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Introduction and Purpose 

 

First and foremost, THANK YOU for assuming a leadership role in our church for the months 

ahead! May the Lord specially bless you and your efforts as you commit your time and talents 

to His service. 

Whether you are elected to church office, appointed, or just volunteered to assist with a 

ministry effort, this “leadership manual” is intended to provide guidance and insight to facilitate 

your journey along the learning curve towards your important Christian service. Depending on 

your involvement, you may need to understand a new set of organizational procedures, 

structures, responsibilities, expectations, and resources. This manual should serve as a time-

saving mechanism addressing those issues and providing you an at-hand resource for your 

ministry. In addition, remember the value of your fellow Christian leaders and pastors when 

you have questions or concerns about issues, especially those not covered here. The Lord has 

provided great help for those willing to serve His purpose, so be sure to take advantage of it.  

 

  



Your Role as a Leader 

 

As you begin or continue your journey of being a leader in the church, you might often feel the need for 

resource material that can help you deal with certain problems and situations. You may feel the need to 

better prepare yourself for the day to day responsibilities you’ve accepted --- and you may wonder why 

you didn’t prepare yourself better ahead of time. Well, be comforted in the fact that you have at your 

disposal, the oldest and best leadership manual of all time --- the Bible! 

The student of the Bible finds endless direction, instruction, and examples of leadership. The Bible 

shows us both good and bad leaders. For our purposes, we want to focus on a particular type of leader, 

the “servant leader”.  

The term “servant leadership” was popularized in the 1970’s by some of the secular management 

experts as a philosophy that enriches the lives of individuals, builds better organizations, and ultimately 

creates a more just and caring world. The concept, however, has been with us for thousands of years. 

No one has ever exemplified the concept of servant leader better than Jesus Christ himself. 

Through the Bible, we see how Jesus: 

• Stuck to His mission  

• Did the difficult things 

• Had a strong commitment to the cause 

• Was keenly aware of His resources 

• Had a plan 

• Showed strong recruitment skills 

• Formed a team 

• Took one step at a time 

• Troubled Himself for the sake of others 

• Trained His replacements 

• Set an example for people 

• Believed in people, educated them, forgave them, and held them accountable 

• And on, and on, and on…….. 

 

As a servant leader, it’s important to know who you are, why you’re here, and what you’re called to do. 

Learning these things can be a journey in itself, and we’re all at different mile markers. Yet, as Christian 

leaders, we all have the same “big picture” objective. So, before starting your work, please take some 

time to prepare yourself and enhance your understanding of the servant leader concept. The following 

two pages provide a short study of that concept and its principles. Use it individually, and share parts of 

it with your group. It sets a solid foundation for the work to follow. 

 

  



 



 



 

 

Organizational Structure 

 

There is no single best organizational structure for churches, and the one at Christ Our Savior has 

evolved over the years to reflect the changes in our congregation and ministry focus. God wants us to 

organize around His purposes, and He has provided each of us with gifts to be used to that end. 

A diagram of the current COS organizational structure is on the following page. 

The Church Council, as the central group of elected officers and pastors, has purview over both business 

activities and ministry activities. The Council manages the affairs of the congregation as delegated by the 

Voters’ Assembly. The Council usually meets monthly to cover financial, planning, facility, and other 

governance issues. It will also arrange congregational meetings as prescribed in the by-laws. 

Our current structure, less traditional and more simplified than the previous one, provides a degree of 

latitude and flexibility that places emphasis on the ministry work of our congregation. It provides 

sufficient structure and guidelines for the operational needs through the presence of the Church Council 

and “business” officers, but allows a less structured format for the church ministry teams operating 

under the guidance of the pastors. Ministries can thus be more action-oriented. New ministries can be 

born quickly when the need is recognized and older ones can be modified or even discontinued when 

their course is run. Ministry teams may operate with few or many members, depending on the need and 

interest. The number of meetings is usually minimal. Less time is spent on decision-making and more 

time spent on action items. Creativity is thus fostered and ministry growth enhanced. So, time and 

money are spent on what is most important to the church. 

  



 

Add Fac Comm  Chm to Church Council 



COS MINISTRY TEAMS   

(Revised 11/24/15) 

OVERSIGHT: 

  Pastor Truog: Administration/Office/Facilities; Worship; Elders; Outreach; Fellowship 

  Pastor Rhoads: Hospital/Shut-in Visits; Social Concerns; Education, Facility maintenance 

TEAMS/COORDINATORS:  

• Outreach: Team Leader – Judith Schmid-Bielenberg 

COORDINATORS: 

o Neighbor to Neighbor: Judith S-B, Bill Pritchard, Maryanne Whitlaw 

o Greeters: Judy Hasselhuhn 

o Marketing: vacant 

o Web site: Carl Noble 

o Sign Messages: Helen Gibson/Judy Genge 

o Newsletter: Ron Uncapher 

o Veteran’s Breakfast: Butch Durham 

o Men’s Breakfast: Phil Rothrock 

o Gospel Concerts: Bob Traum 

o Special Events: varies by event 

 

• Fellowship: Team Leader – Judy Jutze 

COORDINATORS: 

o Kitchen Supplies: Sue Roeder 

o Sunday Fellowship: Karen Uncapher 

o Merry Bakers: Judy Jutze 

o Table Decorations: Doris Miller 

o Lent/Advent Dinners: Karen Meininger 

o Special Events: Karen Meininger and varies by event 

o Clean Up: Bill Fink 

o Posters/Sign-ups: Joyce vonStempa 

o Dinners for Six: Joyce Tarbell; Kathy Schult 

• Facilities: Team Leader- Don Schult 
COORDINATORS: 

o Insurance: Don Schult 

o Building Usage: Don Schult, Bud Helton 

o Trustees: Gary Gross 

o Building Maintenance: Darrell Sisk 

o Lawn Maintenance: Don Ellerman 

o Beautification Day: Bryan Taube 

o Alarm System: Phil Rothrock 

o Event Set Up: Ed Atkins, Gary Gross 

o Custodian: Armand Meininger 

o Special Projects 



 

• Social Concerns: Team Leader- Pastor Rhoads 

COORDINATORS: 

o Good Samaritan: Judy Traum 

o Good Shepherd: Judy Hasselhuhn 

o Good Neighbor Shop: Herb West 

o Hugs for Soldiers: Shelia Uphoff 

o COS Transportation: Judy Genge 

o COS Meals: Joyce Tarbell 

o Card Ministry: Carol Durham 

o Heavenly Helpers: Judi Ritchie 

o Prayer Shawls: Gail Hicks 

o Comfort Dog: Steve Schoenherr 

o Special Projects 

 

• Education: Team Leader- Pastor Rhoads 

COORDINATORS: 

o Library: JoAnn Stewart 

o Adult Sunday School: Pastor Rhoads 

o Child Sunday School: Judy Sisk 

o New Member/Confirmation: Pastor Rhoads 

o Women’s Ministry 

o Men’s Ministry 

o Youth: Pastor Rhoads 

o Young Adult Ministry: Michele Rhoads 

o Buddy Break: Michele Rhoads, Vivian Collins 

o ECHO (Employed Christians Hanging Out): Don & Kathy Schult 

o Health Initiative Team: Kathy Schult 

o Special Projects 

 

• Special Ministries (Worship and Pastoral Support) 

COORDINATORS 

o Stephen Ministry: Rosalie Zahn; Mark Roeder, Edith Hanke 

o Grief Share: Tom & Maryanne Whitlaw 

o Altar Guild: Diane Felgner 

o I.T. (sound/video/computers): Mary Johnson; Joe Deal 

o Readers: Dick Stark 

o Ushers: Jon Randall 

o Flowers: Gretchen Kitchen 

o Prayer Chain: Mary Johnson 

o Intercessory Prayer: Carol Durham 

o Chancel Choir: Judith Bailey 

o Jubilate Chime Choir: Judith Bailey 

o Praise Team: Judith Bailey 

 



Meeting Fundamentals 

As a leader or chairperson of a group or team, strive for well-planned meetings which may include fun 

and fellowship, but develop above all, a Christ honoring program of worship and work which builds the 

spiritual life of each member and provides opportunities for meaningful service to our Lord. We should 

always look at meetings as an opportunity to discuss, plan, and seek God’s guidance for sharing the 

Word and nurturing our faith and that of our fellow members. Advanced preparation for a meeting will 

directly affect its success, and will further assure the team members that their time spent in the meeting 

was worthwhile. 

For small group meetings (which covers the vast majority of meetings at our church), the leader can use 

the sign of the cross to remember the key essentials for small group meetings: 

1. Reach up – (Devotion to God) 

2. Reach across – (Group care and share among all attendees 

3. Reach out – (Business, action plan for next meeting; closing prayer) 

The amount of time spent in each of the above categories is determined by the type or purpose of the 

group. Some groups spend more time in Caring / Sharing (Grief Share, Support); some in Devotion (Bible 

study); some in Business (Council). Regardless of the time allotted to each, all should be covered to 

some degree. 

 

Responsibilities of the Chairperson/Team Leader: 

• Plan well and in advance. Be sure your agenda is reasonable for the amount of time scheduled. 

Begin on time and end on time. Assure that your meeting room is appropriately arranged. 

• Make introductions of any new committee members. Involve a newcomer in the group’s 

activities as quickly as possible. 

• Encourage people to talk and participate immediately. Maintain a cooperative and democratic 

attitude. Keep people interested. Listen to all ideas and don’t ridicule. Identify and call on 

interested members first, but give everyone the opportunity to participate. Mediate, regulate, 

and relieve tension. Make everyone feel important. Encourage the timid member to participate. 

Keep controversy balanced. Keep the agenda moving and summarize when necessary. 

• Give people something to think about. State the problem. Gather facts. Define and limit. Ask for 

opinions. Ask for revisions of courses of action. 

• Resist the impulse to do the group’s thinking and talking (silence is OK). Don’t answer loaded 

questions; rather, turn them back to the group for response. 

• Make sure your meeting accomplishes something. Be sure decisions are made in line with 

objectives and recognized policies. Come away with a list of action items and assigned 

responsibilities. 

• Develop a system of follow-up with those committee members responsible for action items. 

• Be familiar with the church’s Ministry Action Plan. Use it as a guide for your committee’s 

planned actions and agenda. 



Responsibilities of the Secretary: 

• In smaller committees or for less complicated meetings, the chairperson may choose to take 

minutes of the meeting him/herself. In all cases though, minutes should be taken by someone 

so we aren’t forced to rely on our memory for actions taken or decisions made. Once the 

minutes of the meeting are taken, they should be written as the official meeting minutes to be 

used as reference later. The accuracy of the minutes is very important as they become the 

record of the Council/Board/Committee/Team. 

• In the case of the Church Council, circulate a draft of the minutes to the Council members for 

feedback and comment before their approval. This is not usually done for committee meetings. 

• Present correspondence to the Council from external and internal sources. 

• Assist the chair/committee with correspondence and communication with external and internal 

recipients. 

• Forward copy of meeting minutes to Church Council Secretary. 

• What should be included in the minutes? 

o A statement of each motion and the vote.  

o Generally, only record the actions taken. Sometimes it’s appropriate to record major 

points of relevant discussion so the intent and highlights are understood. Do not include 

general discussion nor the names associated with discussion statements. 

o Names should be included when a committee or board report is presented as a matter 

of record. This provides contact information for follow up if needed. 

o Meeting attendance is recorded. This facilitates the chair’s need for follow-up and for 

providing hand-outs or information to those absent, etc. 

o A sample of a committee meeting’s minutes is shown on the following page. 

 

 

 

  



 



The Meeting Agenda: 

Depending on the size and purpose of the group that is meeting, the chairperson has some flexibility in 

the type of agenda used. The sample agenda shown below is often used for Church Council meetings 

where many different issues are discussed.  

A Suggested Meeting Agenda: 

1. Call to order 

2. Sharing/Caring time as appropriate 

3. Opening prayer, Devotion/Topic Study 

4. Reading of minutes of previous meeting 

5. Financial reports 

6. Introduction of guests, new members 

7. Activity reports 

8. Old/unfinished business 

9. New business 

10. Program or other items for the good of the committee 

11. Closing prayer and adjournment 

A smaller committee/team meeting may not need all of the agenda items shown above. Here is another 

sample of an actual committee meeting: 

 

 

 

 

 

 

  



What a Chairperson should say or do: -  (This section may describe a more formal standard than is 

needed and should be adjusted as appropriate) 

1. Call the meeting to order.  “The meeting will please come to order.” 

2. Have an opening prayer and devotion. 

3. Have the meetings of the previous meeting read and approved. “Will the secretary please read 

the minutes of the previous meeting?” …. “Thank you. Are there any additions or corrections to 

the minutes?” …. “If not, they stand approved as read.” 

4. Call for reports of standing committees.  “We will now hear the reports of standing committees. 

Does the membership committee have a report to present?” …. “You have heard the report of 

the membership committee. Are there any questions?” …. “If not, the report will be received as 

read.” 

5. Call for reports of special committees.  “Are there any special committees prepared to report?” 

“Are there any questions concerning this report?” …. If not, what is your pleasure concerning 

it?” 

6. Consider old or unfinished business. “We will now proceed to unfinished business. Mr. 

Secretary, do we have any motions pending from the last meeting?” 

7. Consider new business. “Since there is no further unfinished business, the chair will receive any 

new business.” 

8. Handle a main motion.  “You have heard the motion. Is there a second? …. It has been moved 

and seconded that we _____ . Is there any discussion?” …. (Discussion) …. “Are you ready for the 

question?”  “The question has been called. All those in favor of the motion as stated (repeat if 

necessary) say ‘Aye’; those opposed, ‘No’.  The motion is carried.” 

9. When a member rises to a point of order.  “State your point of order.” …. “Your point is well 

taken. The motion is out of order.” 

10. Adjourn the meeting.  “Since this completes the business of this meeting, the chair will receive a 

motion that we adjourn.   It is moved and seconded that we adjourn. All in favor say ‘Aye’; those 

opposed, ‘No’; the motion is carried. The meeting is adjourned.” 

11. Always speak of yourself and other officers by title, not by name.  “The chair will receive a 

motion ….”  “Does the vice-president wish to make a report?”  “Will the secretary please read 

the minutes?”  Thank the person who presents the report. 

12. Have closing, prayer. 

 

  



 

Other Tips for More Effective Meetings: 

1. Provide advance agenda. 

2. Don’t meet just for the sake of meeting. 

3. Ensure that minutes of the meeting are documented! 

4. The chairperson/team leader should recognize when the discussion gets off course and get it 

back on track. 

 It saves time and leads to greater achievement. Use the “Parking Lot” concept for other ideas. It 

is further explained below. 

5. Start on time; end on time 

6. Establish accountability on action items; don’t try to do it all yourself. Have the minutes reflect 

the assigned accountability. 

 

The Parking Lot Concept for Meetings: 

This concept is a productivity technique that can be used when interesting ideas are presented 

in a meeting but they may not be relevant to the current discussion. Rather than let the 

discussion go “off-topic”, the chairperson/team leader utilizes a flip chart or blackboard to 

record the thought and address it at a later time. When the conversation strays off track with an 

issue that’s worthy of consideration but is actually off the topic under discussion, briefly stop 

the meeting and write a synopsis of the issue on the chart. This way the subject is not forgotten, 

is documented for future discussion, and reassures the person that raised the point that it will 

be dealt with. 

As one of the last agenda items of your meeting, go back to the Parking Lot and review the items 

quickly and decide as a group how to address each item. Some issues may get addressed at your 

next meeting. Others may get handled by a smaller group or an individual. Still others may no 

longer seem important to the group and may get dropped. 

The first time the Parking Lot is used, explain its purpose at the beginning of the meeting and 

gain the group’s approval to use it as a way to maximize the meeting’s efficiency. 

More details can be obtained if needed from internet sources by searching “Parking lot concept 

for meetings”. 

  



Administrative Essentials 

 

 

Council Meetings: 

A full description of the Church Council is included in the Bylaws, Article III. 

For purposes here, note that the Church Council meets at least quarterly to manage the affairs of the 

congregation. The Council will post notices of its meeting date and time on the Church bulletin board 

and website. Most of the elected officers routinely attend the Council meetings, but as a group or 

committee leader, you might also have need or be requested to attend. If the meeting dates have not 

been posted, you can usually check the calendar in the church secretary’s office or ask one of the 

officers about the specific date and time. 

If you wish to bring information to the attention of the Council, or request an item for the agenda, you 

should request it through the President who presides over the Council meeting. The request should be 

made prior to distribution of the agenda which is set and distributed one week prior to the meeting 

date. 

If you are presenting a report to the Council, it is advisable to provide written copies for the Council 

members. Provide 2 copies to the Secretary so it may be officially recorded in the minutes and official 

records. 

It should be noted that any member of the congregation may attend the Church Council meeting, or any 

other board or committee meeting. Request is customarily made to the presiding officer of that meeting 

in advance. As a leader, you can call an executive session for items that may not be appropriate for the 

guests. 

 

 

Scheduling Meeting Space and Times: 

Many different groups depend upon space at the Church for their meetings and events. As a 

chairperson, if you need to reserve space and time at Church facilities, check in the Church office for the 

Church Planning Calendar. This calendar will show you which areas and dates are already reserved. You 

can then submit a reservation form to the office secretary and he or she will note your time and date on 

the calendar for you. If your meeting is after normal business hours, you may need to ask the trustee on 

duty that week to open and close the building for you. 

 

 

  



Other Admin Items: 

• Mailboxes are provided in the Church Secretary’s office for officers and some other 

chairpersons. Those should be checked and cleared regularly. 

• If you have received permission to distribute information using the member mailboxes in the 

narthex, check first with the office secretary for a “No-Stuff List”. Members on that list are not 

receiving mail until further notice. 

• If you wish to write an announcement for the Weekly Announcements bulletin, those have a 

deadline of Tuesday at 2:00 P.M. They can be emailed to the church office or left at the 

Secretary’s desk.  Do not ask the Secretary to write the announcement for you --- they will only 

edit your document. 

• If you need sign-up sheets, the office secretary has a digital form you can use. Sign-up sheets are 

generally posted in the CMC. 

• Document copies can be made in the church office, but call ahead to see when the office 

secretary is available. 

• If you have a meeting or event that requires a special arrangement of tables and chairs, notify 

the Church Secretary. Give at least one week’s notice and the room will be arranged for you. 

 

 

  



Succession Planning: 

As we get involved with the details of our activity, we need to keep in mind that we will not be doing 

this particular activity forever. At some point, if the activity remains relevant to the purpose of the 

broader church, someone else will need to take over the responsibility. So, during our leadership terms, 

we must help other individuals prepare for that day. In other words, we must not only be concerned 

with the “what” of the activity, but also “who” will assume leadership of it later. 

The “who” question is one that we don’t answer by ourselves. In fact, God has already started 

developing the answer. Gayla Congdon of Amor Ministries wrote the following piece on Biblical 

Succession Planning that explains it well: 

 Preparation 

 God prepared Joshua to be the one to lead the Israelites into the Promised Land long before he 

gave Joshua the charge. Joshua is first mentioned in Exodus 17:8-16 as the commander of the Israelites 

during their battle with the Amalekites. His character and leadership skills stood out among the rest. 

 In Deuteronomy 31, Moses, near the end of his life, commissioned Joshua to be his successor. We 

read in verse 23, “The Lord gave this command to Joshua son of Nun, ‘Be strong and courageous, for you 

will bring the Israelites into the land I promised them on oath, and I myself will be with you.’ “ 

 For us today: We need to trust God for the “who” as he prepares that person to take over when 

the time comes. That said, leaders need to create opportunities for those being mentored to put their 

skills to use. If Moses hadn’t let Joshua lead while he was still with him, Joshua wouldn’t have become 

the leader he eventually became. 

 … we are confident with the belief that God is already preparing the “who” to take over the 

“what”. 

 Mentoring 

 God chose Joshua yet used Moses to mentor him. Joshua accompanied Moses to collect the Ten 

Commandments and was with him when he smashed the tablets. Moses kept Joshua close to mentor him 

for his future role in leadership. Chuck Miller of the Barnabus Project identifies this type of leadership in 

these four principles: 

• “I do it --- you are observing.” 

• “I do it --- you are with me.” 

• “You do it --- I’m in the background encouraging.” 

• “You do it --- I’m with you in spirit.” 

 

Once we remember that the entire load of succession planning is not solely on our shoulders, it certainly 

seems much more manageable. God will be with you! 

 

  



Financial Information 

 

Monthly Financial Statements: 

As a leader, find out what’s already in place for a current “operating budget” for your activity. The 

monthly financial reports produced by the Treasurer are the best way for a chairperson to stay attuned 

to the financial status of the group’s ministries or to get familiar with it if you are new. These reports are 

issued regularly to the Finance Committee and Church Council. Certain board and ministry committee 

chairs may also receive relevant reports. As a chairperson, you may ask the Treasurer to provide the 

most recent report for your ministry area if you don’t have it. Even if a large expense has been 

previously budgeted, it’s a good idea to check your account’s status and let the Treasurer know before 

the funds are spent just for cash flow management purposes. 

For most boards and committees, the most useful financial report will be the Treasurer’s Congregation 

Report   (Detail). A full copy of that report is shown later with the other Accounting reports below. Even 

though it’s a three page report, the content is straight-forward and a chairperson will quickly learn to 

zero in on the relevant part for his or her ministry area.  

The main purpose of the report is to show the year-to-date status of the income and expense 

categories. Under the “Expense” section of the report, each ministry area has its own expense line items 

shown separately as budgeted and spent.  For each expense line item, one can see the amount actually 

spent in the current month, the actual spent year-to-date, the year-to-date budget amount, and the 

remaining budget balance for that item. At a glance, a chairperson can know what has been spent or 

unspent for each ministry area. 

A sample of the Expense portion of this report follows: 

 

 

  



 



The Church Budget: 

As the chairperson/team leader, you will be asked each year to participate in the formulation of next 

year’s budget. The budget will reflect the action plan of each ministry and the priorities of the Church 

overall. The budget will include a projected income and a spending plan. As a chairperson/team leader, 

you will be asked to submit the expected spending plan for any of the ministries or activities within your 

area. All of the plans will be reviewed by the Finance Committee, accepted or modified, and presented 

to the Church Council and ultimately the Congregation for approval. 

The approved budget becomes the operating plan for the next year. On a monthly basis, the Finance 

Committee and other officers will monitor the income and spending levels to assure that the Church can 

implement what was planned and achieve its objectives. Each chairperson has the responsibility of 

monitoring his or her own committee budget for the same reasons as above. The Treasurer has a 

number of tools (reports) that can help in that respect. A couple of those will be shown in the following 

sections. 

If after consulting a pastor a new ministry is anticipated, it probably would not have been anticipated in 

the previously approved budget. Important ministries should not be delayed just because of the budget 

issue. In such cases, the chairperson may approach the Church Council with a request to address the 

ministry need. The Council, perhaps through the Finance Committee, will consider the ministry request, 

the options available, and take the appropriate action. It’s not guaranteed that the new ministry will be 

approved and funded, but if the ministry is important to the Congregation, it will usually be 

implemented regardless of the budget. Sometimes, new ministries are started through donations made 

to “dedicated accounts” which may actually be unbudgeted accounts. Dedicated accounts are discussed 

next. 

 

Dedicated Accounts: 

Sometimes an unbudgeted ministry or activity will be approved by the Council or Congregation and 

funds will be donated for support specifically to that cause. In such a case, the Treasurer or Financial 

Secretary might create a “Dedicated Account”. These accounts are generally used only on an exception 

basis by the financial officers. If a ministry has funds in such an account, there is a separate financial 

report available for tracking those items. The Bank Account Balances Less Dedicated report is one way of 

seeing that activity. If your ministry has need of that information, the report can be requested through 

the Treasurer. A copy of that report is shown below. 

Occasionally, a ministry activity will have both budgeted funds and Dedicated Account funds. For any 

given activity, it is standard practice for the Dedicated Account funds to be disbursed before the Budget 

funds are used. So, the chairperson may need to check both the Treasurer’s Congregation Report (for 

Remaining Budget) and the Dedicated Accounts to determine total fund availability for some ministries. 

    

  



 



Spending Limitations: 

The income stream for the Church varies with respect to the timing and the amounts donated 

throughout the month. It is therefore preferable for any activity to keep their spending in line with the 

approved Church budget. Chairpersons/team leaders should check regularly on the budget and spending 

categories of their group. If there is any doubt, and before any major expenditure, it’s a good idea to 

check with the Treasurer to assure the availability of funds and inform the financial officers.  

As mentioned previously, if a ministry encounters new opportunities or unforeseen costs that are not 

covered by the approved budget, present the opportunity to the pastor in charge of that area and he 

will help determine next steps. There may be other options for funding. 

 

Contract Requirements: 

From time to time, and in the course of executing the ministry plans, it may be necessary to enlist the 

services of an outside business or contractor. In doing so, a contract is often required. Generally, 

contracts should first be reviewed by the Finance Committee. This step provides an extra degree of 

oversight and security for the chairperson. Chairpersons should thus be aware of the following Bylaws 

requirement, Article V, Section F: 

 Required Officer Signatures for Legal Documents. Except as provided herein, contracts and other 

legal documents pertaining to the church shall require the signature of at least two (2) officers. However, 

in the case of purchase orders in excess of $500 related to the purchase or maintenance of church 

facilities, such contracts may be signed by the responsible representative of the subject contract and one 

(1) officer. These requirements may be waived if the contract partner requires other titled signatories. 

  ADD GUIDELINES AND RFQ REQTS PROVIDED BY WALT 

Vendor Invoices: 

Payments to vendors for services, materials, parts, etc. must be approved by the responsible Board or 

committee chairperson (or designate) before payment can be made. The chairperson/team leader 

should confirm that the goods or services were actually received and were satisfactory. The invoice 

should have the appropriate account number to be charged written on it with the chairperson’s 

approval signature. Account numbers can be found on the expense portion of the official budget for 

each line item expense. The “Check Authorization” form is not required for payments made from the 

invoice. 

 

Check Authorizations: 

In some cases, an expense is paid out of pocket by an individual and a check needs to be issued for 

reimbursement to that person. Any ad-hoc payments to various institutions, members, agencies, etc. 

must have check authorization form completed. This form is called the “Authorization for Payment 

Voucher”. A copy of that form is included here on the following page.  This authorization form must be 

completely filled out in ink including the appropriate account number to be charged with all original 



receipts attached. Non-receipted requests will not be reimbursed. The requesting party must sign and 

the chairperson (or designate) must approve all requests. 



 



 

  

 

Tax Exempt Status: 

Christ Our Savior Lutheran Church is a tax exempt organization. As such it is not subject to payment of 

sales taxes. Most stores, vendors, etc. that the church deals with on a regular basis are aware of this 

status. If purchasing materials, supplies, etc. at other businesses, the store may need to see the church’s 

tax exemption form before waiving the sales tax. If necessary, tax exemption forms are available from 

the church secretary’s office prior to the purchase. 

 

  



Relating to the Ministry Action Plan 

 

The Long –Term Planning Committee has the responsibility of overseeing the preparation of a Ministry 

Action Plan (MAP) which is updated to cover a three to five year period and serves as the framework for 

consideration by officers and committees in developing their annual work programs. 

Any Council/committee effort or activity should be consistent with the MAP and be intended to support 

at least one of the MAP’s objectives. When a committee or board contemplates adding or renewing a 

particular ministry, and after asking if it’s God’s will for our church to perform this ministry, the next 

questions should be: 

1. Does participation in this ministry support at least one of the objectives listed in the Ministry 

Action Plan? 

2. Has funding for this ministry been approved in the church’s annual budget, or will it be proposed 

for the next budget cycle? Note that a ministry approved by the congregation can also be 

funded outside of the church’s annual budget; i.e. through donations made to a dedicated 

account for that ministry. 

As a chairperson/team leader, keep a copy of the current MAP with your meeting documents. It will 

serve as a convenient reference when your group discussions lead into the subject of ministry 

opportunities. 

A copy of the current Ministry Action Plan follows: 

 

  

 

  



2012 Ministry Action Plan (MAP) 

   

I. Who We Are 

“You are a chosen race, a royal priesthood, a holy nation, a people for his own  

   possession, that you may proclaim the excellencies of him who called you out of 

  darkness into his marvelous light.”  1 Peter 2:9 

 

            “We are Christians who have been brought together by God to: 

o Bring others to Christ; 

o Strengthen our faith through worship and Bible study; 

o Use our life experiences and other resources to support each other and our 

communities.” 

 

Anything and everything we do as Christ Our Savior should involve these key characteristics: 

o Bringing others to Christ; 

o Strengthening our Christian faith; 

o Supporting each other and our communities. 

          Action Item 

   

• Take steps to ensure our church publications and our ministry plans reflect 

who we are. 

• (Develop Core Practices that reflect our Core Values) 

   

II. Whom We Serve 

• God has given us a command and a desire to serve. 

 

“Whoever would be great among you must be your servant, and whoever would be 

   first among you must be your slave, even as the Son of Man came not to be served 

  but to serve, and to give his life as a ransom for many.”   Matthew 20:26-28 

 

“By this all people will know that you are my disciples, if you have love for one 

  another.”   John 13:35 

   



• We primarily serve the communities of Loudon, Tellico Village, Rarity 

             Bay, Vonore and Kahite. 

 

Action Item: 

• Church Council will meet with leaders of these communities to 

            determine needs and areas where we can best serve. 

III. Expanding Our Territory 

   

• God has given us the command and the desire to expand our territory. 

 

            “You will receive power when the Holy Spirit has come upon you, and you will be 

my witnesses in Jerusalem and in all Judea and Samaria, and to the end of the  

earth.”   Acts 1:8 

 

“Go therefore and make disciples of all nations, baptizing them in the name of the 

  Father and of the Son and of the Holy Spirit, teaching them to observe all that I 

  have commanded you.”   Matthew 28:19-20 

   

• Our current primary sources for building church attendance have been: 

• Move-ins who are already Lutheran. 

• Move-ins looking for a Bible based church that gives them an opportunity to 

serve. 

 

OBJECTIVE 1:  Increase our emphasis on evangelism in order to bring new people to Christ. 

 

             Action Items: 

• Provide “friendship evangelism” training with the goal of each member 

developing an on-going, intentional relationship with at least one unchurched or 

dechurched person. 

   

• In developing relationships with those who are outside our primary geographic 

area and age demographic, our strategy will be to: 



o Develop or enhance missional small groups (e.g. Buddies Break, 

ECHO, support group for mothers of preschoolers, a playgroup that 

develops from VBS attendees, a “cheap night out” group that develops 

from a handling your finances class, home Bible studies or service 

groups in Madisonville or Sweetwater, etc.). 

o When 3-5 groups have been developed in a given geographic area or 

demographic group, we will provide opportunities for these groups to 

gather together for worship, fellowship, education and/or service 

events. 

   

• Set a goal for each member to identify a personal ministry plan. 

o Utilize current assimilation tools. 

o Encourage members to get involved in ‘hands on’ support of 

            the agencies and projects identified by the Social Concerns Board. (e.g. 

            Love Inc, Good Samaritan, Good Shepherd, etc.) 

•  

o Use the CMC to serve the community. 

   

• Develop a marketing plan reflecting our mission statement and emphasizing our 

current prime demographics and geographic area. 

   

• Appoint a webmaster to update our website and keep it current. 

OBJECTIVE 2:  Increase our awareness of and support for missions in East Tennessee,             

                              missions in America and missions in foreign countries. 

 

             Action Items: 

• Be a sponsor church for a mission plant in East Tennessee. 

   

• Encourage financial support for missions – especially those to which we have 

personal connections (e.g. Wasmunds, Davis, Kisima). 

   



• Develop personal connections to missions by offering at least one foreign and 

one domestic “hands on” mission trips. 

 

 

OBJECTIVE 3:  Promote the vitality of Christ Our Savior by strengthening its membership and 

                             organizational structure. 

 

             Action Items: 

• Continue to enhance our traditional and blended worship styles. 

   

• Appoint a bylaw review team to ensure our Bylaws are up to date and applicable 

as well as considering fewer meetings and more effective participation and 

action teams. 

   

• Provide opportunities and training for leader development. 

 

  



 

Reference and Support Materials 

 

Website: 

The website for Christ Our Savior Lutheran Church is www.coslctn.org .  The site is focused towards 

informing the public of the church services, missions, ministries, activities, and upcoming events. If a 

ministry wishes to be represented on the website, contact should be made to the website manager, 

currently Carl Noble. Provide Carl with the draft copy of relevant information and he will then develop a 

page for preview. Once complete and approved, it can then be incorporated into the site. 

 

Assimilation Resources: 

In gaining member participation and volunteers for activities, committees, etc. it is helpful to know who 

might have an interest in the area of need. As a resource tool for leaders, the Assimilation Committee 

has developed a data base of COS members and their areas of interest, service, and experience. The 

data base was built from survey information where respondents indicated their experience, skills, and 

interest level in the various church boards, committees, and activities. This resource can provide a “go to 

list” for ministry chairpersons looking to add individuals interested in their particular area. A request can 

be made for a data base search producing names of individuals interested in “teaching” for instance, 

and a list of names is produced showing those who have indicated their willingness to use such skills in 

the service of the church. Contact the Assimilation Committee chairperson for inquiry requests. You may 

also contact current team members and/or Pastors for names of potential members. 

 

Marketing and Advertising Committee 

The Marketing and Advertising Committee at Christ Our Savior Lutheran Church looks to meet a number 

of objectives including: 

• Introducing our Church to visitors and non-members 

• Provide an opportunity for those not able to attend a means of staying current with ministry 

activities, sermons, and upcoming events 

• Providing outreach marketing information such as brochures, business cards, event cards 

• Invite the public at large to worship with us, particularly during the Holy Seasons. 

The Committee does this by providing print advertising to local newspapers, local Cable TV news 

channels, presence in county Chamber of Commerce publications, maintaining a website, managing the 

Church roadside active display sign. It also provides support to the various Ministry teams by providing 

materials and advertising support for the many events held throughout the year. 



Advertising request forms are available in the Narthex or from the Church Secretary or you may make 

your request to any of the team members. In addition if this is an area where you are interested in 

getting involved, please contact any member of the committee.  

The current stated role of the Marketing / Advertising Committee is included here for information. 

These are the types of resources available to you. 

 

Advertising and Marketing Group Role – Christ our Savior Lutheran 

1. Develop and manage the marketing strategy required to support the mission of Christ Our 

Savior Lutheran Church 

a. Identify  

i. The what, who, when 

b. Research options to develop the how 

i. Forms 

ii. Effectiveness 

iii. Frequency/Actions 

 

2. Identify the most effective means of advertising the Church’s activities. Coordinate the 

advertising needs of the various Church activities. Manage the advertising contracts with 

outside organizations. 

a. Identify needs of committees/ activities 

i. Be clear on who the advertising is targeted for 

b. Evaluate advertising types and sources 

c. Develop cba and responsibility  

d. Develop and manage advertising and budget for those activities the group is identified 

as responsible for. i.e. 

i. Church service times and content 

ii. Special activities as requested by other committees 

 

3. Types of services offered for the team leaders 

a. Meet with leaders (regularly) to review their marketing and advertising needs and 

develop plans to deliver these. 

b. Provide updates of the group’s activities in the newsletter 

c. Use the church website 

d. Create a poster for the CMC 

e. Write articles for the newspapers 

 

  



Parliamentary Procedures: –  (Some things a Chairperson should know; this section applies more to a 

Chairman or Vice Chairman who presides over the larger group meetings) 

Parliamentary procedure is a set of rules of conduct at meetings allowing everyone an opportunity to be 

heard and to make decisions with minimum confusion. For the presiding officer of a meeting, it will 

define how a particular situation within a meeting is to be handled. An officer or chairperson will find it 

helpful to obtain a copy of Robert’s Rules of Order, perhaps the Newly Revised 10th Edition, for 

reference. 

As the presiding officer, remember that even a formal business meeting is a democratic process. It is 

your primary responsibility to help this process function so that people in the group can think through 

their problems, arrive at decisions, and take formal action in terms of these decisions. 

Without delving deeply into parliamentary procedure, here are a few basic points that a leader or 

chairperson should know: 

1. A motion should made and seconded before discussion starts. 

2. You should state the motion after it has been made and seconded, and then start the discussion 

by asking, “Is there any discussion?” 

3. A nomination does not call for a second; therefore, do not ask for one. 

4. Reports of committees may be “received” or “accepted” or “approved”. A report that is received 

has been heard, but not necessarily approved by that group. The ordinary treasurer’s report 

should be received; not accepted or approved. A report of the program committee outlining the 

programs for the next three meetings may be accepted if the group approves the programs. Do 

not ask that reports be accepted or approved unless you really want to bring them up for 

approval and adoption. 

5. It is in order to ask the chairperson of committees to prepare reports in writing and to give a 

copy of them to the secretary to become a part of the minutes. In some cases copies should be 

provided to all. 

6. It is customary for the member presenting the report to move that it be received or accepted. If 

he does not, ask him if he wishes to do so. 

7. A main motion is one that brings an item of business before the group for action. It is the lowest 

ranking motion; also the most common. 

8. There should be only one main motion considered at a time. 

9. A privileged motion is one that involves an immediate action of the group as a whole; that they 

recess, adjourn. It is the top ranking motion and is not debatable. 

10. A subsidiary motion is one to change, postpone, or dispose of a main motion. It ranks below a 

privileged motion and above a main motion. 

11. An incidental motion pertains to the method of conducting business, e.g. point of order, method 

of voting. It must be disposed of before the motion out of which it came is considered. 

12. A motion may be changed without being formally amended by motion. This may be done by 

asking the maker of the motion to change his motion to include the suggested change. If he 

agrees and no one else objects, the motion is thus changed informally. 

13. If a motion to amend is made and seconded, it must be voted upon before a vote is taken on the 

motion to which it applies. 



14. A motion to reconsider must be made by one who voted on the winning side when the original 

motion was carried. 

 



 


