Administrative Manual for Church Planters
(Excerpts)

To Our Courageous Church Planters,
A wise pastor named Bill Hull once said:

“Telling people what to do without providing the meansto do it is cruel and defrauding. It
creates spiritua schizophrenia, Christians who are experts on what they are not
experiencing.””

Sovereign Grace Ministries exists to plant churches for God's glory. Thisis a noble and thoroughly biblical
god, but it isavain pursuit if we never move from intention to application by providing the means to do it.
The Great Commission will be fulfilled, not by leaders who are experts at what they are not experiencing, but
by churches that equip and apply.

This manual is another installment in our commitment to provide “the meansto do it” for the heroes who plant
churches. Church planting doesn’'t begin with packed churches and parking problems; it springs from the gritty
realities of budgets and bylaws, incorporation and insurance, and a host of other essentials that must be
accomplished with the highest levels of integrity and excellence. After al, new churches represent the future of
God' swork on the earth. Organizing them for strength demands our best. This resourceis avital step in that
direction.

The Administrative Manual for Church Planters is designed to offer Sovereign Gracechurch planters our best
insights from 25 years of church planting. Included are the organizational ideas and recommendations that
emerge from our study, our successes, and our failures. The resourceis divided into five sections:

Section 1: The Church’s Initial Budget

Section 2: The Process of Incorporation

Section 3: Critical Organization Start-Up Items
Section 4: Important Business Operations ltems
Section 5: Appendices

This manual, and the many other forms of support that Sovereign Grace Ministries provides to church planters,
is created to sidestep the schizophrenia of a stalled commission by “providing the means to do it.” Take plenty
of time to read it and then contact Sovereign Grace with any questions you may have. Because serving church

planters, and making you a success for God's glory, is one of the main reasons for our existence.

May God bless your sacrifices for his glory!
On behalf of the leadership team,
.

ot

Dave Harvey

! Excerpted from Sovereign Grace Ministries’ Administrative Manual for Church Planters. © 2007 Sovereign Grace Ministries.
2 Bill Hull, The Disciple Making Pastor (Old Tappan, NJ: Fleming H. Revell, 1988) p 96
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Table of Contents

SECTION 1 THE CHURCH’S INITIAL BUDGET

1.1  Introduction and Overview
1.2  Budget Explanations
1.3  Budget Template

SECTION 2 THE PROCESS OF INCORPORATION

2.1 Introduction and Overview
2.2  Explanation of Each Step in the Process

SECTION 3 CRITICAL ORGANIZATION START-UP ITEMS

3.1  Introduction

3.2 Obtaining a Minister’s License

3.3  Approving the Pastor’s Year 1 Housing Allowance
3.4  Annual Housing Allowance Worksheet

3.5 Setting Up Sovereign Grace Payroll and Medical Benefits
3.6  Obtaining a Sovereign Grace Credit Card

3.7 Expense Report Template

3.8  Setting Up a Church Bank Account

3.9  Setting Up General Insurance Coverage

3.10 Sovereign Grace Reporting Requirements

3.11 Sunday Attendance and Giving Report

SECTION 4 IMPORTANT BUSINESS OPERATIONS ITEMS

4.1  Introduction

4.2  CCLI Licensing

4.3 Developing Web and Print Communications

4.4  Setting Up Your Church Accounting Software Package
4.5 Managing Member Giving Records

4.6  Sunday Morning Checklist

4.7  Children’s Ministry Guidelines

4.8 Sound and Worship Setup

4.9  Guidelines Regarding Capital Purchases
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Establishing Church Policies
Event Planning Guidelines

SECTION 5 APPENDICES

Appendix A Church Budget and Personnel

Al
A.2
A.3
A4
A5
A.6
A7
A.8
A9
A.10
All
A.12
A.13

Church-Plant Grant Policy

Church-Planting Team: Qualifications for Participation

Expense Report (Excel spreadsheet)

Generic Company File (QuickBooks file)

Instructions for QuickBooks Pro 2004

Mortgage Letter for Pastor Seeking Home Loan Approval (sample)

Portable Church System Assessment

Social Security for Pastors

“Social Security Participation” — A memo from Sovereign Grace dated March 12, 2001
Sovereign Grace Church-Plant Budget Template (Excel spreadsheet)
Sovereign Grace Monthly Attendance and Giving Report (Excel spreadsheet)
Sovereign Grace Salary Setting Policy

Timeline — Key Administrative Tasks (Excel spreadsheet)

Appendix B Church Legal and Tax Documents

B.1

B.2

B.3

Sample Church Governance Policies

Accounting and Fiduciary Guidelines

Church Covenant

Church Discipline Policy

Conflicts of Interest Policy

Statement on Conflicts, Disputes, and Lawsuits for Members
(1)  For newer churches

(2)  For established churches

Statement on Counseling and Confidentiality

Statement on Divorce and Remarriage for Members

ample Incorporation Documents

Federal Tax Exempt Status Letter (used upon request by other organizations)
Sample Articles of Incorporation

Sample Bylaws

Sample Organizational Meeting Minutes

Sample Pre-Organization Worksheet

Unanimous Written Consent

“Tax Guide for Churches and Religious Organizations” (IRS Pub. 1828)

(also available at www.irs.gov)

® o0 T
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Appendix C Church Operations

C.1
C.2
C.3

c.4
C.5

C.6

Children’s Ministry Worker Guidelines (from Brotherhood Mutual)
Event Planning Guidelines
Sample Church Policy Manuals

a.

Covenant Fellowship Church (Glen Mills, PA)
(1)  Church Operations Policy Manual

(2) Employee Manual

Covenant Life Church (Gaithersburg, MD)

(1) Employee Benefits Summary
CrossWay Community Church (Charlotte, NC)
(1)  Policy Manual (includes church operations and employment)
Sovereign Grace Church (Fairfax, VA)

(1) Employee Handbook

Smaller Church Samples

(1) Employee Manual

(2)  Selected church operations policies

Sovereign Grace Logo (.jpg)

Sovereign Grace Statement of Faith
(also available at www.sovereigngraceministries.org)

Sunday Morning Checklists (from Covenant Life Church)

~oop T

Quarterly Sunday Pastor Assignment Sample
Sunday Event Planning Sample

Sunday Greeter Team Checklist

Sunday Morning Schedule Sample

Sunday Operations Checklist

Sunday Review of Responsibilities Sample
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