
Important Documents – Does Your Church Know Where They’re Kept? (Part I) 
 

By Jonathan Guest and David Cleaver-Bartholomew 
 

For many churches these are challenging and stressful times.  Church members are concerned 
about worship, programs, and caring for one another as well as their “neighbor.”  Busy with 
pastoral responsibilities and keeping the faith community together, church leaders may not have 
the time or energy to maintain essential church records and documents.  Without regular review, 
important “institutional memory” may also be lost as volunteers rotate through key positions.   
 
Neglecting this important part of church management may present problems, especially if 
important action must be taken quickly.  So, what belongs in that “cabinet” containing important 
documents?  The following list may be helpful as your church reviews its records.  Not 
everything needs to be attended to and assembled all at once.  Ideally, however, the items below 
should be reviewed and/or updated on at least an annual basis. (Part II of this article will 
discuss items that may call for less regular review.) 
 

1. A copy of the current constitution and/or bylaws with all amendments that are in effect.  
  

2. Internal financial records, such as the annual report (e.g., the one presented to annual 
meeting for budget approval purposes), monthly and/or quarterly income and expense 
records for the two most recent years. 

 
3. An up-to-date list of all church members, including addresses, phone numbers, and 

email addresses. This list should clearly identify who is the current Moderator/President, 
Treasurer, Clerk, and other officers, and their terms of office.  

 
4. Documents related to all church personnel (both W-2 employees and Form 1099 

independent contractors), such as payroll tax forms, housing allowance designations for 
the pastors, as well as records relating to premium payments for life, disability and 
health insurance policies, and contributions to pension plans.  

 
5. Copies of any tax returns or forms filed with federal, state, or local tax authorities.  

 
6. A copy of all other insurance policies, as currently in effect, such as property and 

accident liability, workers’ compensation, and any policy covering a parsonage, and 
records of payment of premiums.   

 
7. A list of all bank accounts, including which church members are signatories on the 

accounts, plus a couple of recent statements.  If the church uses a bank deposit box for 
valuable documents, a record of who has access and/or the key.  If bank records are 
accessed electronically (via on-line banking software), the usernames and passwords 
should be retained and how to access them known. 

 
8. If the church has an endowment, the name of the outside investment adviser (if any), and 

recent account statements.   



 
9. A list of all internet/online accounts and websites complete with usernames and 

passwords. 
 

10. The church’s personnel manual as well as the accounting policies and procedures 
manual. 

 
Part II of this article will discuss documents that should be maintained but are less likely to 
require annual review. 
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Important Documents – Does Your Church Know Where They’re Kept? (Part II) 
 

By Jonathan Guest and David Cleaver-Bartholomew 
 
In our previous article published on _____ (insert link?), we listed church documents that should 
be reviewed and, as needed, updated annually.  In this follow-up article, we discuss other 
important documents that require less frequent review, but whose importance should not be 
underestimated.  In some instances below, the records are a continuation to earlier years of items 
we referred to in the previous article. 
  
The following documents should be located and stored in a secure place.  If any are kept in a 
bank safe deposit box, there should be a record of who has the key and access.  There may be 
other documents that your church considers important but are not listed here. 
 

1. Minutes of meetings of the church council or other governing body.  And committee 
reports as available. 

 
2. Financial records, including annual report, monthly and/or quarterly income and expense 

reports for older years.  
 

3. Employment contracts or any document evidencing terms of employment (such as a call 
letter for a pastor) for all personnel. 
 

4. Other employment records, such as reference checks, performance reviews (including 
disciplinary actions), and Form I-9 immigration forms.  Some of these may include 
confidential information access to which should be limited to certain church leaders. 
 

5.  If the church endowment contains accounts or amounts that are subject to use restrictions 
by donors, copies of the donor instruments (such as a will or letter from a donor and, if 
available, contact information for the legally responsible party) should be retained.  If 
monies are use-restricted by decision of the church council, a copy of those minutes. 

 
6. Tax records including payroll tax forms, housing allowance designations for your pastors, 

contribution reports evidencing tax-deductible contributions for contributors’ tax 
reporting purposes, and any other returns or forms filed with federal, state, or local tax 
authorities.  Also, the tax-exempt status letter from the IRS or state tax department. 
 

7. If the church is incorporated under state law, a copy of the incorporation documents. 
 

8. The real estate deed to your church property or properties, including the parsonage, plus 
any title insurance policy covering the property.  

 
We recognize there are many demands on the time and attention of church leaders, especially 
during these unprecedented times. However, reviewing and updating essential church records 
and documents periodically is an extremely important part of responsible church management. 



We strongly urge that doing so be given a high place on your church’s priority list, not only for 
the sake of your church’s present, but also its future leaders. 
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