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Bookkeeping Basics for Missionaries 
Overview: Effective bookkeeping is crucial for managing the unique financial aspects of missionary work 
and small businesses. This guide aims to simplify bookkeeping concepts and practices, ensuring financial 
health and compliance. 

Basic Principles: Bookkeeping involves tracking income, expenses, and financial transactions to provide a 
clear picture of the business's financial health. 

Understanding Bookkeeping 

Definition of Bookkeeping: The systematic recording of financial transactions pertaining to business 
activities. 

Difference Between Bookkeeping and Accounting: Bookkeeping is the recording of financial transactions, 
while accounting involves interpreting, classifying, analyzing, and summarizing this financial data. 

Setting Up Your Bookkeeping System 

Choosing a Bookkeeping System: Evaluate the pros and cons of manual systems (like ledgers) versus 
software (like QuickBooks or Excel). Consider ease of use, cost, and functionality. 

Essential Bookkeeping Tools: Basic tools include a ledger book or accounting software, receipt folders, 
and a calculator. 

Organizing Financial Records: Develop a system for organizing receipts and documents by date or 
category for easy access and reference. 

Daily Bookkeeping Tasks 

Recording Transactions: Regularly record all business transactions, including income and expenses, with 
as much detail as possible. 

Managing Receipts and Invoices: Keep all receipts and invoices filed systematically. Digital copies can be 
helpful for backup. 

Handling Cash Flow: Monitor cash flow closely to ensure that the business can meet its financial 
obligations. 

Understanding Expenses in Missionary Work 

Categorizing Expenses: Typical expenses can include travel, supplies, event costs, and donations. 
Categorize each for clarity in financial reports. 

Tracking Donations: Record each donation received, noting the donor's information for acknowledgment 
and future communication. 
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Income Management 

Sources of Income: This can include donations, service charges, and sales of merchandise. Each should 
be tracked separately. 

Issuing Receipts: Provide receipts for all transactions, especially donations, as this may be required for 
the donor's tax purposes. 

Monthly Bookkeeping Routine 

Reconciling Accounts: Compare your records with bank statements monthly to catch and correct any 
discrepancies. 

Reviewing Financial Reports: Regularly review financial reports like the income statement and balance 
sheet to understand the financial health of the business. 

Legal Considerations and Taxes 

Understanding Tax Obligations: Be aware of tax obligations, including income tax and potential sales tax, 
and understand any special exemptions for missionary work. 

Keeping Compliant: Maintain records accurately to comply with financial regulations and reporting 
requirements. 

Planning and Budgeting 

Creating a Budget: Develop a budget based on historical financial data and projected future income and 
expenses. 

Financial Planning: Engage in financial planning to ensure long-term sustainability, considering potential 
fluctuations in income, especially donations. 

When to Consult a Professional: Seek professional help for complex financial issues, tax planning, or 
when expanding the business (expecting more income). 
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