?

Employee for Federal tax purposes

Receive a W-2

Church is not required to withhold federal income tax

•Minister can voluntarily request church to withhold 
income tax

Can designate a portion of salary to housing 

allowance

•Housing allowance not taxable for federal income 
tax purposes

Self-employed for Social Security 

purposes

Church cannot withhold Social Security or Medicare 

Tax

•Therefore, church does not match Social Security or 
Medicare tax like non-minister employees

Minister is responsible to pay SECA tax – 15.3% 

•Housing allowance is taxable for SECA tax purposes



Can Ministers choose to be treated as a non-
minister?

•The Internal Revenue Code defines and 
governs who can pay into FICA and into 
SECA (IRC Sections 3121 and 1402)

•Ministers can only pay into SECA

No



Housing Allowance for Ministers -
Requirements & Reporting

Housing Allowance –
IRC Section 107

•Is NOT taxable for 
federal income tax 
purposes

•IS taxable for Social 
Security (SECA) 
purposes

Requirements

•Must be in writing

•Must be approved by 
church prospectively-
before it is paid

Housing allowance 
amount

•Housing is equal to 
lesser of 3 amounts

•Housing approved by 
church

•Church must 
approve a 
reasonable 
amount

•Actual housing 
expenses

•Fair rental value of 
home, furnished with 
utilities

•NOTE – The IRS does 
NOT place a maximum 
$ or % in the tax code 
for housing.  Lesser of 
these 3 amounts.

Reporting of Housing 
Allowance

•Can be reported in 
Box 14 of Form W-2 
but not required

•NOT reported on Form 
941 

Changes to Housing 
Allowance

•Can be changed 
during the year; 
change must be 
prospective

•Church should 
consider “safety net” 
housing allowance 
resolution 



• Church designates a portion of cash salary to 
housing allowance

• Church should designate a reasonable amount 

• Annual Fair rental value of home, furnished, 
plus utilities is MAXIMUM church should 
designate

• It is the responsibility of the minister to determine if 
the  housing allowance designated by the church 
has been used for qualifying housing expenses

• Any unused housing allowance is reported as 
income on the tax return of the minister

Minister Owns or Rents Home 



• Value of parsonage is income to minister for Social Security 
purposes

• Rental value plus utilities, if paid by church

• Church MUST inform minister of this value; must be reported 
on tax return of minister

• Church can put value in writing or report on W-2 in Box 14 as 
“Parsonage Allowance”

• Out of pocket cash expenses incurred by minister for living in the 
parsonage can be designated as a “cash” housing allowance

Parsonage 



Compensation Planning Guide for Ministers
www.guidestone.org

http://www.guidestone.org/


How are Non-Minister Employees 
treated for tax purposes?

Employee for Federal tax 
purposes

•Receive a W-2

•Church is required to 
withhold federal income tax 
based on tax withholding 
tables

Employee for Social Security 
purposes

•Church withholds Social 
Security (6.2%) and Medicare 
(1.45%) taxes

•Church matches Social 
Security (6.2%) and Medicare 
(1.45%) taxes



WORKER STATUS – EMPLOYEE 
OR CONTRACT WORKER?



What is an 
“Employee” 
of the 
church?

You should classify workers as 
employees if they:

•Are paid by the hour, week, or month

•Get training and day-to-day supervision

•Work full-time on a regular basis

•Perform most of their job tasks on the premises

•Can be fired at anytime (rather than falling 
under contractual terms)

•Provide services that are an essential part of 
your normal operations



What is a 
contract 
worker?

Workers are most likely contractors if 
they:

•Use their own equipment and tools to 
perform the job

•Work on a temporary basis and are paid “per 
project”

•Service other clients, often at the same time

•Work under an individual business license

•Work at an off-site location (occasional 
meetings at church location are OK)

•Have the flexibility to set their own hours and 
schedules



Employee vs. Contractor - Bottom line

•The more control the church has over the worker, 
the more likely that worker is an employee.

•Behavorial control

•Financial control

•Relationship control

Key Point - IRS Form SS-8 – file to have IRS make 
determination of worker status





Taxable 
Income of 
Church 
Employees

Internal Revenue Code (IRC) 61 defines gross income as ALL income 
except unless specifically exempted

❑ Salary

❑ Love Offerings 

❑ Christmas Gifts 

❑ Gift Cards

❑ Retirement gifts

❑ Social Security offset for ministers

❑ Non-accountable expense reimbursements

❑ Group term life insurance provided by church over $50,000

❑ Benevolence paid to employees or family members of 
employee

❑ Severance Pay

❑ Payments or reimbursement of moving expenses by employer



What is a “Gift”?

Internal Revenue Code (IRC) Section 102 
governs the taxability of gifts:

•Gross income does not include the value of property 
acquired by gift, bequest, devise or inheritance

IRC Sec. 102 specifically states that an 
employer cannot give a gift to an employee



Are “gifts” to employees and volunteers 
taxable?

Employers can provide “de minimis” gifts as non-taxable  

•De minimis is defined as “any property or service of value of which is so small as to make the accounting for it 
unreasonable or administratively impracticable.

•For example, personal use of church office equipment, group meals, property provided to employees under 
special circumstances with low fair market value such as flowers, etc.

Cash or gift cards can NEVER be a “de minimis” gift.  Always taxable to employee and 
reportable on W-2. For example:

•Christmas cash gifts or bonuses

•Length of service cash gifts or bonuses

Cash or gift cards provided to volunteers do not qualify as de minimis fringe benefits and 
constitute a taxable benefit.  However, since volunteers are not employees, church not 
required to report as wages on W-2.  No 1099 form required if less than $600.



Is benevolence paid to or on behalf of 
an employee taxable?

•Result – YES, a 
benevolence gift to an 
employee or on behalf of 
an employee is TAXABLE 
INCOME to that employee

IRC Sec. 102 
specifically 

states that an 
employer 

cannot give a 
gift to an 
employee



Disaster Relief for Employees



Trips to Holy 
Land

Richard Hammar – Church & Clergy Tax Guide – 2023 

Edition

Trip to Holy Land is taxable if:



Can a church pay for moving expenses of a new employee – is it 
taxable income?

Yes, payment of moving expenses is taxable income in the year paid.

Does not matter if moving expenses are paid directly to moving 
company or minister is reimbursed for moving expenses.

Background:

Prior to 2018, employers could pay for qualified moving expenses as a 
non-taxable fringe benefit.

With passing of TCJA, all moving expenses paid to or on behalf of 
employees is taxable income and is to be reported on the W-2.

.

Moving 

Expenses



Non-taxable 
fringe 
benefits to 
church 
employees

❑ Qualified accident and health benefits (IRC Sec. 
105)

❑ Group term life insurance $50,000 or less

❑ Employer contributions to employer qualified 
403(b) retirement plan

❑ Working condition benefits

❑ Employer education assistance-IRC Sec 127 plan

o Written plan allows up to $5,250 

❑ De minimis (minimal) benefits

❑ Employer-provided cell phones

o If provided primarily for non-compensatory 
business purposes

❑ Tuition discounts – if meet requirements of 
educational organization

❑ https://www.irs.gov/government-entities/federal-
state-local-governments/qualified-tuition-reduction



How can the church provide health benefits 
to church employees?

❑ Affordable Care Act (ACA) requires that any medical benefits provided to 

employees must comply with ACA.

■ Stand-alone Health Reimbursement Arrangement plans no longer 

allowed

❑ A church can provide health benefits in one of the following ways:

▪ Employer group plan compliant with ACA

– The ACA does not allow employers with more than one (1) employee 

to reimburse for individual health insurance on a non-taxable basis

– One-participant exception to the ACA

▪ GuideStone health plan

▪ Qualified Small Employer Health Reimbursement Arrangement 

(QSEHRA)

▪ Individual Coverage Health Reimbursement Arrangements (ICHRA) 

■ NOTE – if church meets “one-participant exception” of ACA, can reimburse 

for individual health premiums tax-free.



Other 
Health 
Benefit 
Issues To 
Consider

■ If the church pays for or reimburses the employee for the cost of health 
insurance purchased on the health exchange on a non-taxable basis, the 
employee is not eligible for the Premium Tax Credit associated with 
insurance purchased through the marketplace

■ Medicare premiums are not considered health insurance premiums for 
purposes of IRC Section 105 (amounts received under accident and 
health plans).

– The only way Medicare Part B and D premiums can be paid for or 
reimbursed by the church tax-free is if the payment of these 
premiums is integrated with an employer group plan that complies 
with the ACA.

– Otherwise, taxable income to the employee

■ Under IRS proposed regulations in June 2020, Health Care Sharing 
Ministry fees would be tax-deductible as medical expenses and possibly 
reimbursable tax-free under a qualified health reimbursement 
arrangement plan.  However, regulations have not been finalized to date.  
Many Health Care Sharing Ministries have publicly stated it is not 
insurance and should not be regulated as such.  

– Conservative approach – any reimbursements for HSM fees should 
be taxable income to the employee.

– Some experts recommend coupling Health Sharing Plans with 
“Skinny MEC” plan to be able to participate in QSEHRA to treat 
reimbursement as tax-free.  IRS has failed to provide guidance to 
date.



Qualified Tuition 
Discounts

■ Section 117(d)(2) defines a “qualified tuition 
reduction” as the amount of any reduction in tuition 
provided to any employee of a Section 170(b)(1)(A)(ii) 
educational organization for the education (below the 
graduate level) 

■ Section 170(b)(1)(A)(ii) describes an educational 
organization as:

– one that normally maintains a regular faculty and 
curriculum and,

– normally has a regularly enrolled body of pupils 
or students in attendance at the place where its 
educational activities are regularly carried on.



Ministry Expenses

❑ Accountable Reimbursement Plan that meets IRS requirements:

❑ Business Connection – there is a stated business purpose for 

the expense related to the ministry of the church 

❑ Substantiation – employee provides adequate substantiation 

to the church for all expenses within a reasonable time

❑ Returns excess funds – employee returns all excess 

reimbursements within a reasonable time



How should ministry expenses be paid?

❑ Accountable Reimbursement Plan Guidelines

❑ Should be funded by employer apart from the salary of employee

▪ Budgeted expense funds not used for accountable expenses are 

retained by the church

▪ Increased church understanding of expenses as “expenses”, not 

“salary”

▪ Minister cannot set aside part of “lump-sum” compensation 

for expenses

❑ Allowable expenses need to be consistent with IRS rules

❑ Specific recordkeeping and expense account reporting expectations

❑ Written plan



Ministry Expenses

Key Point!

• Any balance remaining in expense account at year-end cannot be paid out 
to employee.  If paid to employee, all expense reimbursements made 
during year are treated as “non-accountable” and taxable to employee

The Tax Cuts and Jobs Act (TCJA) repealed the taxpayer’s 
deduction for unreimbursed employee business expense 

• Bottom-line – expense allowances not accounted for under an accountable 
reimbursement plan will be taxable income with no corresponding 
deduction on individual tax return



Federal Reporting Requirements for Churches
www.guidestone.org

http://www.guidestone.org/


CONTRIBUTIONS



Contributions – General Rules

❑ Charitable Contributions – to be deductible, a contribution must meet six 

conditions:

1. A gift of cash or property,

2. Claimed as a deduction in the year in which the contribution is made,

3. Unconditional and without benefit to the donor,

4. Made “to or for the use of” a qualified charity,

5. Within the allowable legal limits, and

6. Properly substantiated

❑ Donated Services - The value of personal services is never deductible as a 

charitable contribution

❑ The value of rent-free building space made available to a church cannot

be claimed as a charitable contribution



Contributions – General Rules

❑ Claimed as deduction in year gift is made

❑ Contribution received by the church by December 31st

❑ Contribution received through the mail with postmark on or before 
December 31st

❑ Credit card delivery is when charge is made (processed)

❑ Unconditional and without personal benefit to the donor

❑ If a donor does receive a return benefit in exchange for a contribution, 
then a charitable contribution only deductible to the extent they exceed 
the value of any benefit received by the donor

❑ Quid Pro Quo contributions requirements

❑ If Quid Pro Quo contribution is more than $75 dollars, church 
must provide written statement to the donor

❑ Provide good faith value of goods or services 



Designated Contributions

❑ Contributions made to a church with the stipulation the 

donations are to be used for a specific purpose

❑ Allowed as deductible if made to on-going program or ministry 

of church that the church administers



Designated Contributions

❖ Best Business Practice

❑ Have a written designated policy in place 

❑ Inform donors what designated funds have been established 

and for which contributions can be received

❑ Determine process for setting up new designated funds

❑ Consider returning contribution for designation other than a 

program or ministry of the church



Redirecting 
Designated 
Contributions

NOTE  - See Richard Hammar’s Church & 
Clergy Tax Guide for a comprehensive 

analysis of this very complicated and legal 
subject.

Can a church use remaining designated 
funds for other purposes?

Because of the risk and liability involved, church 
leaders should proceed carefully before using 

designated funds for other purposes.



Contributions Designated for 
Individuals

❑ Per IRS, if contributions that are earmarked by the donor for 

a particular individual, they are treated, in effect, as being 

gifts to the designated individual and are not deductible. (IRS 

Revenue Ruling 62-113)

❑ Love offering taken for individual 

❑ Contribution designating an individual

❑ Love offering for small church staff



Benevolence 
Contributions

❑ Many churches have benevolence programs to 

assist members and others in the community 

during times of emergency or financial 

hardship.  Having a written policy in place can 

help your church respond quickly and protect 

the tax-exempt status of your church and the 

deductibility of donations made. 



Benevolence Contributions

❖ Best Business Practices (Excerpt from CapinCrouse CPA – Important 

Considerations for Church Benevolence Funds)

❖ Create and implement a written policy

❖ Establish a benevolence fund that is administered by the church

❖ Define what types of contributions will be allowed.  

❖ To be tax-deductible, contributions must be made to the 

program, not to a specific individual or family

❖ Appoint a committee review and approve requests.

❖ Establish criteria for determining individual need

❖ A financial need must be established

❖ Make disbursements from the church bank account (general fund or 

benevolence fund) rather than from the collection plate

❖ Pay assistance (rent, mortgage, utilities, etc.) directly to the service 

provider, rather than to the individual



Designated Contributions for 
Missionaries

❑ Contributions made for a missionary could be deductible if it can 

be established that the contribution was for the use of a charitable 

organization (church)

❑ Church must act as “missions agency”



Contributions for Short-Term 
Missions

❑ Tax-deductibility of contributions from donors for mission trip

❑ The mission trip is a church-sponsored mission trip.

❑ The mission trip is sponsored by an affiliated organization of the church.

❑ State Convention

❑ Local Association

❑ The church administers all funds received and disbursed for the mission trip or 
sends all mission funds to the affiliated organization. 

❑ Donors are informed that contributions to support specific individuals for the 
mission trip are donations to the church, not to the individual.  No funds will go 
directly to the individual.

❑ Unused funds will be retained by the church to be used in tax-exempt purposes as 
determined by the church.

❑ The IRS has two general tests to determine deductibility:

❑ Intended benefit test

❑ Control test



Contribution 
Acknowledgement

Cash

•$250 or more one-time gift must have written acknowledgement from 
charity

•Written acknowledgement must include

•Church Name

•Name of donor

•Amount contributed

•Statement of whether goods or services were provided to donor in 
exchange for the gift

•Contribution can be disallowed without this statement in 
acknowledgement

•Date the donation was made

•Date the receipt was issued

Property – Includes contribution of shares of stock

•Written acknowledgement required

•Acknowledgement should NOT place monetary value on property receive

•NOTE – Only cash contributions should be included in the member’s 
contribution record.  Noncash contributions are not included in the 
member’s contribution record. 

(See IRS Publication 1771 – Charitable Contribution – Substantiation 

and Disclosure Requirements)



Contribution Acknowledgement

❑ Online Contributions –

❑ Donor should be given credit for 100% of online contributions.  The fee is an 

expense to the church.



Properly Acknowledging In-Kind Stock Gift

■ An acknowledgement should be sent to the donor and should include the following:

– Name of stock

– Ticker number of stock

– Number of shares

– Date of donation

– Statement – No goods or services were provided in exchange for the 

donation

■ Acknowledgement should NOT include:

– The value of the stock

■ REMINDER – A donation of stock is a Noncash contribution and is NOT recorded in 

the contribution record of the donor even if the stock is immediately sold for cash.



Noncash Contribution Filing & Disclosure Requirements

❑ Forms 8282 and 8283 

❑ A donor must file Form 8283, Noncash Charitable 

Contributions, to report information about noncash 

charitable contributions if deductions for all noncash gifts 

during the year exceed $500. 

❑ If the contribution deduction is over $5,000, the donor 

must complete Section B of Form 8283, and an 

authorized official of the charity must complete a portion 

of the form and sign it. (Exception – publicly-traded 

securities).

❑ The donor must give the charity a copy of Section B. 

❑ If organization sells, exchanges, or disposes of donated 

property within three years of receipt, Donee must file 

Form 8282 within 125 days of disposition



Noncash Contribution Filing & Disclosure Requirements 
for Vehicle Donations

❑ Form 1098-C

❑ A charity must file Copy A of Form 1098-C with the 

IRS to report the information contained in a 

contemporaneous written acknowledgment for a 

vehicle contribution with a claimed value of more 

than $500. 

❑ Form 1098-C is due by February 28 (March 31 if filing 

electronically) of the year following the year in which 

the charity provides the acknowledgment to the 

donor.

❑ Filing Form 1098-C does not relieve the charity of its 

obligation to report information about the disposition 

of a donated vehicle on Form 8282, Donee

Information Return. 



Contributions - Qualified Charitable Distribution (QCD)

■ Special provision for individuals to make contributions directly from Individual 

Retirement Account (IRA) to a church or qualifying charity.

■ Contribution can be considered part of individual’s Required Minimum Distribution 

(RMD).

■ Individual over age 72 and older direct IRS custodian to make distribution directly to a 

church or qualifying charity.

■ Donor making the QCD does not receive a tax deduction for donation because 

distribution is not treated as taxable income.

■ Donation should not be included in church’s donor system.



OTHER 
FINANCIAL 
ISSUES



Other Financial Issues – Common Questions

■ Rental of Parsonage

– IRC 512 exempts rents from real property from the definition of unrelated 

business income, with exceptions relating to debt-financed property

■ Meaning, church can earn rents on the rental of the parsonage without paying 

taxes on the rent received

■ However, other considerations:

– Potential loss of property tax exemption

– Liability insurance



Other Financial Issues – Common Questions

■ Use of church facility by outside groups

– Very complex legal issue – careful consideration in allowing outside groups to 

use the church facility

■ If event or use is related to tax-exempt purposes of church, best scenario

– i.e., weddings, Christian concerts, 501c3 organizations with compatible 

mission to church

– Issues to consider if allowing groups not related to tax-exempt purpose

■ Potential property tax exemption loss

■ Liability insurance concerns

■ Potential sales tax concerns depending on facts and circumstances of use

■ ADVISE if church is considering allowing outside groups that are not related to tax-

exempt purposes of the church to use the church facility, church should seek non-

profit legal counsel.



Other Financial Issues – Common Questions

• Record Retention

• If your church uses offering envelopes:

• Issue donors a periodic (i.e., quarterly, semi-annual, or annual) summary 

of contributions

• Include in this summary a statement similar to the following: 

• Any documentation, including offering envelopes, that the church 

relied upon in preparing this summary will be disposed of within six 

months. Therefore, please review this summary carefully, and inform 

the church treasurer of any apparent discrepancies within six 

months of the date of this summary." 

• You can change the six-month period to any other length of time that you 

desire.

• This statement will relieve the church of the responsibility of warehousing 

offering envelopes and other supporting documentation for long periods 

of time.

•  



Questions?

❑ Contact Information

• Deborah Taylor, CPA

• 615-969-8479

• cpadtaylor@bellsouth.net

mailto:cpadtaylor@bellsouth.net
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