Calgary Truth Baptist Expense Policy
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Procedure 1: Expense must be approved by the approver of corresponding ministry before
reimbursement.
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The claimant fills out the General Expense Claim Form, then photographs or
scans the form along with the original receipts into a PDF file. This is sent
to the approver’s personal email address, notifying them to sign. See attached
list of approvers for each ministry.

T&%ﬁ)\iﬁg%‘fﬁﬁjﬁ%ﬁ EPW%E% (General Expense Claim Form) J{ESJZ‘%ZIE‘LIQJ’E—ETEI Hﬁﬂﬁgﬁk PDF I
R0, REREE AN CAHBEED A LSS,

After the approver signs the form, they must email it to the church’s
designated email address: reimburse@truthbaptist.org (ROOTS reimbursement
forms are to be emailed to Roots@truthbaptist.org for approval).
Alternatively, the claimant may send the email. The approver and claimant
should coordinate to ensure the signed documents are emailed only once.

LA TG, KRB TFHEAEE ST E KB reinburse@truthbaptist. org, BHEE
WENRKERG B MM . HHALATIRE NG, RS 7 G B K — IR BB .
Only one email per reimbursement claim should be sent to the church’s
designated email address.

— A TR K I B e fR e T HRAE (L 2)

The subject line of the email must include: the date, the claimant’ s name (the
name to appear on the check), the purpose of the expense, and the amount.
HLFIBLER subject FIHE:  HBL, HEAMSL EBRCECERBES) , REFHEIAS
%o 4n: 20230120_John Wang_Sundayschool 2508, {# T #xif].

The General Expense Claim Form must include the payee’s name as it should
appear on the check. (If the reimbursement is to be made using electronic
transfer, please provide the email address for receiving the transfer.)

WA HIER LIE FRGR AR TEE RN S, WRBSUETFERKTRRSE, &
Rt 2 BRI ER BRHEHE) |

The finance team member responsible for issuing checks will review the email
and issue a check to the relevant claimant.

ot 55 41 A7 T 28 R SRR I IR T B A 901 Hh S SR g A OB N

Download link for the General Expense Claim Form.

P AR F 5 2R T Ak

http://www. truthbaptist. org/Uploads/2015/08/General -Expense—Claim—Form. x1sx
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http://www.truthbaptist.org/Uploads/2015/08/General-Expense-Claim-Form.xlsx

Procedure 2: Expense must be pre-approved by Leaders’ Team (Elders for ROOTS) before
disbursement and reimbursement.

WA 2. SLAETR, ETTAHAIREE 2 A, WA 20% t ity S AL

a. Before disbursement, request for the expense must be sent to Leaders for pre-approval.

a. EJTHH AT,  IERAE B I B SR 2B A2 20 1y 4 141 A JEAT T

b. Depending on the urgency, the request will be discussed by Leaders’ Team in monthly meeting or
through email communication.

b IRIEE SR B SRS, K AEr SR A H B2 LT e, Bl o i 24T 1 18 .
c. Once a decision is made, the decision will be notified to the requester by Leaders’ Team. If the
request is approved, Leaders’ Team will also notify Treasure to reimburse the approved amount.

c. M RIE T, %R E R 2t B N IE R 2R RN o WRESRAAEE, 40 ] At 2 75 801 HH
T PTHEAE A <2 A0

d. The decision will be documented in Leaders’ Team monthly meeting minutes or email meeting
minutes for record. Not applicable for ROOTS.

d. ZHER PO IR A Bl 2Bl b, B Tl 230l s B
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Reimbursement Approver List Rev5

W HEHAL R

Effective from June 1, 2016/Amended January 20, 2023
2016 46 A 1 HEB4£R/2023 4F 1 A 20 A5

Ministry T Approver HHtA Note &¥E
Kitchen Supply /& J5 i FLEESY, BRIE
New Visitor Ministry 100875 T s, B
Member Caring 23 i J PR s, B E Note 3 #7E 3
Church Activities #2155 wh B, B Note 1 &¥E 1
SNBSS RN, & pRAE
Happiness Groups £ 4 /N AN, PRAE
Invited speaker travel expenses #1H #F i@ % | FBME,
Baptism 4L / Lord’s Supper £%& e, FL
IT, HiFF O, EL
Board H $ 275 3) IR,
Children Ministry J# 5 T ZEi%, EN Note 2 &VE 2
Cell Group District 4 ig /)N H 4k [X FiE, EMN
Cell Groups 4 i/ i, /A
Discipleship |']1)ll/Sunday School F H % FiE, EN
Office Supply 70 A% FH &t / Library K458 i, /A

Note %&7E:

Note 1: Church Activities include Anniversary, Chinese New Year Party, Christmas, or other outreach
activities.

B AWEEAFEEER, B, S, S ESNEES).

Note 2: Approver for Children Ministry should be current Headmaster and Secretary of Children Sunday
School.

FIE 2; JLEFE TR L AN AIZR N LE AR K.

Note 3: Approver for Member Caring should be current team leader of member caring group.

2P S NIk K NIVAE = L R DS VAN R 1 AN
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ROOTS Reimbursement Approver List
Effective from November 1, 2025

Ministry Approver Note
New Visitor Ministry — Sunday Welcome Andrew Kim
Youth Support Andrew Kim
Outreach/Mission Expenses Jessica Zhang
Small Group Development Jessica Zhang
Baptism / Lord’s Supper Shelley Liu
Leadership Training Shelley Liu
Small Group hosted events Respective Small Note 1
Group Leaders
IT & Worship Johnny Zhong

Note:

Note 1: Small group hosted events include seasonal/holiday events for member caring and outreach
activities.
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