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APPENDIX A

Group Ruling Letter and Affirmation Letter
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APPENDIX B

Comprehensive Example from IRS Pub 517
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APPENDIX C

Minutes
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Board of Administration
Minutes

October 14, 2004

The Board of Administration of Grace Free Methodist Church met
for a regularly scheduled meeting on October 14, 2004, at the church. 
Judy Holiday called the meeting to order at 7:00 p.m. and stated there
was a quorum present.  Harry Lu opened with prayer, and the following
members were present: John Anderson, Marta Gomez, Judy Holiday,
Larry Jackson, Harry Lu and Pastor Greg Thompson.  Karen Mason and
Al Lewis were absent.

BOA 04-123–Minutes
The first item of business was the approval of the minutes of the

last meeting of this Board.  The Secretary distributed and read the
minutes of that meeting.  There being no corrections and upon motion
duly made and seconded, it was unanimously

RESOLVED, that the minutes of the Board of Administration
meeting held on September 9, 2004, are hereby approved
as presented to this meeting.

BOA 04-124–Treasurer’s Report
The next item of business was the financial report for the previous

month.  The Treasurer distributed the September 2004 Financial
Statements, made comments on the statement and answered questions
of the members.  Upon motion duly made and seconded, it was
unanimously

RESOLVED, that the September 2004 Financial
Statements, a copy of which are attached to these minutes,
are hereby accepted.

BOA 04-125–Worship
Next, the Board considered the issue of adding a second worship service

on Sunday mornings.  The Pastor reported on the recommendations of the
Worship Committee.  There was a thorough discussion of the pros and cons of
adding a second service.  Upon motion duly made and seconded, it was
unanimously
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RESOLVED, that adding a second worship on Sunday mornings at 9:30
a.m. beginning January 2, 2005, be hereby approved; and 
RESOLVED FURTHER, that the Worship Committee be
hereby instructed to develop ways to announce and promote
this additional worship service.

BOA 04-126–Finance/Banking
The Treasurer presented a recommendation from the Finance

Committee that the church open a checking account at Horizon Bank
because of the convenient location of its new branch office.  The following
resolution was unanimously approved:

RESOLVED, that the funds of Grace Free Methodist Church,
herein referred to as “corporation,” shall be deposited with Horizon
Bank.
RESOLVED FURTHER, that the Treasurer of this corporation be
and hereby is authorized and directed to establish an account with
said bank and to deposit the funds of this corporation therein.
RESOLVED FURTHER, that any officer, employee or agent of this
corporation be and is authorized to endorse checks, drafts or other
evidences of indebtedness made payable to this corporation, but
only for the purpose of deposit.
RESOLVED FURTHER, that all checks, drafts and other
instruments obligating this corporation to pay money shall be
signed on behalf of this corporation by any one of the following
officers: Treasurer, Assistant Treasurer or Chairman of the Board
of Administration.
RESOLVED FURTHER, that said bank be and hereby is authorized
to honor and pay all checks and drafts of this corporation signed as
provided herein.
RESOLVED FURTHER, that the authority hereby conferred shall
remain in force until revoked by the Board of Administration of this
corporation and until written notice of such revocation shall have
been received by said bank.
RESOLVED FURTHER, that the Secretary of this corporation be
and hereby is authorized to certify as to the continuing authority of
these resolutions, the persons authorized to sign on behalf of this
corporation and the adoption of said bank’s standard form of
resolution, provided that said form does not vary materially from
the terms of the foregoing resolutions.
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There being no further business, the meeting was adjourned at 8:15 p.m.

      � � � � �� � � �	 
� � ���������������������
John Anderson, Secretary
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APPENDIX D
Certified Resolution and

Certificate of Incumbency
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CERTIFIED RESOLUTION

I, the undersigned, hereby certifies that he is the duly elected and acting
Corporate Secretary of the Grace Free Methodist Church, a Washington nonprofit
corporation, and that the following resolution was duly adopted at a meeting of the Board of
Administration of said Corporation, duly held on October 14, 2004, at which a quorum of
said body was present and acting throughout and that no action has been taken to rescind
or amend said resolutions and that the same are now in full force and effect:

RESOLVED, that the funds of Grace Free Methodist Church, herein referred
to as “corporation,” shall be deposited with Horizon Bank.
RESOLVED FURTHER, that the Treasurer of this corporation be and hereby
is authorized and directed to establish an account with said bank and to
deposit the funds of this corporation therein.
RESOLVED FURTHER, that any officer, employee or agent of this
corporation be and is authorized to endorse checks, drafts or other evidences
of indebtedness made payable to this corporation, but only for the purpose of
deposit.
RESOLVED FURTHER, that all checks, drafts and other instruments
obligating this corporation to pay money shall be signed on behalf of this
corporation by any one of the following officers: Treasurer, Assistant
Treasurer or Chairman of the Board of Administration.
RESOLVED FURTHER, that said bank be and hereby is authorized to honor
and pay all checks and drafts of this corporation signed as provided herein.
RESOLVED FURTHER, that the authority hereby conferred shall remain in
force until revoked by the Board of Administration of this corporation and until
written notice of such revocation shall have been received by said bank.
RESOLVED FURTHER, that the Secretary of this corporation be and hereby
is authorized to certify as to the continuing authority of these resolutions, the
persons authorized to sign on behalf of this corporation and the adoption of
said bank’s standard form of resolution, provided that said form does not vary
materially from the terms of the foregoing resolutions.

This Certified Resolution is executed this 20th  day of October, 2004.

      � � � � �� � � �	 
� � ���������������������
John Anderson, Secretary



67

CERTIFICATE OF INCUMBENCY

I, the undersigned, hereby certify that he is the duly elected and acting Corporate
Secretary of the Grace Free Methodist Church, a Washington nonprofit corporation, and that the
following named individuals were duly elected and are duly qualified and now serving in the
respective offices of the Grace Free Methodist Church:

Judy Holiday, Chairman     �� � � �� � �	� 
 � ������������������������������������������

Marta Gomez, Treasurer � � � � � � � � � � � � � � � � � 	 
                             

Harry Lu, Assistant Treasurer ����� � 	 	 
 �� � �����������������������������

This Certificate of Incumbency is executed this 20th day of October, 2004.

      � � � � �� � � �	 
� � ���������������������
John Anderson, Secretary
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APPENDIX E
Sample Policy Manual Section
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BUSINESS EXPENSE REIMBURSEMENT PLAN

As of January 1, 2004, Grace Free Methodist Church (“Church”) shall institute a policy of
reimbursement for business expenses incurred by its ministers and staff members on staff (“staff
member”) in connection with the performance of services by them for the purposes of furthering
the ministry of the Church.

Under the Business Expense Reimbursement Plan, each staff member will be reimbursed for
business expenses which have been properly accounted for according to the guidelines outlined
below up to an annual cumulative limit as set by the annual Church budget or as specifically
authorized by the Board of Administration.  However, at no time shall a staff member be
reimbursed in excess of the substantiated business expenses properly submitted by the staff
member.  Reimbursement of all such business expenses will be subject to review of the Church
Treasurer for adequate substantiation.

Staff member’s Requirements:

1.  Each staff member shall promptly submit proper accounting of all business expenses related to
the purposes of the Church.

2.  Each staff member must account for these business expenses on a periodic basis on the forms 
provided within 60 days of incurring the business expense.  

3.  Such accounting means that each staff member must report the type of expense, the amount, 
the date and time the expense was incurred, and the business purpose of each expense,
substantiated by original receipts or other adequate documentation.

4.  Each staff member is responsible for justifying that the amount of each expense is reasonable 
under the circumstances.

Grace Free Methodist Church



70

5.  The staff member understands that the staff member should make copies of all such expense 
documentation for his or her files prior to turning in the original documentary evidence
substantiating the business expense to the Church Treasurer.

6.  The Church will not include in the staff member’s IRS Form W-2 the amount of any business 
expense properly substantiated and reimbursed according to this policy and that the staff
member should not report the amount of any such reimbursement as income on his or her IRS
Form 1040.

First Approved: 12/11/03 Last Revised:


