
EVANGELISM
REPORTING
PROCESS
Florida Conference –
Pastoral Ministries



Questions?

Who can request 
the funds and 

how?

What do we do 
when we get the 

funds? 

How do I fill out 
the Evangelism 

Expense Report?

What 
documentation is 

acceptable?

Where do we 
send the report?

Florida Conference – Pastoral Ministries 2

How will we be 
notified of  our 
allocations?



“How will we be 
notified of our 
allocations?”
Once funds have been allocated to the churches, 
the senior pastors will receive an “Award Letter” 
via their Florida Conference email for each of  their 
churches separately (if they have multiple 
churches.)

*Once the pastor is notified, they will relay the 
information to their treasurers.
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“Who can request 
allocated funds and 
how?”
The funds are requested only by the Senior
Pastors by sending in an email to the Ministerial 
Department. 

Please email: Paola.Vales@floridaconference.com

Note: If  the previous year’s evangelism report is 
missing, the account is on hold until it’s received 
and approved.
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“What do we do 
when we get the 
allocations?”
When the allocations have been dispersed, we 
encourage you to work closely with your pastor 
who is responsible for the use of  the funds. As 
treasurers you will also be responsible for 
tracking and reporting the expenses.

Florida Conference – Pastoral Ministries 5



HOW DO 
I FILL OUT 

THE 
REPORT?

PLEASE NOTE:

YOU SHOULD HAVE RECEIVED THE BLANK 
EXPENSE REPORTS TO YOUR EMAIL, IF FOR 

ANY REASON YOU OR YOUR PASTOR HAS NOT..

PLEASE SEND ME AN EMAIL AT 
PAOLA.VALES@FLORIDACONFERENCE.COM
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Step 1: Write your 
church’s name and
your pastor's name.

Florida Conference SDA Church

Pastor John Doe



9

Step 2: Write the 
date the 
expense/payment 
was made.

01/01/2025

03/15/2025

04/12/2025

05/26/2025

06/27/2025

Florida Conference SDA Church

Pastor John Doe
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Step 3: Write who 
the payment was 
written out to.
Note: If  payment is 
provided using other 
methods, please specify 
here.

01/01/2025

03/15/2025

04/12/2025

05/26/2025

06/27/2025

Pastor John Doe

Sister Sarah Smith

Sister Sarah Smith

Adventist Book Center

Staples

Florida Conference SDA Church

Pastor John Doe
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Step 4: In detail, 
write what this 
expense was for.

VBS – Decoration Supplies

Notice how there is 
not only the event 
name, but the 
specific expense 
related to the event.

Evangelistic Series – Lunch Expense

Evangelistic Series – Plaque for Guest Speaker 

Bibles for Young Adults

Flyer printout for Community Day

01/01/2025

03/15/2025

04/12/2025

05/26/2025

06/27/2025

Pastor John Doe

Sister Sarah Smith

Sister Sarah Smith

Adventist Book Center

Staples

Florida Conference SDA Church

Pastor John Doe
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Step 5: Write the 
corresponding check 
number. (If 
applicable)

25142

14512

12345

54741

51427

VBS – Decoration Supplies

Evangelistic Series – Lunch Expense

Evangelistic Series – Plaque for Guest Speaker 

Bibles for Young Adults

Flyer printout for Community Day

01/01/2025

03/15/2025

04/12/2025

05/26/2025

06/27/2025

Pastor John Doe

Sister Sarah Smith

Sister Sarah Smith

Adventist Book Center

Staples

Florida Conference SDA Church

Pastor John Doe
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Step 6: Write the 
amount of the 
expense.

25142

14512

12345

54741

51427

VBS – Decoration Supplies

Evangelistic Series – Lunch Expense

Evangelistic Series – Plaque for Guest Speaker 

Bibles for Young Adults

Flyer printout for Community Day

01/01/2025

03/15/2025

04/12/2025

05/26/2025

06/27/2025

Pastor John Doe

Sister Sarah Smith

Sister Sarah Smith

Adventist Book Center

Staples

$215.51

$150.21

$63.47

$145.52

$78.49

Florida Conference SDA Church

Pastor John Doe
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Step 7: Write the 
total amount of the 
expense.

$653.20
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Step 8: Treasurers 
will sign here as an 
acknowledgement; 
some pastors have 
signed there as well. 
That is acceptable.

$653.20

Treasurer Name

Date of Signature
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Step 9: Calculate and fill 
out the funding section.

If you have any 
remaining balances, 

please make sure to add 
that here.

$653.20

Treasurer Name

Date of Signature

$1,500.00

$1,000.00

$500.00

$3,000.00
$653.20

$2,346.80
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After this form is filled 
out, it will need some 
supporting documents. 
You will see what these 
are in the guidelines 
page. $653.20

Treasurer Name

Date of Signature

$1,500.00

$1,000.00

$500.00

$3,000.00
$653.20

$2,346.80
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Here are some 
examples of 
acceptable 

documentation.
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Here are some 
examples of 

unacceptable 
documentation.

21

A check request on its own, 
is not accepted, we need a 
receipt or a cancelled check 
attached.

Missing names and 
purpose for gift cards



“Who do we send the 
report to?

Please send reports over to Paola Vales and 
feel free to reach out with any questions at: 
Paola.Vales@Floridaconference.com
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