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ADMINISTRATIVE PERSONNEL ASSOCIATION 
PRESBYTERIAN CHURCH (U.S.A.) 

GUIDELINES 
 
I. INFORMATION 
a. Mission Statement 
The mission of the Administrative Personnel Association (APA) is to offer opportunities for professional 
development and personal growth for those called by God to serve as support staff of the Presbyterian Church 
(U.S.A.). We accomplish this by providing continuing education events for certification and occasions for 
fellowship, worship, spiritual nurture, and prayer at regional continuing education events. 
 
b. The Purpose 
The purpose shall be to provide a supportive organization for promoting continuing education, individual growth, 
communication, and fellowship for its members; to deepen and strengthen lives spiritually and professionally, and 
to work for the mission of the church universal. 
 
c. Tax Exempt Status 
APA, PC(USA), Inc. is a non-profit federal tax-exempt organization (501(c)3). All contributions to APA are tax 
deductible. 
 
d. Educational Opportunities 
Certification program courses are offered annually at regional continuing education events. The instructors for 
certification courses are: 
 

• Seminarians/Seminary Graduates 

• Certified Christian Educators 

• Those with expertise in specific business-related fields 

• Level III certified APA members* 
 
*Those not certified at Level III, may be approved on a case-by-case basis by both the Regional Certification 
Committee Chairperson and the National Certification Committee Chairperson once it is determined that the 
person has expertise in this specific field. 
 
e. Limitation of Liability Indemnification and Insurance 
An officer of the Corporation shall not be personally liable for monetary damages for any action taken, or any 
failure to act, unless such officer has breached or failed to perform the duties of their office and the breach or 
failure to perform constitutes self-dealing, willful misconduct, or recklessness. The Corporation shall purchase and 
maintain insurance on behalf of each officer against any liability asserted against or incurred by such officer. 
 
II. PRESBYTERIAN CHURCH (U.S.A.) 
a. Relationship to the PC(USA) 
APA is an association made up of those who are serving, or who have served, in an administrative capacity in any 
local church or church-related institution, governing body or agency of the Presbyterian Church (U.S.A.), or those 
denominations with which we have communion. It is related to the Presbyterian Mission Agency (a joint office of 
the General Assembly Council and the Office of the General Assembly). 
 
b. Book of Order Mandate (2019-2021 edition) 
G-2.1101 – Forms of Certified Church Service 
Persons may be certified and called to service with congregations, councils, and church-related entities, serving in 
staff positions. These individuals endeavor to reflect their faith through their work and to strengthen the church 
through their dedication. They should be encouraged by their session and presbytery to meet, or to be prepared 
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to meet, the certification requirements of a national certifying body approved by the General Assembly. Names 
of those who have earned certification through a national certifying body shall be transmitted to the appropriate 
body of the General Assembly, which will forward them to the stated clerk of the presbyteries in which those 
persons labor. 
 
G-2.1102 – Presbytery and Certified Church Service 
The presbytery shall encourage sessions to make continuing education funds and time available to those seeking 
certification and shall affirm the skill and dedication of these certified persons by providing a service of recognition 
at the time of certification. The presbytery may grant the privilege of voice at all its meetings to persons in certified 
church service. 
 
III. VOTING PROCEDURES 
The Council will vote on informational items prior to being brought to the membership at the business meeting. 
In order to provide continued growth and administrative leadership, changes may be approved throughout the 
year. These changes will be effective upon approval by the Council with notification to the membership. 
 
a. National 
The National Council has the authority to make recommendations to dues increases, Bylaws amendments, and 
election of national officers, or take such action as necessary in the interim between stated meetings, such actions 
to be ratified at the next stated meeting. The membership votes on changes in the dues structure, Bylaws, and 
the election of national officers. 
 
b. Regional 
The Regional Council has the authority to make recommendations as to elections of officers or take such action 
as necessary in the interim between stated meetings, such actions to be ratified at the next stated meeting. The 
regional membership votes on the election of regional officers. 
 
IV. REGIONS 
a. Regions of APA 
APA is divided geographically into five (5) regions. All regions are governed by the Manual of Operations, approved 
by the national organization and/or National Council. 
 
The regions are as follows: 

• Atlantic – Connecticut, Delaware, District of Columbia, Maine, Maryland, Massachusetts, New Hampshire, 
New Jersey, New York, North Carolina, Pennsylvania, Rhode Island, South Carolina, Vermont, Virginia, and 
West Virginia 

• Heartland – Illinois, Indiana, Iowa, Kansas, Kentucky, Michigan, Minnesota, Missouri, Nebraska, North 
Dakota, Ohio, South Dakota, and Wisconsin 

• Pacific – Alaska, California, Hawaii, Idaho, Montana, Nevada, Oregon, Utah, and Washington 

• Southeast – Alabama, Florida, Georgia, Mississippi, Puerto Rico, and Tennessee 

• Southwest – Arizona, Arkansas, Colorado, Louisiana, New Mexico, Oklahoma, Texas, and Wyoming 
 
For a region to maintain active membership, it must comply with the Manual of Operations. Should a region fail 
to comply with the aforementioned, a written notification will be sent to the Regional President and National 
Council outlining the area(s) of non-compliance, and the region will have thirty (30) days to come into compliance. 
Should the region not come into compliance, the National Council may remove the region from the national 
organization. Should this occur, the individual members of the disbanded region may continue their membership 
and will be assigned to a region in close proximity of their home. 
 
b. Forming a New Region 

• A group of APA members meet and unanimously decide they wish to establish a new region. 
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• The group shall elect officers as outlined in the Manual of Operations. 

• The group shall decide on a name for the new region. 

• The President of the new region shall write a letter to the National President requesting the group become 
a new region. 

• The National President will communicate with the National Council to grant permission for the formation 
of the new region. 

• The new region shall proceed with coordinating education events with the Certification Committee 
Chairperson. 

• The Treasurer of the new region will open a bank account under the name of APA PC(USA) with APA’s 
non-profit status to maintain the finances of the region. 

 
c. Merging Existing Regions 
If a region can no longer comply with the Manual of Operations, the highest-ranking regional officer should 
immediately contact the National President seeking guidance or to request a merge. The National Council will 
discuss and determine the most appropriate region and effective date for the merge. When two (2) active regions 
merge, the existing funds will be merged and a suitable name for the new region will be selected by the two (2) 
merging regions. At no time does a region have the authority to decline/accept the merger/incoming members. 
National Council decisions are made in the interest of the organization and its members as a whole. In the event 
it becomes necessary for two (2) regions to merge, this process should be followed: 
 

• The Regional Council requesting a merger should schedule a meeting either electronically, by conference 
call, or face-to-face to discuss and vote on the future of the region/merge. 

• If the decision of the vote is to merge with another region, then this action should be communicated by 
the Regional President, or highest-ranking officer, to the regional members immediately. (Within five (5) 
days of that meeting.) 

• The Regional President, or highest-ranking officer, sends a letter to the National President within ten (10) 
days of the meeting date requesting that the region merge with another. This letter is to include a copy 
of the most recent regional meeting minutes and financial reports. 

• The National Council will meet, within thirty (30) days of notification, virtually or in-person to determine 
the most appropriate region for the merge. 

• At no time does a region have the authority to accept/decline the merger. If either region has concerns 
about the process, they are to express those concerns to the National President. 

• The National President will send a letter to both Regional Presidents (or highest ranked officer) within five 
(5) days of the vote to inform them of the merge. Once the merge is finalized, the Council of the two 
regions requesting the merge is null and void. However, all members are eligible to hold office at the next 
regularly scheduled regional conference of the newly formed region. The first meeting of the new region 
will be chaired by the highest ranked officer from the two merged regions. A new Council will then be 
elected from the membership of the new region at the first meeting.  

• Each Regional President (or highest ranked officer) is responsible for communicating the decision to their 
membership. 

• Funds will be combined in the new region’s name. 

• The National President will announce the merge electronically to include the new region’s name. 
 
V. CONTINING EDUCATION EVENTS 
Regions shall host at least one continuing education event per year. Continuing education events may be 
sponsored by the region, seminaries, or presbyteries within the region, the General Assembly, or the Board of 
Pensions. All classes offered at the continuing education events must be approved by the Regional and National 
Certification Committee Chairpersons. Details such as the length of the event will be up to the Regional Continuing 
Education Committee (or Regional Council). Regions may combine efforts to host a continuing education event. 
To combine events, Regional Continuing Education Committee Chairpersons (or Council person) of those involved 
regions shall be involved in the planning of the event. 
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VI. HONORARY CORPORATE CHAIRPERSON 
The Honorary Corporate Chairperson is a title bestowed upon our founder, Joyce Bauer, in perpetuity with neither 
duties nor remuneration. Thereafter, the position will cease to be an office. 
 
VII. GENERAL COMMITTEE INFORMATION 
The chairperson, who will moderate the committee meetings, will be appointed by the President in the even years, 
except for the Bylaws Committee (National only) and the Nominating Committee which is chaired by the 
President-Elect; Finance Committee which is chaired by the Treasurer; and the Professional Conduct Committee 
which is chaired by the President. They shall serve a two (2) year term and shall be eligible for renewal. They shall 
NOT exceed serving four (4) years consecutively. The Continuing Education Committee (Regional only) may be 
chaired by a member of the region where the event is to take place. This position may be a yearly position. 
 
All committees shall have a Vice-Chairperson who is appointed by the chairperson with the approval of the 
President. The Vice-Chairperson shall serve a two (2) year term and shall be eligible for renewal. The Vice-
Chairperson shall NOT exceed serving four (4) years consecutively. The Vice-Chairperson will have voice and vote 
during their committee meetings if they are a member of the committee already. They will only have voice if they 
are not a member of the committee.  
 
Committees will meet throughout the year as needed, no less than one time, virtually and/or in person.  
 
 
Amended 2015 – Las Vegas, NV 
Amended 2018 – Minneapolis, MN 
Amended 2022 – Email Vote 


