Budgeting

Methods for Obtaining Funds:  How Does My Group Get Money?

There are several ways for a group to get the money they need for the works they want to contribute to St. Luke’s.  They are:

1. Have a Fundraising event.


Get a Fundraising Form from the Office and follow the directions.  This process can take approximately 2-4 weeks to complete.  If the group holding the fundraiser is a non-profit group and the fundraiser benefits a non-profit group, approval will be granted right away.
   You may submit the funds for counting and deposit to the Finance Secretary by placing them in an envelope and making arrangements to access the safe after the event by contacting the Finance Secretary. For reimbursement of your expenses from the proceeds of the fundraiser, submit a Payment Support form to the Treasurer via her box in the office.  The Finance Secretary will provide an accounting of funds deposited in your group’s name to the head of your group.  You may then designate where to hold the balance of the funds or where to send them by filling out a Payment Support Form and submitting it to the Treasurer.  You will find a copy of the Payment Support Form at the end of this section.

2. Preplan your needs and submit them to the budget process required by your team.  Budgeting should be done only for expenses that will not be covered in other ways.  Some of these ways include fundraising, good will offerings or donations by team members.
     Budgeting will filling out the budget form found in this section and will require meeting with your Ministry Team (Operations Ministry, Education Ministry etc) to negotiate your needs through the setting of Ministry Team Budgets.  Budgets are completed once a year and are agreed upon by the entire congregation at Charge Conference in February or March.  Once your budget is adopted, you may spend the money by submitting a Payment Support Form to the Treasurer.  The Treasurer will then get the proper person to okay your request (the person who supervises the budgeting process for your team) and will send you a check.  


You may request funds in advance of your purchase, or you may submit receipts for reimbursement.  If you would like to donate your purchases to St. Luke’s and receive donation credit on your Contribution Statement, you can submit your receipts with a note to the Finance Secretary via the box outside her office, who will send you an Acknowledgement of Non Cash Donation letter.

3. Go to the leader of a group that has an existing budget and request funds from them.  As each Ministry Team has a preset budget each year, this may be very difficult.  Those responsible for budget line items are listed on the next page.  Remember that the budget for each Team has been approved at the Charge Conference by the entire body of St. Luke’s and reflects the church congregation priorities.  

 Methods for Obtaining Funds:    How Does My Group Get Money? (Cont)
4. Have a Fundraising event.


Get a Fundraising Form from the Office and follow the directions.  This process can take approximately 2-4 weeks to complete.  If the group holding the fundraiser is a non-profit group and the fundraiser benefits a non-profit group, approval will be granted right away.
   You may submit the funds for counting and deposit to the Finance Secretary by placing them in an envelope and making arrangements to access the safe after the event by contacting the Finance Secretary. For reimbursement of your expenses from the proceeds of the fundraiser, submit a Payment Support form to the Treasurer via her box in the office.  The Finance Secretary will provide an accounting of funds deposited in your group’s name to the head of your group.  You may then designate where to hold the balance of the funds or where to send them by filling out a Payment Support Form and submitting it to the Treasurer.  You will find a copy of the Payment Support Form at the end of this section.

5. Preplan your needs and submit them to the budget process required by your team.  Budgeting should be done only for expenses that will not be covered in other ways.  Some of these ways include fundraising, good will offerings or donations by team members.
     Budgeting will filling out the budget form found in this section and will require meeting with your Ministry Team (Operations Ministry, Education Ministry etc) to negotiate your needs through the setting of Ministry Team Budgets.  Budgets are completed once a year and are agreed upon by the entire congregation at Charge Conference in February or March.  Once your budget is adopted, you may spend the money by submitting a Payment Support Form to the Treasurer.  The Treasurer will then get the proper person to okay your request (the person who supervises the budgeting process for your team) and will send you a check.  


You may request funds in advance of your purchase, or you may submit receipts for reimbursement.  If you would like to donate your purchases to St. Luke’s and receive donation credit on your Contribution Statement, you can submit your receipts with a note to the Finance Secretary via the box outside her office, who will send you an Acknowledgement of Non Cash Donation letter.

6. Go to the leader of a group that has an existing budget and request funds from them.  As each Ministry Team has a preset budget each year, this may be very difficult.  Those responsible for budget line items are listed on the next page.  Remember that the budget for each Team has been approved at the Charge Conference by the entire body of St. Luke’s and reflects the church congregation priorities.  

Budget Procedures
The Budgeting process for the next fiscal year (1/1-12/31) takes place in September.  

Finance Committee will give all groups a copy of last year’s budgets, actual expenses and  an estimate of anticipated pledge results from Stewardship Team. 

Small Group budgets should be compiled from these numbers and submitted to your Ministry Team Advocate by October 1.  The Advocate will then compile the budgets, and call a meeting of your Ministry Team to facilitate prioritizing requests in consideration of budget limitations.  The Ministry Team convener will then submit their overall budget to the Ministry Council to be finalized.  

By the end of October, the Ministry Council  will then present their completed budget forms to the Finance Team for review.  

By the end of November, The Finance Team will return to the Ministry Council  a reviewed budget that will contain the overall amount that can be budgeted for in light of Stewardship results.

If any adjustments need to be made, the Ministry Council will give each Ministry Team Advocate a copy of the revised budget and they can coordinate any changes with their Small Group Leaders.  This will need to be re-presented to Ministry Council who will give it to Finance.

Finance will then take it to the Church conference for approval in January.

To apply for a budget, follow these steps:

Within your small group, decide what projects you would like to do to for, or on behalf of, St. Luke’s keeping in mind our vision of being IRM.  Decide within your group the amount of money you will need to complete your project, using the Budget Worksheet that follows.  Remember:  Budgets should be reserved for items that will not be covered elsewhere, such as from the proceeds of a fundraiser, good will offerings during the event or donations by team members.

*Your project may also be a fundraiser for a department of the church.  If so, read the Fundraising Policy before you brainstorm about what kind of fundraiser you want to perform.   Please also consult the church calendar board in the office to see if anyone else is doing any fundraising in the month you would like, and possibly coordinate with that group.  You do not need to fill out a budget worksheet in this case.*

Present your completed Budget Worksheet to your Ministry Team Convener by October 1.  Due to financial constraints, there is no guarantee you will get all or even part of your budget.

Budget Worksheets for Small Groups, Ministry Team Conveners and Ministry Council follow.
Small Group Budget Worksheet
Fiscal Year_______

Small Group Name________________

Standing Ministry Team_______________

Group Leader Name_______________
  
Advocate Name___________________

1.  List below all items to be covered in your budget.  Please prioritize them in order of most important items first.  

Assign an estimated cost to each item.  Please fill in each area with a “Bare Bones” cost, a Next Step cost, and a Dream cost.

Bare Bones Cost is what you could survive with. 

Next Step Cost is what you really want to spend.

Dream Cost is what you would spend if you had no constraints.

Add up your costs and put the total at the bottom.  

Give to the Standing Ministry Team Advocate by Oct. 1.
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Ministry Team Budget Worksheet
Fiscal Year _______

Standing Ministry Team___________________  

Advocate Name__________________________

1.  Compile the totals from the Small Group Worksheets.

2.  Meet with the standing Ministry Team members to prioritize the requests.

3.  List the Small Group name and the amount the wish for “Bare Bones”, “Next Step”, and “Dream”.

1. Total at the Bottom and take to the Ministry Council  by Nov. 1.

	Small Group
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Budget
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Ministry Council Budget Worksheet
Fiscal Year__________

Ministry Team Representative________________  

1.  Compile the totals from the Standing Ministry Team Worksheets.

2.  Meet with the Ministry Council members to prioritize the requests.

3.  List the Ministry Team name and the amount the wish for “Bare Bones”, “Next Step”, and “Dream”

4. Total at the Bottom and take to the Finance Committee Leader by Dec 1.

	Ministry Team
	Bare Bones Budget
	Next Step Budget
	Dream Budget
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