NORTHWEST TEXAS CONFERENCE

OF THE UNITED METHODIST CHURCH 
INSTRUCTIONS FOR COMPLETING THE
NORTHWEST TEXAS PASTOR COMPENSATION FORM FOR 2012
General Information

· Complete a compensation report for each pastor under Episcopal appointment to the church or charge. In the case of a dual charge, each church must complete a compensation report.
· Insert the name of the church and the complete name of the pastor on the appropriate lines.
· Compensation is reported on a calendar year basis and the Compensation Report must reflect a full twelve (12) months of compensation. 
· Complete a compensation report whenever there is a change in the compensation of the pastor or a change in appointment and the Compensation Report must reflect a full twelve (12) months of compensation.
· In completing the compensation report, make an entry on all non-shaded line. If the pastor is not provided with any compensation with respect to a specific line, enter zero. Any lines on the compensation report that are left blank will be assumed to have a zero value.
· After completing the compensation report, return the original to the district office. Copies of the compensation report should be retained by the district superintendent, by the pastor, by the Charge Conference, by the SPRC and by the Church Treasurer.  The District Superintendent will send a copy of this form to the Conference Benefit’s Officer in the Conference Office.
· Any changes in the compensation report must be approved by a church or charge conference and reported to the Conference Benefits Officer by the District Superintendent.

Please note the following compensation (Total Basis For Appointment, Page 1, Line 13) minimums that have been mandated by the Annual Conference for 2012:
$31,850 - Full Connection (Elders, Permanent Deacons) and Probationary Members

$29,400 – Associate Conference Members

$26,947 – Full-Time Local Pastors

PAYMENT SECTION
Line 1 – Church Contribution to Pastor’s Compensation.  This is the amount that the local church contributes to the Pastor’s compensation (less Equitable Compensation contributions and Cash Allowances.
Line 2 – Equitable Compensation Contribution to Pastor’s Compensation.  This is the amount that is contributed by Equitable Compensation and is contingent upon approval by Commission on Equitable Compensation.
Line 3 – Non-Accountable Plans (Cash Allowances).  The total must be broken out on Worksheet 1, and a copy of the Resolution Document must be included with the Compensation Form.  If you are using the Excel spreadsheet version of the form, you need only fill out the worksheet.  The total will automatically transfer to page one of the compensation form.  All but Housing Exclusions will be reported as taxable compensation on Form W-2.
Worksheet 1 has been provided to assist you in completing line 3. Although this allowance is not accountable to the church, the IRS will require receipts if you deduct on your tax forms.  Line 3 should include the following items:

Worksheet 1 Line A - Insurance Premiums – any cash paid directly to the pastor or to be used in payment of premiums related to health should be included on this line. This line should not include any amounts that are billed or apportioned by the annual conference such as the Medical Insurance billed to the church from the Conference Benefits Office. 

Worksheet 1 Line B - Travel Allowance – any cash paid to the pastor in anticipation of travel expenses, for which the pastor is not required to provide a receipt or voucher, should be included on this line.

Worksheet 1 Line C - Continuing Education, Books and Publications – any cash paid to the pastor in anticipation of continuing education expenses and the purchase of books and publications, for which the pastor is not required to provide a receipt or voucher, should be included on this line.

Worksheet 1 Line D – Membership Fees, Dues or Entertainment – any other cash payments made to the pastor in anticipation of expenses for entertainment, memberships in organizations, and dues for which the pastor is not required to provide a receipt or voucher, should be include on this line. 

Worksheet 1 Line E – Housing Exclusion Expenses – This includes such expenses as utilities, insurance and maintenance which are paid to the pastor not included in the Housing Allowance line 17.  A resolution is required for this exclusion and should be attached to the compensation form.  Enter on line 14 or if using Excel this figure will be automatically entered.  Should only be used if a parsonage is provided.
Worksheet 1 Lines F & G – Other – any other cash payments made to the pastor in anticipation of expenses, for which the pastor is not required to provide a receipt or voucher that has not been listed on Worksheet 1 Lines A-G.  A description of the expense is required. 
Line 4 – Total or Gross Cash Compensation.  This amount is the total of lines 1, 2 & 3.  It is the total amount paid to the pastor before payroll deductions.  This does include housing exclusion (Worksheet 1, Line E or Accountable Reimbursements (Worksheet 2).
Lines 5-8 are payroll deductions that need to be recorded but have no effect on the pastor’s compensation.  Resolutions are required for these items.
Line 5 – Pastor’s Contribution to Health Insurance Premium.  This is an after tax deduction from the pastor’s payroll and is not paid to the pastor above and beyond the total compensation.  Example – If church pays single rate but requires the pastor to pay for spouse or family and the church withholds and sends this difference in with insurance payment.
Line 6 – Flexible Spending Plan.  This is a Flexible Spending (Cafeteria) Plan that the employer (church) sets up following IRS Cafeteria Plan Rules. This may NOT be used for health insurance premiums.  It is a before tax payroll deduction which is elected annually.
Line 6a – Flexible Spending Plan. Write Yes if this plan is through the General Board of Health Benefits Plan or No if it is not.  

Line 7 – UMPIP Contribution.  This is the dollar amount that the Pastor contributes to his/her United Methodist Personal Investment Plan.  This line should reflect the total dollar amount for the entire year (12months).
Line 7a – UMPIP Contribution.  Write Yes if this is a tax-deferred plan or No if it is not a tax-deferred plan.
Line 8 – 403B Contribution to retirement plan other than UMPIP.  This is a contribution to private IRA held with a bank or investment firm.  There must be a voluntary compensation reduction agreement on file with the church and you may elect it to be tax deferred.
Line 9 – Total Payroll Deductions.  Add lines 5-8.  If you are using the Excel version of this form, this has been done for you.

Line 10 – Net Compensation after the payroll deductions listed above.  SUBTRACT line 9 from line 4.  If you are using the Excel version of this form, this has been done for you.

APPOINTMENT SECTION

Line 11 – Total Cash Compensation.  Transfer the amount from Line 4.  If you are using the Excel version of this form, this has been done for you.

Line 12 – Accountable Reimbursements.  This is only paid out via voucher, with receipts required. It reflects the maximum amount for which receipts may be submitted.  Total must be broken out on Worksheet 2, and a copy of the Accountable Reimbursement Policy must accompany the Compensation Form.    A sample of this form may be found at:

 http://www.gcfa.org/PDFs/TaxPacket2006(Current)/Business_Expenses_and_Reimbursement/Accountable_Reimbursement_Policies/AccountableReimbursementPolicy-LongForm.pdf. 

If you are using the Excel spreadsheet version of the form, you need only fill out the worksheet.  The total will automatically transfer to page one of the form.
This DOES NOT include parsonage expenses such as utilities, insurance or maintenance.  These things must either be part of Cash Allowances or the Housing Exclusion Declaration.  

Payments from any given line item on Worksheet 2 should not exceed the portion of the line item amount payable to any given date during the year.  For example, no line item, except for Annual Conference expense should be paid at above 6/12 of the total annual amount by the end of the month of June when pastoral change may take place.  This insures the ability of a new pastor to access the fair amount of these funds should a change in appointment take place; however the pastor attending the session of Annual Conference should be given access to all of the funds listed on the Annual Conference Expense line item. 
Worksheet 2 has been provided to assist you in completing Accountable Reimbursement Line12 and must be included with the Compensation Form and Resolution Document.

Worksheet 2 Line A - Travel – any funds available to the pastor in anticipation of travel expenses should be included on this line. These funds require vouchers/receipts and are disbursed as supporting documentation is provided.

Worksheet 2 Line B - Continuing Education, Books and Publications – any funds available to the pastor for paying continuing education expenses and purchasing books and publications should be included on this line. These funds require vouchers/receipts and are disbursed as supporting documentation is provided.

Worksheet 2 Line C - Membership Fees, Dues, and Entertainment – any funds available to the pastor for paying expenses related to membership fees, dues and entertainment. These funds require vouchers/receipts and are disbursed as supporting documentation is provided.

Worksheet 2 Line D - Annual Conference Expenses Paid by Local Church – any vouchered expenses paid by the local church which are related to the attendance of the pastor at annual conference.  These funds require vouchers/receipts and are disbursed as supporting documentation is provided. 

Worksheet 2 Line E - Other Reimbursable Expenses – any other vouchered expenses paid by the local church not included in Worksheet 2 lines A-D.  Descriptions of the expenses and amount breakdowns are required for each Other Reimbursable Expense.  If you are using the Excel spreadsheet version of the form, you need only fill out the Description and amount breakdown worksheet.  The total will automatically transfer to Line E.  These funds require vouchers/receipts and are disbursed as supporting documentation is provided.
Line 13 – Total Basis for Appointment.  Add lines 11 & 12.  This is the amount upon which the appointment is based. If you are using the Excel version of this form, this has been done for you.

Line 14 - HOUSING EXCLUSION DECLARATION.  DO NOT ADD OR SUBTRACT.  This a declaration of how much of the Total Cash Compensation the pastor will claim for housing expenses.  Receipts may be required by the IRS.  A copy of the Resolution Document must accompany the Compensation Form.  This is the same total as Worksheet I, Line E.  If you are using Excel, this figure will automatically be entered from the worksheet.
BENEFITS SECTION*

Line 15 – Conference Health Insurance – indicate the amount of health insurance that is paid by the local church.   If Family Coverage - $17,664 or Single Health - $12,774.   If other health insurance is paid by the local church for the pastor or their dependents enter the amount paid.
Line 15a – Type of Other Insurance -  If other insurance paid, indicate type of insurance by writing in Military, Private, Cash Supplement, Other 

Line 16 - Parsonage.  Enter Yes if parsonage provided or No if parsonage not provided.
Line 16a – Utilities – If all utilities for parsonage are not paid by the church, enter amount paid.
Line 17 - Housing Allowance.  Enter the total annual amount of the pastor’s Housing Allowance if no parsonage is provided.  Remember this figure is subject to IRS limitations.
Line 18 - Figuring Estimated Comprehensive Protection Plan (CPP) Amount for Pastor (To assist budgeting)– Fill in this blank after all other numbers (including worksheet) have been filled in. Enter correct amount from Line 18a Parsonage provided or No Parsonage provided.
Line 18a – If you are using the Excel version, these numbers will be done for you. 

If parsonage provided
1. Add Line 1, page 1 (Church Contribution to Pastor’s Compensation) and Line 3, page 1 (Cash Allowances) and multiply by 1.25 to get Pension Basis.
2. Multiply the results of #1 above by .03 to get annual CPP amount for pastor. 
If no parsonage provided, but housing allowance is provided
1. Add Line 1, page 1 (Church Contribution to Pastor’s Compensation) and Line 3, page 1 (Cash Allowances) and Line 17, page 1 (Housing Allowance)

2. Multiply results of line 1 above by .03 to get annual CPP amount for pastor’s. 

IMPORTANT NOTICE - In order to qualify for CPP benefits, all full-time clergy must receive compensation and housing equaling at least 60% of the Conference Average Compensation (CAC).  In 2012, the CAC will be $57,150.  This means the minimum you can receive in compensation is $27,432 (Total or Gross Cash Payment) if you have a parsonage or a total of $34,290 in compensation and housing allowance.

If your Total Cash Compensation (Line 11, page 1) plus parsonage or housing allowance is over 200% Denominational Average Compensation (DAC), which for 2012 is $62,781, your Annual CPP will be capped at $3,766.86.

Line 19 - Figuring Estimated Clergy Retirement Security Program (CRSP) Amount for Pastor (To assist budgeting)– Fill in this blank after all other numbers (including worksheet) have been filled in. Enter correct amount from Line 19a Parsonage provided or No Parsonage provided.
Line 19a – If you are using the Excel version, these numbers will be done for you. 

If parsonage provided 
1. Add Line 1, page 1 (Church Contribution to Pastor’s Compensation) and Line 3, page 1 (Cash Allowances) and multiply by 1.25 to get Pension Basis.
2. Multiply total of line #1 above by .145 to get annual amount for pastor’s CRSP.
If no parsonage provided, but a housing allowance is provided
1. Add Line 1, page 1 (Church Contribution to Pastor’s Compensation) ) and Line 3, page 1 (Cash Allowances) and Line 17, page 1 (Housing Allowance)
2. Multiply total of line #1 above by .145 to get annual amount for pastor’s CRSP. 
SIGNATURES and DATE
The compensation report is considered invalid unless executed by all of the individuals indicated in this section of the compensation report. Therefore, please have each individual sign and date the compensation report on the appropriate line.
CHARGE INFORMATION SHEET – TO BE USED ONLY IF THE PASTOR SERVES A CHARGE WITH MORE THAN ONE CHURCH
If your Pastor also serves another church in your area and you divide the benefits cost between the two churches, enter the amount or the percentage of the benefit costs that is paid by each church.  There must be a total of 100% or the total dollar amount paid for each item.  If nothing is entered, the Total Cash Compensation plus Housing for each church will be added together, and the percentage of that total that is paid by each church will be used as the basis for the percentage of benefits cost paid by each church.  If you are using the Excel spreadsheet version of the form only fill in the shaded blocks.  Excel will automatically fill in the other boxes.

IF YOU HAVE QUESTION
Do you have questions? Call your Conference Benefits Officer at 806-762-0201 ext 17 or contact your District Superintendent.
