TERMS OF CALL Worksheet & Report   

Period beginning:Day___Month____Year____ Ending :Day___Month___Year_____

(Date normally is 1 January of the current year.  This report is required annually of all churches in January and is normally based on the Annual Meeting of the Congregation at which it is approved.  The TERMS of CALL Report should be forwarded immediately, but no more than five (5) days following the Congregation Meeting, to Presbytery for approval.  Please note: This is the only acceptable form for this report and requires Clerk of Session to acknowledge that the annual meeting has been held and that the minister(s) have had a performance review and that a financial review has occurred for the prior year. The Minister’s signature is also required as noted on the back side(see page 2).
Church name:_____________________________ Location:__________________________________
Terms of Call/Employment for:_________________________________________________________
Date of Installation in Current Position______________
Date of Ordination____________
Pastor    Assoc. Pastor    Stated Supply    Interim    Temporary    Designated     Certified Christian Educator __, CLP___
Full Time        Part Time         If Part Time number of hours weekly



Does this Pastor have responsibility for another church or churches?__________
If yes, what church(es)?___________________________________________________________________________________

Has your Session reviewed with the Minister/CCE adequacy of compensation re your budget and ministerial needs? 

Yes       No ___
If this is an annual update of Terms, has a written performance appraisal and a formal review been completed?

 Yes_____ If yes, on what date?_______________ If No,___ please explain__________________________


Prior Year (2011)

    New(2012)

Compensation Included in Effective Salary                                  Terms 

                    Terms 

Please see page 3 before completing 

1. Annual Cash Salary
$
_

$__________

2. Housing Allowance (Ministers who rent or own home)
$
_
$__________

3. Furnishing, Computer/Book Allowances 
$___________
$__________

4. 403(b)(9) or other Deferred Comp-See note on p.3
$___________
$__________

5. Bonuses, unvouchered allowances, gifts (please specify

       type and amounts)____________________________
$
_
$__________

6. Others allowances (e.g. medical deductible $______, 
                             check all that apply -

       Dental_____  Death Benefit_____ Other ______           
$___________
$__________

STOP! Before completing #7, please see, #7 below on page 3.
7.
Social Security Offset Excess SECA obligation from #III
$___________


$__________
below on page 4
8.
Manse value (at least 30% of lines 1–7 or fair market)
$___________                       $__________

7. Total Effective Salary—Sum of lines 1-8 
$___________
$__________

8. Benefit Plan Dues (For 2012, annualized at 32.25% of Line 9)
$___________
$__________
11. SECA Allowance from Line (#II) below on page 4
$____________
$___________

      12. Health Reimbursement Arrangement allowance
    $__________
            $_________

      13. 403 B Matching Payment
    $__________
            $_________

      14. Compensation not In Effective Salary-Lines11, 12, 13 $_________
                        $_________

Items NOT NORMALLY INCLUDED in Effective Salary or Taxable Income
      Accountable reimbursement plan (supported business expenses)        2010

        2011


 a. Continuing education  (minimum $1,000 for 2012)
$___________ 
$__________ 



 b. Automobile expenses (expected total cost for budget)  
$___________
$__________



 c. Business and professional expenses
$___________
$__________



 d. Utilities paid by church
$___________
$__________


15.
Total 15a, b, c, d
$___________
$__________

      16.
Church’s TOTAL Cost (Items 9, 10, 14 & 15)

$__________

$__________

Other items to be covered by Terms of Call
17.
Please indicate the amount of Vacation Time (min. 4 weeks incl. 4 Sundays)  



Weeks ______ Sundays ______


Did your pastor take his/her full vacation benefit in 2011?___Yes___No


If “no”, please explain____________________________________________________________

18. What is your weekly day off and what do you do with it?________________________________


______________________________________________________________________________

19.
Continuing Education (min. 2 weeks including 2 Sundays) Weeks _______Sundays ______


Did your pastor take his/her full continuing education benefit in 2011?___Yes___No


If “no”, please explain____________________________________________________________


Summary of 2011 Continuing Education_____________________________________________

20. Are you planning a future Sabbatical?____________ Would you like assistance?______________


______________________________________________________________________________

21.
Relocation Allowance if any?  (For new calls only: Please approx $ figure)
$_________________



(Always get three movers to bid.)


22. Is there a Shared Equity arrangement?  Yes​​​___ No___   If yes please attach a copy of the plan.
Reminder: Annualized figures for effective Salary on line 9 should be in agreement with those reported to Presbyterian Pension Board on form ENR111) as completed by the church. Special rule for 403(b)(9) matching contributions (listed on line 13) is on page 3, number 4.  ******************************************************************************************

We confirm that the Terms of Call/Employment was approved by a vote of the Congregation or Session as appropriate on___________ and the figures as shown above have been entered into the minutes of that meeting.  By signing this form, I, the minister of this church, also affirm that I have filed ENR-111 with the Pension Board.
We confirm that the Annual Review of the Church Finances for the year ending 2010 has been performed as required by the Book of Order G-3.0113 - utilizing Financial Checklist ( www.pcusa.org/stewardship/financial.htm) with a letter report to the congregation confirming the review noting discrepancies or suggested improvements  if any. You are also signifying that all federal and state reports for the year 2010 are current or have been filed.  Be especially aware that this includes I-9s which shall be retained locally for all employees either three years after the date of hire or for one year after employment is terminated, whichever is later, and 1099s.  Note also that no gifts may be made to any charity unless it holds a valid 503c certificate.  This includes foreign entities.
____________________   _______________                      ____________________



          Minister                            Date


    Clerk of Session


Date

******************************************************************************************

Return one copy to the Presbytery office NO MORE THAN FIVE (5) DAYS AFTER THE MEETING OF THE CONGREGATION at which the Terms were approved. A copy of the Terms of Call should also be furnished to the individual.  In no case should the Annual Report of the Terms of Call/Employment be received no later than   February 17, 2012.              
Send to:  Lackawanna Presbytery, 550 Madison Avenue, Scranton, PA 18510
Notes
COMPENSATION INCLUDED IN EFFECTIVE SALARY-Lines 1-8

Line 1: Annual cash salary-- To meet Lackawanna Presbytery salary requirements, Cash Salary will include Base Salary plus Other Direct Payments such as Life Insurance Premiums. For 2012, the minimum full-time salary has been set by Presbytery at $34,923 with use of manse (see also “Line 8” note below) or $48,384 if no manse is provided. 
Line 2: Housing allowance -- Amount designated annually by the Session in advance of payment.

Line 3: Furnishing allowances paid to ministers should be included on this line. Manse utilities should be in the name of the church and paid directly by the church and are NOT included in a minister's Effective Salary.

Line 4: 403(b)(9)  and other Deferred compensation includes tax‑sheltered annuities, 403(b)(9) plans, Keogh and Retirement Savings plans, housing equity allowances, and other forms of funded or unfunded deferred compensation arrangements. Payments by the church which match employee contributions are excluded from the Effective Salary used for Dues Calculation on ENR 111, and are shown on line 13 above.

Line 5: Bonuses, unvouchered allowances, gifts, etc. are the year‑end and other bonuses, unvouchered allowances (such as expenses that are not paid through an Accountable Reimbursement Plan), down payment grants for the purchase of a home, savings from interest-free or interest‑reduced loans (not loan principal), and gifts paid by the employing organization. (Gifts from private donors or honoraria are NOT included.)

Line 6: Other allowances includes all other forms of compensation not otherwise covered on lines 1‑5, including medical deductible and expense reimbursement allowances not paid through a group benefit plan (for example, dental plan), insurance premiums for additional insurance coverage provided for individual employees (premiums for group plan coverage are not included), salary reduction contributions to flexible health spending accounts, and cafeteria plans, etc.

Line 7:  If an allowance is provided to reimburse for Self‑Employment Contribution Act (SECA) tax obligations, any amount in excess of 50% of the minister's SECA tax obligation must be included on this line. Please see below for worksheet to calculate the figure. Amounts less than or equal to 50% of the Minister’s SECA tax are excluded from Total Effective Salary, which is used as the basis for Benefits and Pension Dues, and is entered on Line 11. However, any SECA Payment is taxable income to the Minister and does count when determining if the Terms of Call meet the Presbytery minimums.

Line 8: Manse amount. For purposes of determining Effective Salary, the Benefits Plan provides that the manse rental value must be at least 30% of other compensation (i.e., lines 1-7 above). The Presbytery standard is that the rental value of the manse should be the greater of the fair rental value as determined within the past 2 years or 30% of effective salary. If a utility or other housing‑related allowance is paid to the minister, the allowance should be reported on lines 2 or 3. In other words, the church must pay the utilities through its checking account in order for such payments to stay out of Effective salary and Taxable Income.

Line 10: Benefit Plan Dues.   The cost of medical is 20.25%, and is payable monthly. Total dues for Pension, Life Insurance and Health benefits are now 32.25% of Total Effective Salary. Treasurers are urged to pay electronically via Board Link.

COMPENSATION NOT NORMALLY INCLUDED IN EFFECTIVE SALARY
Line 11: SECA Allowance The total SECA tax for the year 2012 is 15.30%.  Some churches give an allowance up to one half of the total tax, i.e. 7.65%, to the clergy. This is taxable income to the employee and subject to SECA, but payment up to 50% of the Pastor’s total SECA obligation is exempt from Pension and Benefit Dues. It is therefore not included in Total Effective Salary, which is the basis for dues calculations.  Any allowance in excess of 50% of the SECA obligation is both taxable and included in Total Effective Salary. Only that part of the SECA allowance above 50% would go on line 7. 


  (I) Approximate total SECA tax obligation for Minister 15.30%)
                           

$___________


(II) The church will give an allowance not to exceed ½ of item (I) Show on line 11.           
$___________

      (III) Amount in excess of line 50% allowance. Add (see page 3) to line 7 above.                        $___________    
      













       Line 12: Accountable Reimbursement Plan Payment for health expense must be supported under an Accountable Reimbursement Plan or paid under a Section 127 Plan. All other allowances should be included on line 5.

Line 13: (see page 1)403B matching payment. The Board of Pensions excludes contributions that match a Pastor’s (see page 1) own contribution to the 403 B plan. Include this amount on line 12.

Line 15 Reimbursable items not included in Effective Salary

a. Continuing education reimbursements: the amount the church or employing organization agrees to reimburse for money actually spent or to be spent for job‑related continuing education purposes. Presbytery minimum is $1000 per year.

b. Automobile expenses must be either (a) reimbursed at the per mile IRS rate or (b) a car with full expenses provided. Record on line 15b the amount budgeted to reimburse the minister or to pay the expenses of operating a church‑owned vehicle. All payments must be documented with actual expenses or miles driven. Allowances for which no substantiation is required should be included on line 5. This includes payment to cover commuting costs which are taxable income.

c. Business and professional expenses include such items as books, subscriptions to magazines, supplies, business meals, etc. and should be reimbursed as spent and supported by the minister.

d. Utilities expenses for the Manse
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