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Instructions for Taking This Course  
• Log in to your secure account at www.bhfe.com. Go to “My Account.”  
• You must complete this course within one year of purchase (If the course is “Expired,” 

contact us and we will add the latest edition of the course to your account (no charge). 
• To retain the course-PDF after completion (for future reference) and to enable en-

hanced navigation: From “My Account,” Download and save the course-PDF to your 
computer. This will enable the search function (Menu: Edit>Find) and bookmarks (icon 
on left side of document window). 

• Complete the course by following the learning objectives listed for the course, studying 
the text, and, if included, studying the review questions at the end of each major 
section (or at the end of the course).  

• Once you have completed studying the course and you are confident that the learning 
objectives have been met, answer the final exam questions (online).  

Instructions for Taking the Online Exam 
• Log in to your secure account at www.bhfe.com. Go to “My Account.”  
• A passing grade of at least 70% is required on the exam for this course.   
• You will have three attempts to pass the exam (call or email us after three 

unsuccessful attempts for instructions).      
• The exam is not timed, and it does not need to be completed in one session.  
• For a printed copy of the exam questions, open the exam and press "Print Exam."  
• Once you pass the exam, the results (correct/incorrect answers) and certificate of 

completion appear in “My Account.” A confirmation email is also sent. 
• CFP Board and IRS credit hours, if applicable, are reported on Tuesdays and at the 

end of the month. 
 
Have a question? Call us at 800-588-7039 or email us at contact@bhfe.com. 
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Learning Assignment & Objectives 

• Recognize the key features of a fund accounting system. 
• Specify the differences between restricted and unrestricted donations. 
• Identify the differences between the cash basis and accrual basis of accounting. 
• Recognize the general ledger accounts that a church might use. 
• Identify the efficiencies that a church bookkeeper could employ. 
• Recognize the church-specific disclosures that might accompany its financial statements. 
• Specify the federal government reporting associated with payments to church suppliers. 
• Identify the requirements to be classified as a minister for tax purposes. 
• Recognize the special tax exemptions and requirements for churches. 
• Specify the federal government reporting forms needed for church employees. 
• State the deposit dates associated with the two types of payroll tax deposit schedules. 
• Identify which costs should be capitalized into church fixed assets. 
• Recognize the budgeting best practices that can be applied to a church. 
• Specify the donor acknowledgment criteria that a church must follow. 
• Identify the options for retaining tax-deductibility for pass-through donations. 
• Recognize the controls that can be applied to church accounting systems. 
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