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Policies and Procedures for Missionaries 

with SMCC as the Sending Agency

The local church has the responsibility for world evangelization.  Though the church may use a variety of means to fulfill the function of world-evangelization, the function belongs to the local church and not outside missions agencies or para-local church organizations.

There is no prescribed scriptural rationale for mission structures.  Their justification is found in arguments based on history and pragmatics, but not in Scripture.  This does not mean that it is unbiblical for a local assembly to send a missionary with an agency.  Utilization of missions agencies is the normal pattern of circumstances at the present time.  In using missions agencies as a vehicle for the fulfillment of its world-wide ministry, SMCC does not relinquish its responsibility as a sending agency and reserves the biblical option of utilizing whatever means is deemed to be most effective in accomplishing the great commission, including the direct support of missionaries apart from outside organizations.

The following information is intended to provide policy, procedures, guidelines, and expectations for the missionaries for whom Shadow Mountain Community Church is acting as a sending agency without the use of an outside missions agency.

I. Financial Policy  
A. The missionaries will be supported by offerings from the Lord’s people.  The Missions Board will distribute the funds according to a previously set amount, based upon the average amount of support the missionary usually receives over a period of time plus the support he receives from Shadow Mountain Community Church.

B. If over a period of time the missionary consistently receives more than the established amount, the extra amount  (1) may be used for a special need, at the request of the missionary and the discretion of the Missions Board, (2) it may be kept in reserve for future needs, (3) the missionary may request an increase in monthly support, at the time of setting the annual budget, if there is a justifiable need.

C. In order for the missionary to receive the extra funds for a specific need, the need must be presented in writing to the Missions Board before its regularly scheduled monthly meeting for consideration as an agenda item at the meeting.  These requests must be in accordance with IRS guidelines for approved needs.

D. All donations received by the Shadow Mountain Community Church are considered as contributions to SMCC and will be receipted as such.  Said donations may not be designated for an individual, but rather for a project previously approved by the Missions Board.  These donations will be included in the donors’ record of giving and will be issued a tax deductible receipt at the end of the calendar year.

E. The administration of all restricted account funds shall be under the control of the Missions Board, with approval from the SMCC Business Office.

F. A  5% administration deduction will be taken from all funds received and receipted for each project, not including SMCC support and one time large gifts for a special need or project.

G. Income

1. Money that comes into the missions office primarily from sources other than our regular church members or attendees is put into the 43010 special missions offerings account.  It is not accounted for as a part of the 20% SMCC has allocated to missions.

In order to facilitate this process and to ensure that these funds are directed to the missions office, the missionary is requested to send return envelopes to his donors with the SMCC address and the name 

of his particular project stamped on the envelope.

2. Money that comes in through the Sunday offerings and is designated for any of our missionaries (we do not encourage such an arrangement but some do it), becomes a part of the regular monthly amount the church gives the missionary and in essence goes as a general donation to the church with the missions program getting 20%.  

3. The missions office informs the missionary of monthly donations so that he can send an acknowledgement to the donor.  If the money comes in through the regular offering it is not acknowledged separately except for the giving statement sent out by the church financial services office.

H. Outgo

1. All the missionaries receive a set amount of monthly support for the entire year.  If the giving falls under the level we have set, which includes anticipated donations, the Missions Board makes up the difference and will adjust the level the following year.

2. Any increase or decrease in monthly support will be determined at the time of establishing the annual budget.

II.  Donations 
A. Checks will be made out to Shadow Mountain Community Church.  No missionary name shall appear on the check.  IRS has disallowed deductions for contributions by check when the missionary’s name is on the check.  The contributions should be accompanied by a note stating the designation, including the missionary’s name and/or project name.

The donor may write the name of the special project in the memo portion of the check.  It is imperative that the name of the missionary NOT appear  anywhere on the check in order for the giving to be tax deductible.

B. The check will be mailed to the missions office of SMCC.  This is very important in order for the gift to be applied to the missionary’s project account.  If the check is not directed to the Missions Office, it will go directly to the SMCC business office and will be considered part of the 20% allocated to missions rather than for the individual missionary’s special project.

C. In order to facilitate the donors’ mailing of donations, the missions office will make available  to each missionary “Vision 2000” return addressed envelopes. It is recommended that the missionary mail these envelopes to each donor, with the name of his project stamped on the envelope.  This will ensure that the donation reaches the missions office and is applied to the missionary’s account.  This envelope could be sent on a monthly basis along with an acknowledgement for the previous month’s donation, or a supply for several months’ donations could be sent at one mailing.

The missionary may choose to print his own envelopes that will best meet his needs with the project name clearly printed on the return envelope. If the missionary chooses to not use pre-printed envelopes, he must make it clear to his donors the need to mail their donations in care of the missions office of SMCC, with the project name on the envelope.

D. Failure to comply with the above system could result in the donations going toward the 20% of general fund giving rather than going toward the   missionary’s project account.  In such a case, the total support designated to the missionary will decrease, possibly resulting in a decreased level of support for the following year.

E. After the 15th of each month, each missionary will be sent by the missions office a listing of names of donors who have contributed to his account for the past month along with the amount of each donation.  It is expected that the individual missionary will acknowledge the receipt of this donation along with his gratitude to the donor.  It should be remembered that SMCC tax-deductible receipts are mailed only at the end of the calendar year, not each month.  The missionary’s personal acknowledgement will assure the donor that his gift has been received and applied to the missionary’s account.

III.  Missionaries’ Responsibilities                                                                               

A. Communication with donors

1. Each missionary is expected to communicate to his donors the method for sending tax deductible donations.

a. Checks will be made out to SMCC.

b. The missionary’s name will not appear on the check.  The project    


name should be written on the memo line.

c. Checks will be mailed to the missions office of SMCC, preferably in self addressed envelopes sent out by the missionary,  with the name of the project indicated on the envelope.  (Any donation mailed to SMCC that is not designated on the envelope to the missions office will go into the church general giving,  from which comes the 20% for missions.  It will not go to the missionary’s account.)
d. Based on the donor’s record of giving for the year, a tax-deductible receipt for the years giving will be sent out at the end of the calendar year.
e. The missionary will acknowledge to his donors the monthly donations sent to the missions office,  based on the monthly record of donors he will receive from the missions office.
B.  Communication with the SMCC Missions Board
1. In accordance with the SMCC Missions Policy Manual item C-6-C ,  the missionary will fulfill the correspondence  requirement of all SMCC- supported missionaries.

a. He will correspond no less than quarterly with the Missions Board.  Failure to do so results in temporary suspension of support until correspondence is received.  At such time reinstatement of support is retroactive.

b. He will submit the annual report form sent to all missionaries and will annually sign the SMCC “Statement of Faith.”

2. In order for the Missions Board to accurately assess and budget for the missionary’s monthly  and yearly support needs, the missionary will submit an estimated budget for the coming year no later than October of the calendar year.

a. This budget should include an estimated breakdown of anticipated monthly living expenses for the coming year.

b. The budget will also include estimated ministry expenses for the coming year, i.e., funds that are used specifically for ministry-related expenses.

c. The budget should include any anticipated special needs for the coming year.

3. If a special need should arise for which the missionary needs to request reserve funds from his account, this should be communicated in writing to the Missions Board in order for the request to be considered at its monthly board meeting.  Should such need require immediate attention, the missionary should communicate his need to the Missions Pastor.

C.  Any anticipated change in ministry or focus of ministry must be communicated to the Missions Pastor and a decision made in counsel with him and with the approval of the Missions Board.

D. Job Description

In order to define the missionary’s particular areas of responsibility and set individual goals that will help fulfill the overall objectives of his ministry, he will need a job description.  The goals that are set should be measurable so that progress can be assessed.

Each year this job description will be updated, along with an evaluation of achieving of the previous year’s goals, and a copy sent to the Missions Office by February 15.

HOW TO WRITE A JOB DESCRIPTION

I. Title

This  should reflect the position and scope of your ministry.

II. Purpose 

A brief statement of the overall purpose of your job.

III.  Scope

The area that your position encompasses (e.g., church planting in Brazil, evangelism in Zamora, etc.).

IV.  Areas of Responsibility and Authority
These are the areas of the work for which you are    responsible and over which you have authority.

V.  Specific Tasks
Using No. IV as an outline, delineate specific tasks that you do.

  IV. Goals

Using  “Areas of Responsibility and Authority”  as major outline and “Specific Tasks”  as subpoints, list goals you hope to achieve during this year.  A goal is what is accomplished when a specific task is completed.  Keep in mind your long-range goals.  Be specific.  A nebulous goal encourages vague proceedings.  Shoot high.  Set your goals beyond your human resources so you dependence will clearly be on the Holy Spirit.

EVALUATION

In order to assess your progress in light of your previous year’s goals and job description, it is good to evaluate the year’s activities in relation to the goals set.  Such a report will enable you to ascertain where you are and how you are progressing toward the fulfillment of measurable goals, thus avoiding a frenzy of activity totally unrelated to the accomplishment of predetermined goals and objectives.  It would be good to reflect your own feelings about your work in light of your objectives and aims, measure your success, and even express any frustration or discouragement you might feel.

E.  Accountability


The missionary will be directly accountable to the SMCC Missions Pastor and to the SMCC Missions Board.  In addition, in the absence of field leadership from a missions organization, it is requested that the missionary have someone on the field to whom he is accountable.  This person should be someone who is aware of the missionary’s goals and activities.  The SMCC Missions Pastor should be aware of the identity of this person, along with address, phone number, and email address where this person may be contacted.

III. Miscellaneous Policies
A. Insurance

Circumstances and needs will differ from missionary to missionary, but each missionary will be expected to make provision for adequate coverage through health and automobile insurance.  His plan for coverage should be approved by the SMCC Missions Board.

The missionary will be expected to provide for these needs from his monthly salary.  Shadow Mountain Community Church assumes no liability for needs that might arise as a result of lack of adequate insurance coverage.

B. Property

Any personal property the missionary may purchase will be with his own funds.  Any property purchase deemed necessary for the missionary’s ministry must be approved by the Missions Board before funds donated for the missionary’s support may be used.  Such purchases must follow IRS guidelines.

C. Emergency Guidelines

It is possible that the missionary may be located in an area that is subject to wars, revolutions, civil strife, guerrilla movements, or religious persecution.  In all of this, our trust is in the Lord for His protection and for the fulfillment of His sovereign will.  However, there are certain measures that can be taken and certain procedures to follow that will serve in the case of such emergency situations.

1. Advanced Preparedness

a. Keep a supply of cash on hand, both in dollars and local currency, for unexpected travel.

b. Have a major credit card available for emergency travel.

c. Keep passports and other vital documents available for travel on short notice.  Keep exit visas current.

d. Register with your embassy and keep your address and phone number current.  This is important not only for your own sake but also for relatives and friends who may try to get information about you in case of an emergency.  Know whom to contact in your embassy or consulate.

e. Make contingency plans for care of personal property, should you have to leave suddenly, but avoid endangering anyone’s personal safety for the sake of property.

f. Keep the SMCC missions office informed of your whereabouts.

g. Remember that times of emergency can also be times of great opportunity to sow God’s love.

2. Hostage Situations

a. In the unlikely event of  a kidnapping or other hostage situation, the Missions Board will do all it can to help the family of the victim, and make every effort consistent with policy on behalf of the victim to secure his release.

b. SMCC will not pay ransom nor accede to other extreme demands from abductors.

D. Taxes, Social Security, etc.

Shadow Mountain Community Church Missions makes no provision for these needs for the missionaries for whom it acts as a missions agency.  It is advised that the missionaries seek the counsel of an expert in clergy taxes for these needs.  A 1099 is issued by the financial services office for earnings for the year. 

IV. Additional Instructions for Donations
   The missionary is expected to communicate to his donors the need to make checks payable to SMCC, without writing the name of the missionary on the check, and mail them to the SMCC missions Office.  In case of failure to follow this procedure, the following should be done:

1. Endorse the check to SMCC

Write on the back of the check “Pay to the order of SMCC.”  Then the missionary should sign his name as it appears on the face of the check.

2. Mail to SMCC with instructions

Send to SMCC with a note giving name and complete address of donor.  This will then go on the donor’s record of giving and will be receipted at the end of the year.

3. Encourage donor to make checks payable to SMCC and send to the SMCC Missions Office.

B. Procedure to obtain donor receipt for cash contributions received by missionary:

1. Keep the cash and send a personal  check to SMCC,  giving donor name and complete address; or

2. Send cash to SMCC Missions Office by registered mail, including above information.  Donor will be receipted.

V. Ministry Expense Reimbursement
    All contributions for a missionary’s salary and work will go into one support          account.  Excess funds in this account, after salary, will be held in reserve for future support needs or will be used for reimbursement of ministry expenses with the approval of the Missions Pastor and/or Missions Board.

    Reimbursement for ordinary and necessary business expenses incurred by missionaries in the performance of their ministry is permitted by the IRS.  The categories covered by the reimbursement are as follows: vehicles; relocation expenses; travel such as field travel, furlough, illness and leave of absence; personal ministry items; replacement due to robbery or violence; emergency reserves, and approved projects.  A missionary may choose to use the attached forms to be regularly reimbursed for ministry-related expenses, or he may find it more convenient to figure an average monthly amount into his support income level and report his ministry expenses when filing his yearly income tax report.


Apart from the first-time outfitting expense, any personal expenses for replacement or repair, excluding vehicles, will be considered to be non-business and appropriately considered in the salary structure of the missionary.

 
Tax-deductible receipts will be issued for donations for these approved expenses, provided the donor follows the aforementioned guidelines for donations.  The missionary will be advised of donations made for these special needs.


Proof of expenditures will be required for reimbursement.  Auditors require an original of the receipt.  Please follow the “safe harbor” rule when requesting reimbursement.  The rule states that any reimbursement requested more than 60 days after the purchase date will be considered as taxable income for the missionary rather than a non-taxable reimbursement for ministry expenses
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