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Reimbursement Policy & Procedure

APPROVALS

For any expense greater than $25, approval must be obtained from a supervisor as follows:

Head Pastor: Chairman or Treasurer of the Leadership Team
Leadership Team Members: LT member other than requestor
Associate Pastors: Head Pastor 
Staff: Associate Pastor, Michael Washington 
MTLs: Logan Square – Staff member, Pastor Michael Washington, or Pastor David Swanson, as appropriate
Ministry Team Members – Ministry Team Leader

For expediency, approvals may be obtained via e-mail.  The approval e-mail should then be attached to the reimbursement request for review.

If you are unsure about your supervisor, e-mail the Financial Administrator at finance@thenewcom.com for clarification.

INVOICING/PAYMENT

The 30-day rule

All Church expenditures and costs should be charged to their proper source of funds within
30 days of their occurrence. Expenditures and costs over 30 days will be posted only on an exception basis. All reimbursement requests must be submitted within 30 days of the date of purchase or from the last day of travel.
TAX EXEMPT STATUS

New Community Covenant Church is a tax-exempt institution and as such is exempt from Sales Tax, Use Tax, Retailer's Occupation Tax, Service Occupation Tax (both state and local), and Service Use Tax in the State of Illinois.

· Use of NC3’s Illinois Tax Exempt Status: This tax exemption is to be used exclusively to make purchases for use by New Community and is not for personal use by individuals. New Community’s tax-exempt status is a very serious issue and the integrity of how it is utilized must be protected, due to the potential for abuse. Misuse of the Church’s tax privileges could be detrimental to New Community’s tax-exempt status.

· Exceptions: The Church is not exempt from Food and Lodging Tax on hotel rooms and restaurant meals. Exceptions to this rule apply to catered type meetings and events, which fall under Sales and Use Tax. However, please note that the Church is NOT exempt from other taxes associated with these types of events, such as City Tax, A/V Equipment Tax, Occupancy Tax, Entertainment Tax, etc.
See Illinois Administrative Code, Section 130.120 for a complete listing of sales tax exemptions.

The Church Office keeps information related to New Community’s tax-exempt status on file.  An Illinois tax-exempt one-time use letter is available for use by members of New Community engaging in business for the Church.  To request a copy, e-mail the Financial Administrator.

Reimbursement for Taxes. Since the Church is exempt from paying Sales and Use Tax, these taxes are generally not reimbursable when an employee has extended personal funds for the purchase. A special exemption may be requested from the Financial Administrator in cases where it can be clearly demonstrated that the purchase and payment of tax was unavoidable or an emergency. This should be rare.

PROCESS

The person incurring the expense will complete a reimbursement form and obtain the necessary signature(s) from their supervisor(s).

All original, itemized receipts should be taped securely (in order, from oldest to newest) to standard 81/2 by 11 paper.  Receipts can be taped to both sides of the sheet(s).  

The completed reimbursement form along with receipts should be submitted to the NCCC Financial Administrator for review either by mail or dropped off in person to:

NCCC Financial Administrator
2804 W Belmont Ave, Suite 101
Chicago, IL 60618

It is the Financial Administrator’s responsibility to acknowledge receipt of the reimbursement request via e-mail.  

The Financial Administrator will process all reimbursement requests within 7 business days of receipt. 

A successful review will result in a check being cut and mailed to the address provided by the requestor.

An unsuccessful review will result in written communication (either via e-mail or postal mail) providing an explanation for the denial of the reimbursement request.
HELPFUL DEFINITIONS

Budget Category – refers to the overall category of expense, for example, “Community Life” 
Account – refers to the individual, budgeted categories of expense within the overall category of expense.  For example, “Community Life” has the following, budgeted accounts, “After Service BBQs,” “Volunteer Appreciation Lunch,” “Membership,” etc.

NOTE: For larger purchases, it is advisable to contact Nina Cherian for purchase assistance at office@thenewcom.com. For purchase approvals or to have specific questions answered, please email Arwa Hunsucker at finance@thenewcom.com.
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