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Managing finances can often be stressful for the team leader. 
After all, you are responsible for large budgets. As the leader, it is 
your job to make sure that money is handled and accounted for 
accurately. You may delegate many of these responsibilities to a 
team member, but know that you are ultimately accountable for 
the finances. 

Budgets
We create budgets for our trips based on what we consider to 
be reasonable amounts for each person to raise. As your team 
members raise support, they offer a unique opportunity to friends 
and family. Just as team members are building the kingdom 
through relationships with people in another country, supporters 
are investing in that same kingdom work by giving financially. In 
this way, they become a vital part of your team. If a team raises 
extra funds, the globalX staff will determine where, how, and when 
those funds are distributed. 

We want you to be successful, and part of that success means 
creating and implementing a plan to achieve your trip’s mission. 
The plan you put in place may require budget adjustments. For 
example, your team may feel strongly that special T-shirts would 
help create the right environment. However, T-shirts may not be in 
the budget. The globalX staff will work with you when such issues 
arise.  

The budget will include all expenses for travel, lodging, food, 
supplies, and money for a team retreat. 

In order to be reimbursed for out-of-pocket expenses, you need to 
document and turn in your receipts to globalX. Ideally, one person 
should make these purchases to avoid having to issue multiple 
reimbursement checks. 

 

Accounting 
The easiest way for you to handle finances will be to delegate a 
financially savvy person on your team as the accountant. Give 
this person the responsibility for tracking funds. You are required 
to clearly document where funds are spent to comply with 
IRS standards. Clear documentation also demonstrates good 
stewardship of the money entrusted to you. There will be things 
that you will not get receipts for, and there will be changes with 
the exchange rate that will throw off the accounting. That is okay. 
Following the suggestions in this guide should make this process 
easier.

Let the national ministry pay for as much as possible and give you 
an itemized statement at the end of your trip. Give them cash or 
help them exchange the money soon after you arrive and have 
them pay for the project expenses, transportation, food, lodging, 
etc. The statement should look something like the following: 

Quest Community Fellowship: Cebu, Philippines

globalX gave us $4,000 on January 1, 2005, for the following expenses: 

1. Hotel Regina (Two nights)      $500 

2. Transportation for the week        $200

3. Food for the week          $300

4. Student scholarships to attend camp              $2,000

5. Administrative expenses       $500

6. Other expenses for camp       $500 

        TOTAL   $4,000   
If globalX sent the national ministry an advance to help cover expenses, 
please get a receipt from them showing how the money was used. (Host 
advances are wired to them prior to trip departure.)

GlobalX-Ldr-Accounting-8-M-insert-7.5 x 5.5"-2012.indd   3-4 2/14/13   4:32 PM



globalX Accounting Forms
globalX will provide you with a standard accounting file. Please fill 
this out before, during, and after your trip.

This workbook is locked for a reason. DO NOT unlock and 
change anything on the accounting form. This form is designed 
to provide globalX with specific information. Any changes to the 
form could alter the information globalX needs.

The following diagrams are from the accounting spreadsheet.

Diagram 1: Top of “Budget” Sheet

You do not need to enter anything on this spreadsheet—it is for 
your information only. You should see your name, the dates of 
the trip, and the team name listed at the top. Your globalX Project 
Manager 

(PM) will have the budget, number of team members, and advance 
amounts filled in when you receive the accounting spreadsheet. 

You will see that as you spend money, the actual amount you have 
spent for each category will show up next to the budgeted amount. 
This will help you keep track of how you are doing against your 
budget.

Team Leader:  
Trip Dates:  

Per Person Team Actuals
Airfare -$                         -$                -$                
Insurance -$                         -$                -$                
Background Checks -$                         -$                -$                
Team Building -$                         -$                -$                
Team Preparation -$                         -$                -$                
Food -$                         -$                -$                
Transportation -$                         -$                -$                
Lodging -$                         -$                -$                
Debrief -$                         -$                -$                
Entry/Exit Taxes -$                         -$                -$                
Project Materials/Supplies -$                         -$                -$                
Visas -$                         -$                -$                
Misc. -$                         -$                -$                

Number of Team Members 0
Total -$                         -$                -$                

Pre-Trip Expenses
Trip Expenses
Pre-Trip and/or Trip Expenses

Trip Name

globalX TRIP BUDGET
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Diagram 2: Bottom of “Budget” Sheet
At the bottom of the “Budget” sheet, you will see a summary of 
Total Costs vs. Total Raised, Total Costs for Host, and Total Costs 
for Leader.

At the end of your trip, after expenses and support have been 
entered on their respective sheets, this sheet will automatically 
populate, and you will be able to tell whether money is owed to the 
host or money is owed to globalX from the host. The same is true 
for you as the team leader. 

Special Notes
 •  If the host owes globalX money at the end of the trip, have 

him send the funds back with you, if possible. This saves 
globalX bank charges and time. 

 •  If globalX owes money to the host and you have excess 
funds from the cash advance, go ahead and reimburse 
the host, recording this as a “Misc.” expense on the Trip 
Accounting worksheet.  
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Diagram 3: “Expenses” Sheet
This sheet is for recording expenses your team incurs before and 
during your trip. We recommend recording your expenses and 
filing your receipts as you go. This will save you a lot of work on 
the back end.

Enter the following data here related to expenses: 

1. Date of expense.

2.  Receipt #. You will only number the receipts paid for with the  
cash advance. Please start with #1. If you submit the   
receipt for reimbursement, you do not need a receipt #. If you do 
not receive a receipt, enter “no receipt.”

3. Category (choose one of the pre-defined categories):
 •  Airfare
 •  Insurance
 •  Background Checks
 •  Visas
 •  Entry/Exit Taxes
 •  Team Building – Food, supplies, lodging, etc., for retreat. 
 •  Team Preparation – All pre-trip team expenses (books, 

meals, etc.)
 •  Food – While traveling only. Includes meals, snacks, etc. 

(If the project activity includes a meal/food, this expense 
should be included in Project Supplies.)

 •  Transportation – While traveling only. Includes all ground 
transportation—not airfare (e.g., car rental, taxis, buses, 
etc.).

 •  Lodging – All lodging expenses for your team while traveling 
(NOT including debrief, if you stay in a different hotel for the 
debrief).

 •  Debrief – All debrief expenses for your team while traveling 
(lodging, meals, tickets, etc.).

 •  Project Supplies – Items bought in the States or while in-
country to be used for the project or purpose of the trip 
(includes decorations, preparation materials, snacks served 
during event, etc.).

 •  Misc. – Any miscellaneous expenses incurred either in the 
States or while in-country (e.g., medicine needed for sick 
team member, gifts for hosts).

4.  Paid By (choose one of the pre-defined categories):
 •  Pre-Trip – All expenses paid for by globalX or that you are 

reimbursed for by globalX.
 •  Leader Advance – Expenses paid for with the advance 

globalX sends you.
 •  Host Advance – Expenses the host pays for with the advance 

globalX sends them.
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5.   Expense (foreign currency) – Enter the amount here ONLY if 
you used foreign currency to pay for the expense. Once you 
arrive in-country, don’t forget to enter the exchange rate for the 
foreign currency in the top left of the expense sheet.

6.   Expense (US$) – Enter the amount here ONLY if you did not 
enter anything in the “Expense (foreign currency)” field. If you 
used a credit card while in-country, use the amount on your 
credit card statement.

7.   Description – Include a description for the expense (e.g., “team 
dinner at La Palma”).

Special Notes – Pre-Trip
As you pay for trip-related items in Atlanta, please save the receipts. 
To get reimbursed:

1. Submit a copy of the receipt.

2.  Include the name and address of the team member who 
paid for the item. 

3. Email or mail the receipts to your PM.

Communicate with the PM to find out amounts he or she has spent 
(e.g., airfare, insurance, background checks, visas) and record 
them on this worksheet. 

Special Notes – In the Field
Paying for meals when the team isn’t together: If the team does 
need to break off to eat in smaller groups, give money to one 
person in each group and ask that he or she bring back a receipt. 

Team members paying for team expenses: During the trip, it may 
be convenient or necessary to allow other members of the team to 
pay for expenses. This is your decision and you will be responsible 
for reimbursing those team members from your leader advance. 

The team members will need to provide you with a receipt. Only 
team leaders will be responsible to globalX for team funds. Enter 
those expenses paid for by the leader advance.

Not enough funds: If you spent money above the amount that was 
given in the cash advance, but someone will still be reimbursed, 
enter that as an expense paid for by the leader advance in the 
“Paid By” category.

Special Notes – Post-Trip
Excess funds: All money that is not spent on a predetermined item 
of the budget MUST be returned to globalX. If you have questions 
about this policy, please discuss this with your PM before your trip.
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Diagram 4: “Support Overview” Sheet 
This page gives you an overview of how each team member is 
progressing with raising support as well as how the team is doing 
as a whole.

In the accounting file your PM gives you, you will see your team 
member’s names listed rather than generic “Team member 1,” 
“Team member 2,” etc., as seen in the diagram. In addition, the 
“Goal” amount will reflect how much each team member needs 
to raise for your specific trip. The last line will always be labeled  
“Undesignated” for any support that is given to the team as a 
whole.

Diagram 5: “Support” Sheet
This is your tool to keep track of funds for your team during the 
fundraising process.

This is where you will enter all online donations each team member 
receives as well as any cash or checks. We want people to strongly 
encourage supporters to donate online, but we understand there 
may be circumstances when someone has to give you a check. 
Please fill in ALL fields above when tracking support. This page will 
also give you the ability to sort by team member so you can print 
an individualized document showing each team member’s support 
raised. Your PM will show you how to utilize this feature. 
 
Special Notes For Support Spreadsheet 
 • Check the globalX leader website often to keep up 

with money given online. Make sure to fill those in on 
this sheet. If you see an online donation for someone 
not on your team, please let your PM know. Let team 
members know about their online donations so they 
can send thank you notes.

 • Notice that the total at the top of this page will fill in the 
Total Raised field on the “Budget” page. 

 • Your role as the trip leader is to encourage and equip 
your team throughout the support-raising process.  

Team Member Raised Goal Needed % Raised
Team member 1 -$              1,000$          (1,000.00)$         0%
Team member 2 -$              1,000$          (1,000.00)$         0%
Team member 3 -$              1,000$          (1,000.00)$         0%
Team member 4 -$              1,000$          (1,000.00)$         0%
Team member 5 -$              1,000$          (1,000.00)$         0%
Team member 6 -$              1,000$          (1,000.00)$         0%
Team member 7 -$              1,000$          (1,000.00)$         0%
Team member 8 -$              1,000$          (1,000.00)$         0%
Team member 9 -$              1,000$          (1,000.00)$         0%
Team member 10 -$              1,000$          (1,000.00)$         0%
Undesignated -$              -$                 -$                  
Team Totals -$              10,000.00$  (10,000.00)$     0%
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The team member’s role is to manage his or her list of 
contacts, amounts pledged, amounts received, thank-
you notes, etc. God’s role is to supply the resources 
needed.  

 • Contributors writing a check can write the trip name 
in the memo line if desired (IRS rules prohibit an 
individual’s name from being written on the check to 
qualify for a tax deduction).

 • For cash donations, include the name, address, and 
phone number of the contributor so they will receive 
tax credit.

 • Turn in donations to your PM as you receive them 
throughout your preparation process. After recording 
donations, place all checks and cash in the provided 
envelope, fill in the front of the envelope, and turn it 
in or place it in the offering bucket at church. These 
donations will be listed as “checks” or “cash” when 
you view your team’s giving online.

 • The total for support raised and the total you see when 
you view giving online should match. If they do not, 
please contact your PM. (If you have checks that have 
not posted yet, your total may not match.)

Fundraising 101
The process for turning in funds to the globalX team is designed to 
place responsibility on the team members and the team rather than 
on the accounting department. Following the process described 
below will help teams know at all times where they stand in terms 
of support raised. 

Here is the process:   
 •  Team members send letters to potential supporters. For 

more details and examples of letters, check the Leader 
Guide Appendix or the globalX Field Guide. 

 •  Team members should inform their supporters of the  
process for giving online.

	 	 m		To give online go to www.GOglobalX.org and  
click “give.”

	 	 m		If someone must donate via check ask them to make 
checks payable to NPM and send the checks to 
the team member. If a check is made out to a team 
member, have that person sign the back of the check 
before turning it in to globalX. However, if the check 
is made out to an individual, the donation cannot 
qualify as a tax deduction.

 •  The team members will keep track of all their supporters 
and donations in order to send thank-you notes and trip 
summaries. 

 •  The team members will turn in the checks and cash to the 
team accountant. To ensure your contributors know their 
donations have been received, please turn in all donations 
as soon as possible. 

 •  The team accountant will keep track of how much money 
each team member has turned in and then give donations 
to the PM.
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