Year-End Checklist

	1.
	IRS Standard Mileage Rate for 2011
The new rate (effective January 1, 2010) is 50-cents per mile, down from 55-cents per mile in 2009.



	2.
	Housing Allowance Designation for 2012
Has your church board taken official action to designate your housing allowance for the 2012 tax year?  Remember, this allowance is prospective only.  That is, if you delay taking action on designating your housing allowance until mid-January, any housing expenses between January 1 and that date cannot be excluded from your income.

 

	3.
	An Important Reminder on Year-End Contributions

· Only those contributions actually received by December 31 or postmarked by that date may be recorded as given during the 2011 tax year.  Checks received in the offering on January 3 but back-dated into December are not to be recorded as 2011 contributions.

· You may want to remind donors having given more than $250 during the 2011 tax year to delay filing their tax returns until after they have received their contributions statements.  IRS regulations require that the contribution statement be in hand prior to filing the return.  Otherwise, in the event of an audit, the affected contributions claimed on the return may be disallowed.


	4.
	Blessing your pastor, pastoral staff, or lay employees with a cash gift from the congregation?
Christmas gifts made by the church represent taxable income and should be reported on the recipients W-2 form.  Cash gifts to volunteers are not taxable unless they exceed $600, in which case the gift must be reported on Form 1099.



	5.
	Are your personnel files up to date?

This is a good time to make sure you have W-4 forms (and I-9 forms) on file for every employee of the church.



	6.
	Do you have an accountable reimbursement plan in place to handle professional reimbursements to your pastoral staff?
If you do not have an accountable reimbursement plan in place, the members of your pastoral staff face negative tax consequences.  If you would like assistance in setting up an accountable reimbursement plan OR if you’re not certain your plan meets the standard of being an accountable reimbursement plan, contact the District Office and we will assist you in attending to this important matter.



	7.
	Is your accountable reimbursement plan being properly administered?

It’s one thing to have a plan stated in church policy, it’s another to insure that it is being administered properly.  If you have questions or would like some help in this regard, please contact the District Office.  We’re happy to help!


