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CONSIITUTION AND BY-LAWS

OF

TRINITY LUTHERAN CHURCH - MISSOURI SYNOD

RACINE, WISCONSIN
ARTICLE I

Name

The name of this congregation shall be TRINITY LUTHERAN CHURCH - MISSOURI SYNOD, Racine, Wisconsin. 

ARTICLE II

Doctrine

This congregation accepts and acknowledges all the canonical books of the Old and the New Testaments as the inspired Word of God, and all the Symbolical Books of the Evangelical Lutheran Church contained in the Book of Concord as a true and sound exhibition of Christian doctrine taken from and in full agreement with the Holy Scriptures; and in this congregation no doctrine shall be taught or tolerated which is at variance with these symbols of the Evangelical Lutheran Church, viz: 1. the three Ecumenical Creeds, the Apostolic, the Nicene, and the Athanasian; 2. The Unaltered Augsburg Confession; 3. the Apology of the same, 4. the Smalcald Articles; 5. Luther’s Large and Small Catechism, and 6. the Formula of Concord.  According to this norm of doctrine all doctrinal controversies which may arise in this congregation shall be decided and adjudicated. 

ARTICLE III

Membership

A. Baptized Membership

Baptized members are all who have been baptized in the name of the Triune God with water and who are under the spiritual care of the pastor of this congregation, including the children who have not yet been confirmed. 

B. Communicant Membership

Communicant members are those baptized members who have been confirmed in the Lutheran faith. No one can be or remain a member of this congregation, or hold an office in the same, or enjoy and exercise the rights and privileges of a member but such as:

a. declare their adherence to all the canonical books of the Old and New Testaments as the only books divine rule and norm of faith and life , and 

b. are familiar with the teachings of the Christian faith as presented in Luther's Small Catechism and members should become familiar with all the Lutheran Symbols. 

c. do not live in manifest works of the flesh (Gal. 5, 19- 21) but lead Christian lives; 

d. partake of the Lord's Supper with frequency, if they be of sufficient age; 

e. permit themselves to be fraternally admonished and corrected when they have erred, and 

f. are not members of any unchristian society such as lodges and secret organizations. 

ARTICLE IV

Contributions

It shall be the duty of all members of this congregation to contribute according to their ability toward the maintenance of church and school and in general to assist in bearing the burdens of the congregation. 

ARTICLE V

Christian Education

It shall be the duty of such members of this congregation as have the parental care of unconfirmed children to commit such children to the parochial school of the congregation,   or otherwise to provide for their proper training in pure Christian doctrine. 

ARTICLE VI

Voting Membership

All members of this congregation eighteen years of age or older shall be recognized as voting members.

ARTICLE VII

Duty of Voting Members

It shall be the duty of every voting member, unless detained by God, to attend the meetings of the Voters' Assembly, and by failing to attend a meeting members waive the right of casting their vote during such meeting. Regular meetings are held four times a year. 

ARTICLE VIII

Special Voters' Meetings

When a meeting has been announced at least one Sunday prior to the meeting, such meeting shall be capable of transacting business and passing valid resolutions. Special meetings may be called by the request of the Pastor, chairman of the congregation, Church Council, or any three (3) voting members making a written request to the chairman of the congregation stating the purpose for the meeting. The members present at a properly announced meeting shall constitute a quorum. 

ARTICLE IX

Resolution Requirements

In matters of doctrine and conscience unanimity shall be required for a final decision; other matters shall be disposed of by the votes of a majority of the voting members present at a meeting properly convened. 

ARTICLE X

Calling Pastors, Teachers,

Electing Church Officers

The right of choosing and calling ministers and school teachers and officers of the congregation shall ever be vested in the congregation and shall never be delegated to an individual or to a minor body or circle within the congregation.

ARTICLE XI

Pastoral Requirements

The pastoral office in this congregation shall be conferred upon such ministers or candidates only as profess their acceptance of and adherence to all the canonical books of the Old and New Testaments as the revealed and inerrant Word of God, verbally inspired, and all the Symbols of the Evangelical Lutheran Church enumerated in Article 11 as derived from such Word of God, and who are declared qualified and endorsed by The Synod for their work, and, pastors as well as school teachers shall be pledged to faithful adherence to the Word of God and the Symbols of the Lutheran Church by the call extended to and accepted by them. 

ARTICLE XII

BOOKS AND FORMS

In the public services of this congregation doctrinally pure (Article 11) hymns, and in all ministerial acts doctrinally pure liturgical forms shall be used. Thus, also, in the parochial school, besides the Holy Scriptures and Luther's Small Catechism, such books only as are purely Lutheran in doctrine shall be introduced and used for instruction in Christian doctrine, and all other books used in the school shall be in accord with Lutheran doctrine. 

ARTICLE XIII

Congregation Authority

The congregation as a body shall have the supreme power in the external and internal administration and management of its own ecclesiastical and congregational affairs.   No decision, enactment, of performance in behalf of the congregation or with reference to a member thereof as such shall be valid, whether it have proceeded from an individual of from a body within the congregation, unless it shall have been enacted or performed according to a general or special power conferred by the congregation; and whatever may have been ordered or decided by individuals or minor bodies within the congregation under a power conferred by the congregation, shall always be subject to revision and final decision by the congregation. But not even the congregation shall be empowered to order, enact, or decide anything contrary to the Word of God and the Symbols of the Lutheran Church, and any such ordinance, enactment or decision shall by null and void.

ARTICLE XIV

Authority of Officers

The officers of the congregation at any time in office shall have no authority beyond that which has been conferred upon them by the congregation, and whatever power may have delegated to them shall be at all times liable to change or rescission by the congregation.

ARTICLE XV

Removal from Office

A. Officers:  All officers of the congregation may, in Christian lawful order, be removed from office.

B. Called Workers: Sufficient and urgent causes for deposing a pastor or school teacher are, persistent adherence to false doctrine, scandalous life, and willful neglect of official duties. 

ARTICLE XVI

Excommunication

When a member of this congregation, after fruitless admonition in the various grades prescribed by the Word of God (Matt. 18: 15-20), where the observance of such grades has been possible, shall have been expelled from the congregation, such excommunicated person shall then have forfeited all rights of a member of this congregation and all claims upon the property of the congregation as such or upon any part thereof. The same shall also hold good with reference to such members as may have refused to submit to church discipline and thus excommunicated themselves, as also of those who may sever their connection with the congregation by removal to another place. 

ARTICLE XVII

Separation

If at any time a separation should take place in this congregation an account of doctrine,   the property of the congregation and all the benefits therewith connected shall remain with those members who shall continue to adhere to Articles 11 and XI of this Constitution. 

BY-LAWS

Revised 2/14/87

#1

Admission to Membership

Persons desiring admission to membership in this congregation shall be received by one of the following ways subject to Church Council approval:

a. Baptism - through the Sacrament of Holy Baptism administered by this congregation, by means of a letter of transfer from a congregation with which we are in fellowship, or by request in the case of unconfirmed persons who have been baptized in some other Christian congregation.

b. Confirmation – those who have received careful instruction in the Christian Faith and agree with the Confessions of the Lutheran Church, shall present their applications to the Church Council.

c. Transfer - those who bring a letter of transfer from a sister congregation to verify their eligibility for communicant membership and present their application to the Church Council. 

d. Release - those who bring a letter of release from a Lutheran Church with whom we are not in altar and pulpit fellowship and agree with the Confessions of the Lutheran Church and present their application to the Church Council. 

e. Reaffirmation of Faith - those who have previously in the Lutheran Church but         have become inactive may verify their agreement with the Confessions of the Lutheran Church, and present their application to the Church Council. 

If the admission of the applicants has been resolved by majority vote of the Church Council, the applicants shall received as communicant members of the congregation. 

#2

Conditions of Membership

Members of Trinity shall be classified as; 

IN GOOD STANDING if the member adheres to the membership conditions of Article III of the Constitution. 

DELINQUENT if the member has not attended worship services or partaken of Holy Communion for a period of one year. 

SELF REMOVED if the member has not attended worship services or partaken of Holy Communion for a period of two years. The course of action to take with each of these classifications shall be as outlined in the current Officer and Policy Manual of Trinity Lutheran Church. 

Members who ask for their transfer or release of membership in our congregation shall be peaceably dismissed by the congregation except that members DELINQUENT at the time shall have the condition so noted an their transfer or release document. 

#3

Calling of Pastors and Teachers

The calling of a pastor or teacher shall be performed in the following manner: 

A committee of six (6) – three (3) members of the Church Council and three (3) members of the voting membership at large - elected by the Church Council shall request nominations of suitable candidates in writing from the membership of the congregation.  The pastor(s), the principal and chairman of the congregation shall be ex officio members (non-voting) of the committee.  It shall also consult with the proper District officials for suitable candidates.  It shall be the responsibility of the committee to screen and examine the above candidates and prepare a list of qualified individuals to be placed in nomination at a properly constituted meeting of the voters. Seeking God's guidance, the congregation shall then ratify the, selected list of candidates, accept nominations from the floor,  which shall be approved by the Distr-iLt President, all of which shall constitute the slate of candidates.  The ballots shall be cast, and the candidates obtaining a majority of all votes cast shall be declared called by the congregation.  Candidates considered not qualified or not recommended shall also be listed.  

#4

Privileges of Women

Women may hold voting membership in the congregation and serve as officers and as members of boards and committees as long as these positions are not directly involved in the specific functions of the pastoral office  (preaching, the public administration of the sacraments, church discipline) and as long as this service does not violate the order of creation (usurping authority over men).  Accordingly, they shall not serve as pastor, as a member of the Board of Elders, as chairman or vice-chairman of the congregation, or as chairman of any board or committee.  Furthermore, the number of women on boards and committees shall not constitute more than 50% of the total membership of that board or committee. 

#5

Church Officers, Boards & Council

The Church Council shall act as the executive board of the congregation. Its acts shall be deemed valid congregational action in such matters as have been delegated to it. It shall be composed of the following: 

a. Chairman of the Congregation 

b. Vice-Chairman of the Congregation 

c. Treasurer 

d. Secretary 

e. The elected members of:

(1) The Board of Trustees 

(2) The Board of Elders 

(3) The Board of Education 

(4) The Board of Evangelism and Missions 

(5) The Board of Stewardship 

(6) Kingdom Workers

(7) Finance Committeemen 

f. Appointed officers listed in #9 below 

g. The called pastors and teachers of the congregation 

The members present shall constitute a quorum. 

#6

Meeting Rules

The routine meetings of the congregation shall normally be conducted in accordance with Robert's Rules of Order.

#7

Policy & Officers’ Manual

All officers, boards, committees and the council shall function as set forth in the Officers' Manual so as to fulfill their duties in accordance with the policies of the church as stated in the constitution, by-laws and policy manual. 

#8

Election of Officers

The annual election shall be held at the May voters' meeting each year, to fill elective offices. 

Elective offices are, and shall be filled as follows:

a. Chairman of the Congregation elected in the odd numbered years 

b. Vice-chairman of the Congregation elected in the even numbered years

c. Secretary - elected in the even numbered years 

d. Six members of the Board of Trustees -- 3 elected each year

e. Six members of the Board of Elders - 3 elected each year

f. Six members of the Board of Education - 3 elected each year

g. Four members of the Board of Evangelism and Missions - 2 elected each year 

h. Four members of the Board of Stewardship - 2 elected each year

i. Twelve members of the Kingdom Workers Committee - 6 elected each year

j. A Finance Committee comprised of one member for each 10 members of the congregation - with about one-half of the members to be elected each year 

All elective offices shall be for a term of two years. After serving two consecutive terms as an elected officer, said officer cannot be a candidate for an elective office for one year. 

The election shall be by secret ballot, and those candidates receiving the highest number of votes shall be considered elected. 

In the event an elective office shall become vacant during a term, the Church Council shall have the power to appoint a successor to fill the office until the next election at which time the unexpired portion shall be filled by election. An appointment to fill a vacant position will not be considered a term of office. 

#9

Appointed Officers

Appointive offices shall be

a. Treasurer - appointed by Board of Trustees

b. Assistant Treasurer(s) - appointed by the Board of Trustees

c. Financial Secretary -- appointee by the Board of Trustees

d. Payroll Master – appointed by the Board of Trustees

e. Sunday School Superintendent and Assistant Sunday School Superintendent appointed by the Board of Education 

f. Director of Adult Education – appointed by the Board of Education 

Appointments "a" through "d" shall be for a term of one year and are subject to the ratification of the Church Council.  Appointments "e" and "f" shall be for a term of three years and subject to the ratification of the Church Council. Appointees "e" and "f" may serve two consecutive terms only. 

#10

Memorial Fund

a. Purpose - The purpose of the Memorial Fund is as follows:

1. To provide for major capital improvements or major capital repairs, where funds are not otherwise available (as, for example, insurance proceeds) and cannot readily be made available (as, for example, through solicitation of the congregation). 

2. To provide financial assistance for special mission projects in order to enable the Congregation to better achieve the objects of its Christian ministry, including, when appropriate, comfort and assistance, to persons or groups of persons in need.

3. To provide financial assistance to students of the ministry and to Christian education, missionaries and others whose energies are fully devoted to serving or preparing to serve the objectives of the Congregation's ministry. 

b.  Assets of the Fund - The Memorial Fund's initial assets shall be those owned by Trinity Lutheran Church designated as bequest funds which are currently on deposit with the Church Extension Fund, The Lutheran Church -- Missouri Synod. 

Memorial Fund's assets shall also include future gifts that are specifically designated as for the Fund, as well as future gifts designated as "Memorials" and not designated for a specific purpose. 

b. Memorial Fund Board - The Memorial Fund shall be managed by the Memorial Fund Board, the members of which are all ex officio:

1. Chairman of the Congregation.

2. Vice-Chairman of the Congregation.

3. Assistant Treasurer(s) of the Congregation, who shall be the Secretary and Treasurer of the Memorial Board.

4. Chairman of the Board of Trustees, elected from within its membership, who shall be the Vice- Chairman of the Memorial Fund Board. 

5. Chairman of the Board of Elders, elected from within its membership, who shall be the Chairman of the Memorial Fund Board.

A majority of the Memorial Fund Board members shall constitute a quorum. A majority vote shall govern at all meetings.

d. Management of the Fund - The Memorial Fund Board, in its management of the fund, shall so invest the assets of the fund as would a prudent person in the management of his or her own property. The Board may invest fund assets with the common funds of The Lutheran Church – Missouri Synod Foundation. It also may invest assets with the Church Extension Fund of the South Wisconsin District of The Lutheran Church -- Missouri Synod.        The Board shall not, however, other-wise commingle the assets of the fund with other congregational property, except to the extent it receives an undivided interest in property, an undivided interest in which is also held by the congregation for current operation expenses. In managing the fund, the Board is subject to the following restrictions:

1. It shall not engage in any form of trade or commercial activity.  

2. It shall not engage in the carrying on of propaganda or otherwise attempting to influence legislation.

3. It shall not become involved in any political campaign.

4. It shall not permit any of the assets to inure to the benefit of any member of the Memorial Fund Board (or for that matter any other private individual, except as permitted in the statement of purpose of sub-paragraph (a) above).

5. It shall not permit either principal or income of the fund to be used for current operating expenses of the Congregation. The Memorial Fund Board shall have the power to employ custodian, depository, trust, accounting, insurance, legal, and other professional services or facilities to assist and advise it in the management of the Fund and shall pay for any such services out of the income or principal of the Fund. 

e. Accounting to the Congregation – The Memorial Fund shall report to the Congregation whenever requested but not less than annually, on the operations and accounts of the Fund. Such report shall  include a statement of receipts and disbursements and a statement of assets and liabilities of the Fund.  No bond shall be requested of Memorial Fund Board Members. 

f. Income and Principal - The Memorial Fund Board shall distinguish between income and principal. Any income on hand at the end of the calendar year shall then be allocated to principal.   The Board shall keep the principal intact, normally making disbursements for charitable purposes as stated in part (a), or expenses only from the Fund's income. In any event, the Board may not disburse any principal until the Fund has reached $25,000 and may not make disbursements that would allow the Fund to become less than $25,000

g. Dissolution - In the event Trinity Lutheran Church disbands, the assets of the Memorial Fund shall be treated like any other assets of the Congregation.

#11

Amendments

Proposed amendments of these By-Laws must be submitted in writing and may be submitted at any regularly scheduled meeting of the voters. A proposed amendment shall become an amendment provided that two thirds of the voting members present cast their votes in favor of such an amendment, except for #10 which shall require such action at two consecutive voters' meetings. 

"Behold how good and how pleasant it is for brethren to dwell together in unity"

Officers Manual

Trinity Lutheran Church

January 1, 2005

FOREWARD

The purpose of this manual is to help the members of our congregation perform peaceably, knowledgeably and enthusiastically in doing the work of our Blessed Lord.  The words of the Apostle Paul in Romans 12:1 & 5 give us direction:  “Just as there are many parts to our bodies, as it is with Christ’s Body.  We are all parts of it, and it takes everyone of us to make it complete, for we each have a different work to do.  So we belong to each other, and each needs all the others.”

May the Lord generously bless us with His Spirit and Wisdom to accomplish His Will!

OFFICERS MANUAL
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Page Number 1
	Chairman of the Congregation and Chairman of the Church Council


Office:

Elected By:



Voters Assembly

Responsible To:


Voters Assembly

This Revision Date:


January 1, 2005

Revision History:


7/1/74, 4/1/66, 1/1/65
Position Duties:

The Chairman of the Congregation shall:

1. Exercise general supervision over all non-pastoral affairs of the congregation.

2. Be the Chief Executive Officer of the congregation i.e. empowered to execute contracts.

3.Prepare the agenda for and preside at all meetings of the congregation and the church council.

4. Be an ex-officio member of all boards and committees.

5. Meet regularly with the Pastor(s) to review past efforts and to coordinate future plans.

6. Appoint Nominating, Salary and Special Committees with the advice and concurrence of the Church Council and the Pastor(s). 

7. Provide an annual report of the ‘State of the Church’ either published or at regular services.  










Page Number 2
	Vice Chairman of the Congregation and the Church Council 


Office:

Elected By:



Voters Assembly

Responsible To:


Voters Assembly

This Revision Date:


January 1, 2005

Revision History:


4/20/81, 7/1/74, 4/1/66, 1/1/65

Position Duties:

The Vice Chairman of the Congregation shall:  

1. Assume the office of the Chairman if that office is vacated.

2. Assist the Chairman as requested.

3. Perform the duties of the Chairman in the absence of, or at the request of, the Chairman.  

4. Be the Chairman of the Nominating Committee.

5. Be a member of the Salary Committee.

6. Be responsible for encouraging and prompting attendance at Voters Meetings.

7. Be responsible for an annual audit, and up-date if required, of the Constitution, By-Laws, Policy Manual and Officers Manual.










Page Number 3
	Congregation Secretary 


Office:

Elected By:



Voters Assembly

Responsible To:


Voters Assembly

This Revision Date:


January 1, 2005

Revision History:


7/1/74, 4/1/66, 1/1/65

Position Duties:

The Congregation Secretary shall:

1. Keep an accurate and permanent record of the proceedings of congregation regular and special voters meetings, and church council meetings, to be filed with the church office upon completion of his/her term.

2. Keep an accurate list of all elected members of the church council, boards, and committees. 

3.Ensure the time and place of congregational meetings are publicized, utilizing (but not limited to) weekly bulletin, church announcement and/or bulletin boards.

4. Conduct the general correspondence of the Voters Assembly and the Church Council.

5. Ensure the Constitution, By-Laws, Officers Manual and Policy Manual are maintained in an up-to-date condition and are appropriately stored.

6. Ensure Council Recommendations to the Voters Assembly are publicized one Sunday prior to the Voters meeting by coordinating with the church office.       

Page Number 4
	Church Council 


Office:

Elected By:



Voters Assembly

Responsible To:


Voters Assembly

This Revision Date:


January 1, 2005
Revision History:


4/20/91,7/1/74, 1/1/65
Position Duties:

The Church Council shall:

1. Receive, discuss all Board, Committee, Pastoral, Staff, and Individual Member reports, requests, suggestions and act upon those matters delegated to it by the Constitution, By-Laws or Policy Manual.    

2, Receive, discuss all Board, Committee, Pastoral, Staff and Individual Member reports, requests, suggestions and refer to the Voters Assembly, with recommended action, those matters not delegated to it by the Constitution, By-Laws or Policy Manual.

3.Act on emergencies, regardless of authority, when the Congregation Chairman and Pastor(s) deem an emergency exists, with subsequent notification to the Voters Assembly.










Page Number 5
	Nominating Committee 


Office:

Appointed By:



Chairman of the Congregation

Responsible To:


Voters Assembly

This Revision Date:



January 1, 2005
Revision History:



4/20/81, 7/1/74, 4/1/66, 1/1/65
Position Duties:

The Nominating Committee Shall:

1. Review the Congregation membership to determine eligible candidates.

2. Inform the candidates of the duties of the office selected.

3. Obtain the approval of the candidates for consideration.

4. Submit the vetted slate at the annual election.

5. Conduct the annual election at the May Voters Meeting.

6. Select and nominate replacements when vacancies occur in elected positions during the regular terms.    

Page Number 6
	Memorial Fund Board 


Office:

Appointed By:



Trinity By-Law #10

Responsible To:


Voters Assembly

This Revision Date:


January 1. 2005
Revision History:


(none)
Position Duties:

The Memorial Fund Board shall:

1. Provide the primary supervision of the Memorial Fund Assets.

2. Maintain the Assets independent of the Trinity Congregation general assets.

3. Invest the Assets in a manner a prudent individual would employ.  

4. Insure no Assets are related to, or provide benefit to, any of the individual Board members.

5. Provide a general or detailed annual accounting of assets and activities to the Congregation, if requested    

6. Protect the Principal and manage the Income of the Fund in accordance with the By-Laws of Trinity Congregation.    

Page Number 7
	Board of Elders 


Office:

Elected By:



Voters Assembly

Responsible To:


Voters Assembly

This Revision Date:


January 1, 2005

Revision History:


7/1/74, 4/1/65, 1/1/65
Position Duties:

The Board of Elders shall:

1. Elect a Chairman, Vice-Chairman, Secretary, and Usher Schedule Coordinator.

2. Assist the Pastor(s) in assuring the general spiritual welfare of the Congregation and assist in difficult problems of the ministry so that Christian discipline is exercised and peace, harmony and love prevail in the congregation.

3. Handle discipline cases in accordance with Christ’s directive as set forth in Matthew 15:15-18 and the Lutheran Confessions.  

4. Ensure an adequate number of worship services and services with Holy Communion are conducted, and the Holy Word of God is preached in truth and purity, the Holy Sacraments are administered in accordance with Christ’s institution, and Lutheran doctrine and Lutheran practices are preserved in the Congregation  

5.Ensure pastoral services are provided in case of a vacancy in the pastorate.

6. Monitor the eligibility of proposed new members, and verify the proper transfer of departing members.

7. Ensure the Congregation maintains a proper relationship with District and Synod and supports that work with diligence.

8. Ensure Congregation members attend services regularly and eligible members partake of the Lord’s Supper frequently.

9. Ensure proper attention and care is given to the sick and needy in the Congregation

10. Ensure efforts are made to establish and maintain the family altar in the homes of the Congregation members.

11. Submit a monthly written report of activities to the Church Council 

Page Number 9
	Ushers


Office:

Appointed By:




Board of Elders

Responsible To:



Board of Elders

This Revision Date:



January 1, 2005
Revision History:



(none)
Position Duties:

The Ushers shall:

1. Arrive 20 minutes before regular service and 30 minutes before special service (Christmas, Easter, Confirmation etc.) time, and usher at other services/functions when requested.   

2. Be neat and wear appropriate attire for the service being worked. 

3. Turn on altar, nave, vestibule, and basement lights upon arrival; open and close windows as necessary before, during and after service, and turn off lights at departure.

4. Turn on amplifier before service and turn off at end of service. 

5. Be cheerful, welcoming all persons entering the church and, upon recognizing a stranger, see that they get a visitors packet.

6. Make the count of and record on the attendance form the number of people attending services in nave, basement and special rooms, and deliver the attendance form to the vestry.   

7. Receive the offering from all areas and deliver to the altar at the appropriate time.  

8. When a Baptism is scheduled, ensure the font cover is removed, there is heated water in the font, a pew is reserved for the Baptism party and they are instructed on how they will be escorted to and from the font for the Baptism. Empty the font and return the cover after the service.    

9. Prepare the Communion Rail, release communicants from the pews and usher to the altar, seven to a table, at the appropriate time in the liturgy. After the service, return the communion vessels to the church kitchen for cleaning

Page Number 11
	Board of Trustees 


Office:

Elected By:



Voters Assembly

Responsible To:


Voters Assembly

This Revision Date:


January 1, 2005
Revision History:


11/8/99, 4/29/81, 7/1/74, 4/1/66, 1/1/95

Position Duties:

The Board of Trustees shall:

1. Elect a Chairman, Vice-Chairman and Secretary.

2. Appoint each year, and supervise throughout the year, a Treasurer, Financial Secretary, Assistant Financial Secretary, Payroll Master, with the appointments subject to ratification of the Church Council.

3. Be responsible for all finances of the Congregation as administered or recorded by their appointed positions, including insurance coverage.

4. Be responsible for the physical plant of the Congregation ensuring it is kept in excellent physical and functional condition.

5. Have approval authority for purchases of equipment, supplies and services intended for the efficient operation of the facilities.

6. Directly supervise the Custodian(s).

7. Prepare the annual Congregation budget, to be presented to the Church Council in April and the Voters Assembly in May.

8. Submit a monthly written report of activities to the Church Council.     

Page Number 12
	Congregation Treasurer 


Office:

Appointed By:



Board of Trustees

Responsible To:


Board of Trustees

This Revision Date:


January 1, 2005

Revision History:


7/1/74, 1/1/65

Position Duties:

The Congregation Treasurer shall:

1. Be entrusted with the custody of the congregation’s funds, which includes an accurate record of all receipts and disbursements.  

2. Pay all congregational bills as authorized and directed by the Voters Assembly and the Church Council.

3. Present a financial report at each meeting of the Voters Assembly and the Church Council.

4. Submit the receipt and disbursement records for audit at least once each year.

5. Perform such other duties as may be delegated from time to time by the Voters Assembly, the Church Council, or the Board of Trustees.

It is the sense of the Congregation that every effort shall be made to have the Financial Secretary receive the monies and the Congregation Treasurer disburse the monies of the congregation.    










Page Number 13
	Financial Secretary 


Office:

Appointed By:



Board of Trustees

Responsible To:


Board of Trustees

This Revision Date:


January 1, 2005
Revision History:


1/1/65
Position Duties:

The Financial Secretary shall: 

1. Receive and deposit all monies of the congregation

2. Prepare and distribute contribution reports to all members

3. Keep and report the record of congregational receipts

4. Coordinate with the Stewardship Committee in identification of delinquents and also keep Elders informed thereof.  

It is the sense of the Congregation that every effort shall be made to have the Financial Secretary receive the monies and the Congregation Treasurer disburse the monies of the congregation.    










Page Number 14
	Assistant Financial Secretary


Office:

Appointed By:



Board of Trustees

Responsible To:


Board of Trustees

This Revision Date:


January 1, 2005







Revision History:


7/1/74, 1/1/65 

(Formerly Titled Assistant Treasurer) 

Position Duties:

The Assistant Financial Secretary shall:

1. Perform the duties of the Financial Secretary in the absence of or at the request of the Financial Secretary.  

2. Regularly assist the Financial Secretary to itemize/record/deposit monies received

3.Assist the Financial Secretary in the preparation and distribution of contribution reports to individual members.    










Page Number 15
	Payroll Master 


Office:

Appointed By:



Board of Trustees

Responsible To:


Board of Trustees

This Revision Date:


January 1, 2005
Revision History:


(none)
Position Duties:

The Payroll Master shall:

1. Receive payroll figures and disburse paychecks on the 15th and the last day of the month for the paid staff of the Congregation.

2. File all State and Federal tax reports and pay monthly State, Federal and Social security Taxes.

3. Report monthly figures to the Treasurer and such statistics as needed for the Treasurer’s records. 










   Page Number 16
	Finance Committee 


Office:

Elected By:



Voters Assembly

Responsible To:


Board of Trustees

This Revision Date:


January 1, 2005
Revision History:


3/1/75, 4/1/66, 1/1/65
Position Duties:

The Finance Committee shall: 

1. Under the direction of the Financial Secretary, perform a weekly count and ensure recording (computer or manual) of all offerings made to Trinity Lutheran Church.

2. Be headed by the Vice-Chairman of the Board of Trustees.

3. Manually or computer audit the individual offerings annually.

It is the sense of the Congregation that the composition of the Finance Committee will be based upon the ratio of one member per 100 church envelope sets. In addition, the Finance Committee shall include one member capable of and responsible for computer record input of individual weekly contributions and the preparation of interim donation reports as required.  







Page Number 17
	Board of Education 


Office:

Elected By:



Voters Assembly

Responsible To:


Voters Assembly

This Revision Date:


January 1, 2005
Revision History:


4/20/81, 7/1/74. 4/1/66, 1/1/65 

Position Duties:

The Board of Education shall:

1. Include the Principal, a Pastor, Sunday School Superintendent(s), Youth Director, and Adult Christian Education Coordinator as non-voting members, in addition to the six elected (voting) members.

2. Elect a Chairman, Vice-Chairman, Secretary, as well as PTL and Lutheran High School liaisons.

3. Be responsible for the Trinity Day School operation through the Called Principal who is to follow the Board, Council, and Voters Assembly policies in addition to applicable State and Synodical policies.
4. Provide oversight authority to the Parent-Teacher League, which is operated with League organization officers and board.

5. Promote the Sunday school under the direction of the Superintendent and ensure Sunday School activities and policies are in accordance with Day School activities and policies.

6. Promote Adult Education/Bible Classes under the direction of the Director of Adult Education.

7. Promote appropriate Youth Group activities through the Director of Youth Fellowship and Bible Study.

8. Annually recruit the Director and operate a Vacation Bible School as a Congregational out-reach program. 

9. Review and recommend the annual school budget (non-salaried) prior to inclusion into the overall congregation budget. 

10. Submit a monthly written report of activities to the Church Council. 

Page Number 19
	Sunday School Superintendent 


Office:

Appointed By:


Board of Education
Responsible To:

Voters Assembly
This Revision Date:



January 1, 2005
Revision History:



(None)
Position Duties:

The Sunday School Superintendent shall:

1. Work closely with the Pastor(s) to give Trinity children, and prospective members, an opportunity to study, gain knowledge, understanding, and an appreciation for God’s Word, in a structured, church sponsored environment.

2. Identify, recruit and ensure training of Teachers who are committed Christians, willing to grow in Christian knowledge, have an understanding and love of children, and have a positive attitude toward Church and the significance of Sunday School.  

3. While working closely with the Pastor(s), select and implement Biblically based, Christ centered study programs that are doctrinally sound, that are consistent with LCMS teaching and beliefs as interpreted from God’s Word under the direction of the Holy Spirit, and that are taught with the goal of all participants to grow in their faith and/or sanctification.

4. Supervise the handling of collections and records, and submit an annual operating budget for inclusion in the Board of Education budget proposal.

5. Arrange/assign facilities for opening devotion and group study, organize for student handling and new student enrollment, and ensure follow-up on absences.

6. Coordinate with Bd. Of Education and Bd. Of Elders for special Worship services and activities such as Rally Day, Christmas, and music additions to regular services.

7. Ensure the publicity of and the recruitment for the Sunday School program among Trinity and non-congregation parents utilizing Church and other publications, bulletin boards, announcements etc. 

8. Make monthly status/progress reports to the Board of Education. 



 





Page Number 21
	Adult Christian Education Coordinator


Office:

Appointed By:


Board of Education

Responsible To:



Board of Education

This Revision Date:



January 1, 2005
Revision History:



(None)
Position Duties:

The Adult Christian Education Coordinator shall:

1. Associate closely with God through prayer, study of God’s Word and regular communion and church attendance.

2. Strongly dedicate and commit one’s self to ongoing Christian Education, realizing its’ importance to Christian living, Sanctification, building a stronger faith, and relationship with our Lord.

3. While working closely with the Pastor(s), give Trinity members, and prospective members, an opportunity to study, gain knowledge, understanding, and an appreciation for God’s Word, in a structured, church sponsored environment.  

4.While working closely with the Pastor(s), assist in developing and implementing Biblically based, Christ centered study programs that are doctrinally sound, that are consistent with LCMS teaching and beliefs as interpreted from God’s Word under the direction of the Holy Spirit, and that are taught with the goal of all participants to grow in their faith and/or sanctification.  

5. Work closely with the Pastor(s) to plan and organize the scheduling/facilities, and to determine topics/subjects for study that may be needed by the Congregation, or are appropriate to the church calendar, and/or are deemed of interest to the members.

6. Regularly develop the promotion and advertising to make members aware of the Bible study opportunities, and arrange for childcare when appropriate.   

7. Work with the Pastor(s) and the Board of Education to recruit Lay and Called members of the Congregation to lead Bible classes, arranging for leader training where necessary.

8. Make monthly status/progress reports to the Board of Education.  










Page Number 23
	Director(s) of Youth Fellowship & Bible Study 


Office:

Appointed By:




Board of Education
Responsible To:



Board of Education
This Revision Date:



January 1, 2005
Revision History:



(none)

Position Duties:

The Director of Youth Fellowship & Bible Study shall:

1. Associate closely with God through prayer, study of god’s Word and regular communion and church attendance.  

2. Strongly dedicate and commit one’s self to Youth Work realizing its importance to Sanctification, building a stronger faith, relationship with our Lord, all of which lead to the development of a Christian adult.

3. While working closely with the Pastor(s), give Trinity’s youth, in a structured, church sponsored environment, a regular opportunity to fellowship with one another, to learn interactive skills, and to develop a deeper appreciation for God’s Word.  

4.While working closely with the Pastor(s), assist in developing and implementing Biblically based, Christ centered Youth programs that are doctrinally sound, that are consistent with LCMS teaching and beliefs as interpreted from God’s Word under the direction of the Holy Spirit, and that are taught with the goal of all participants to grow in their faith and/or sanctification.

5. Work closely with the Pastor(s) to plan and organize the scheduling of programs, youth activities and Bible studies, and to determine what topics and/or activities might be appropriate and/or of interest to the youth.

6. Regularly develop the promotion and advertising to make the youth aware of the events and arrange for parental supervision when appropriate or necessary.     

7. Work with the Pastor(s) and the Board of Education to recruit (and train) Youth Workers. 

8. Make monthly status/progress reports to the Board of Education.  

Page Number 25
	Board of Evangelism and Missions 


Office:

Elected By:



Voters Assembly

Responsible To:


Voters Assembly

This Revision Date:


January 1, 2005

Revision History:


7/1/74, 4/1/66, 1/1/65
Position Duties:

The Board of Evangelism and Missions shall:

1.Elect a Chairman, Vice-Chairman and Secretary.

2. Be involved with the Pastor in the entire program of proclaiming the Gospel to people in the Congregation and the Community.

2. Foster a positive climate of evangelism that encourages congregation members to share Christ with one another, and those in the community.

3. Maintain an ongoing visitation program in the Congregation.

4. Be responsible for a program of community relations that identifies the Congregation with the Gospel of Christ.

5. Canvass the Congregation’s area of responsibility periodically and make use of the results in finding the lost and the straying.

6. Be responsible for maintaining a prospect file and follow-up of a prospect at all times.

7. Be genuinely concerned for those moving into the community and use any and all means available for maintaining such contact.

8. Participate in the reception, orientation and integration of new members into the Congregation including a review of their progress after six and twelve months.

9. Submit a monthly written report of activities to the Church Council    

Page Number 27
	 Board of Stewardship 


Office:

Elected By:



Voters Assembly

Responsible To:


Voters Assembly

This Revision Date:


January 1, 2005
Revision History:


3/26/84

Position Duties:

The Board of Stewardship shall:

1. Use every opportunity to teach the membership the principles and practices of the stewardship of life according to God’s Word.

2. Help membership develop positive attitudes toward the total stewardship of life relative to the use of time, talents and treasurers.  

3. Help the children and communicant members grow in their appreciation of the privileges and responsibilities of church membership.

4. Ensure every member has an opportunity to make an annual commitment for worship, Bible Study, Communion attendance, and Contribution.

5. Provide oversight and management of the mailed contribution envelope system.

6. Be responsible for the maintenance and utilization of the congregational talent file.

7. Submit a monthly written report of activities to the Church Council

It is the sense of the Congregation that the Board of Stewardship is not to manage emergency or special financial drives, but is to review any such drive to ensure there would be no conflict with on-going Congregational programs. 

Policy Manual

Trinity Lutheran Church

January 1, 2005

DATE OF ISSUE:
January 1, 1965




Revised July 1, 1974




Revised February 1, 2005

TITLE:

Church Services

PURPOSE:

To define the church service schedule

1. Church services will be held each Saturday at 5:00pm, and Sunday morning at 8:00am and 10:30am (10:15).

2. Advent and Lent evening church services shall be held at 7:00pm.

3. Easter sunrise services shall be held at 6:00am.

4. Services on the following church holidays shall be:

Thanksgiving Day – 
9:00am

Christmas Day – 

10:00am (10:15)


New Year’s Eve – 

7:00pm

5.
There will be no services on Holy Saturday, the evening before Easter.

DATE OF ISSUE:
January 1, 1965




Revised April 1, 1966




Revised July 1, 1974




Revised April 20, 1981




Revised February 1, 2005

TITLE:

Holy Communion

PURPOSE:
To set forth the schedule of celebration of Holy Communion and registration therefore.

1.  
Holy Communion shall be celebrated on the first and third Sunday of the month at the 10:30am service and the second and fourth Sunday of the month at the 8:00am service.  Communion will not be celebrated on the fifth Sunday of the month.  Holy Communion shall also be celebrated at the Saturday service before the second Sunday of the month.  (Previously read “on the first and third Sunday of each month at both services)
2. Holy Communion shall also be celebrated at the following special services:

a. Maundy Thursday

b. Good Friday

c. Easter Sunday (excluding Sunrise service)

d. Christmas Day

e. New Year’s Eve

f. Ash Wednesday

3. Registration for Holy Communion shall be made on the Sunday prior to the celebration, if at all possible.  (Omit “or notify pastor before Saturday evening.”)
DATE OF ISSUE:
January 1, 1965




Revised July 1, 1974




Revised April 20, 1981




Revised February 1, 2005

TITLE:

Installation of Officers

PURPOSE:

To set forth the policy relative to the installation of Officers.

1. All elected and appointed officers shall be installed on the last Sunday in June in the 10:30am services.  (Previously read “10:15am”)

2. All officers are required to present themselves for installation if at all possible.

3. The candidates’ names and offices shall be printed in the bulletin.  (Previously read “The candidates shall be introduced to the congregation at the time of installation.”)
DATE OF ISSUE:
January 1, 1965




Revised July 1, 1974




Revised February 1, 2005

TITLE:

Membership Action

PURPOSE:

To define action to be taken in membership changes.

1. Members who move out of town shall be encouraged to transfer to a sister congregation as soon as possible.

2. Those members who leave Racine and make no arrangement for a transfer and who fail to respond to correspondence regarding their membership change, shall forfeit their membership after an absence of one year.

3. Transfer of membership may be granted by the Pastor in exceptional cases and later verified by the Church Council.

4. Release from membership will be granted when an individual wishes to join a Lutheran church not in affiliation with the LCMS.

5. Membership is cancelled when a member joins a church of another faith, or, when an inactive member refuses to respond to Christian admonition.

6. Resignations will be acted upon when requested.

7. Individuals will be received into membership:

a. By the Rite of Confirmation

b. By transfer from a sister congregation

c. By release from another Lutheran congregation

d. By profession of faith

8. Active members who fail to respond to Christian admonition and discipline as applied in Matthew 18 by our Lord shall be excommunicated.

9. All membership action will be acted on by the Church Council, except for those cases where excommunication is involved (when it action will be required by the Voter’s Assembly) .

DATE OF ISSUE:
January 1, 1965




Revised July 1, 1974




Revised February 1, 2005

TITLE:

Special Fund Appeals

PURPOSE:
To define the practices to be followed for special appeals for contributions.

1. All special appeals shall have the approval of the Church Council.

2. The following is a list of the annual special appeals sanctioned by the Council:

a. Lutheran Hour

b. Valparaiso University

c. Bethesda Lutheran Home

d. Lutheran Home for the Aged

e. Lutheran Children Friend’s Society

f. Wheatridge Seal Campaign

g. Lutheran Institute for the Deaf

3. Normally no organization shall have more then two appeals per year.

4. Organizations of Trinity shall not solicit funds from other organizations of Trinity without Church Council approval.

5. Members of Trinity shall not solicit funds from Trinity organizations without first approval of the Church Council.

DATE OF ISSUE:
January 1, 1965




Revised July 1, 1974




Revised February 1, 2005

TITLE:

Special Gifts

PURPOSE:
To define conditions under which special gifts shall be received.

1. Special gifts shall be accepted if there is no stipulation regarding the use to the gift.

2. If a special gift is offered which has a stipulation, Church Council approval must be obtained prior to acceptance of the gift.

3. A memorial list has been established to direct donors to specific items to be purchased in their entirety.

DATE OF ISSUE:
January 1, 1965




Revised April 1, 1966




Revised July 1, 1974




Revised February 1, 2005

TITLE:

Bulletin Boards

PURPOSE:

To define materials to be posted on bulletin boards.

1. All materials to be posted on the bulletin boards in the church must be approved by the Pastor.

2. All materials to be posted on school bulletin boards are to be approved by the principal.

DATE OF ISSUE:
January 1, 1965

TITLE:

Suspension of Day School Students

PURPOSE:
To define the rules relative to suspension of day school students.

1. The principal, or in his absence a Called teacher, may suspend a student for cause.

2. The student’s parents are to be notified at once.

3. The student shall be readmitted only after consultation with the parents.

4. Serious cases shall be referred to the Board of Education for necessary action.

(Would move that this policy be removed.  This is a Board of Education matter, not a matter of the Church Council or Voters’ Assembly – The Board of Education has established policy in the school administrator’s handbook)

DATE OF ISSUE:
January 1, 1965




Revised May 13, 1968

Revised July 1, 1974




Revised March 1, 1975




Revised April 20, 1981

Revised February 1, 2005

TITLE:

Day School Tuition

PURPOSE:
To set forth the tuition situations for students of the day school.

1. Children of Trinity members (one of both parents) shall not be charged tuition.

2. Children whose legal guardian is a Trinity member shall not be charged tuition.

3. Children not identified in 1 and 2 shall be charged tuition according to the schedule published each year in the Trinity Lutheran School Handbook.

4. The Board of Education and the Board of Trustees shall review student costs and establish tuition schedules with the concurrence of the Church Council annually.  This review shall be recorded in the Board of Education minutes and, when confirmed by Council, commence with the succeeding school year.

5. All children attending Trinity Lutheran School shall be charged Education Fees according to the schedule published each year in the Trinity Lutheran School Handbook.

6. All fees, and tuition where occurring, shall be paid in advance of the start of the school year.

7. Alternate payment programs may be established from time to time by Board of Education and Board of Trustees concurrence and will be published in the Trinity Lutheran School Handbook.

8. The school administrator and/or Pastor may make special arrangements with families in hardship situations.

(This may belong in the Administrators Handbook rather then Church Policy Manual.)

DATE OF ISSUE:
January 1, 1965




Revised April 1, 1966




Revised July 31, 1974




Revised February 1, 2005

TITLE:

School Bus Service

PURPOSE:
To define the rules for governing the operation of the school bus service.

1. All children, who live two miles or more from school and who live within Trinity’s legal attendance area, will receive bus transportation on Unified School buses.  The Unified School office determines all routes and stops.  (Omit:  Please call their office (637-9511), if you have any question in regard to busing.)
2.
All children, who live two miles or more from school, but who do not live in Trinity’s legal attendance area, may obtain bus service on Trinity’s leased bus.  The cost of operating this bus is borne by all the families whose children are being bused, either by Unified buses or our leased bus, as in the past year.  The cost per family per month will amount approximately to $3.25 depending upon the number of days in the month.  You will be billed one month in advance.  (Omit this paragraph)  

(This may belong in the school administrator’s handbook rather then the Church Policy Manual)

DATE OF ISSUE:
January 1, 1965




Revised April 1, 1966




Revised March 1, 1975




Revised February 1, 2005

TITLE:

Rental of School Facilities

PURPOSE:
To set forth the practices to be followed in rental of school facilities.

1. All applicants from outside individuals or organizations for the use of any part of the school premises shall be referred to the Pastor and Trustees.

2. The person or group receiving the permit shall be responsible for loss or damage during the event.  Complete replacement or repair of the article lost, damaged or destroyed is to be made.

3. The rental shall be in accordance with the price and schedule in force at the time of application.

4. Profane language, possession or use of intoxicating liquor or drugs, quarreling or fighting, or any form of gambling shall not be allowed.

5. No literature or other items shall be advertised or offered for sale without express permission of the Pastor or Trustees.

6. One half of the rental is to be paid lessor at the time of rental.  In case of breach of contract said lessee shall forfeit the deposit.

7. There shall be no request for the use of rooms or equipment granted that has not been cleared through the church office.

8. All rental fees shall be placed in the general account.

9. All organizations of Trinity congregation may use school facilities.  The classroom section may be used with special permission from the church office.

10. All other requests shall be handled by the Pastor and Trustees.

11. The school kitchen my be used by any organization of Trinity congregation, but only with authorized supervision of trained members of organizations.

12. A custodian is to be present at all rental functions for a fee which is included in the rental fee.

13. A member of church council or an authorized representative is to supervise congregational activities.

14. A key should be secured and signed for by a supervisor in charge of the activity.

15. All functions that are on a rental basis are to terminate by 11:00pm.

16. Functions of the congregation and its organizations shall terminate at a reasonable hour.

DATE OF ISSUE:
April 1, 1966




Revised June 1, 1975



Revised April 20, 1975




Revised February 1, 2005

TITLE:

Voter’s Meetings

PURPOSE:

To set forth the dates and times for Voter’s Meetings.

1. Voter’s meetings shall be held in January, March, May and September.  The meeting will generally be held the fourth Monday of the month unless announced in official church publications.

2. The May meeting shall be Election of Church Officers and Board, and shall include approval of the annual budget.

3. The meetings shall start promptly at 7:00pm and adjourn no later then 10:00pm.

4. Announcements of meetings or calling of special meetings shall be in accordance with the Church Constitution.

DATE OF ISSUE:
October 1, 1976




Revised February 1, 2005

TITLE:

Use of Church Fellowship Hall

PURPOSE:
To set forth the practices to be followed in use and rental of the Church Fellowship Hall

1. The group renting the Church Fellowship Hall shall not exceed the number of 75 people.

2. There shall be no recreation that would cause harm to furnishings and the floor.

3. All individuals or groups shall leave the Fellowship Hall in the same organized state for which these rooms were intended to be used.

4. All applicants from outside individuals or organizations for the use of any part of the Fellowship Hall shall be referred to the Pastor and Trustees.

5. The person or group receiving the permit shall be responsible for loss or damage during the meeting.  Complete replacement or repair of the article lost, damaged or destroyed is to be made.

6. The rental shall be in accordance with the price and schedule in force at the time of application.

7. Profane language, possession or use of intoxicating liquor or drugs, quarreling or fighting or any form of gambling shall not be allowed.

8. No literature or other items shall be advertised or offered for sale without express permission of the Pastor or Trustees.

9. One half of the rental is to be paid lessor at the time of rental.  In case of breach of contract said lessee shall forfeit the deposit.

10. There shall be no request for the use of rooms or equipment granted that has not been cleared through the church office.

11. All rental fees shall be placed in the general account.

12. All organizations of Trinity can use the Fellowship Hall.

13. All other requests shall be handled by the Pastor and the Trustees.

14. A custodian is to be present at all rental functions for a fee, which is included in the rental fee.

15. A member of church council or an authorized representative is to supervise congregational activities.

16. A key should be secured and signed for by a supervisor in charge of the activity.

17. All functions that are on a rental basis are to terminate by 11:00pm.

18. Functions of the congregation and its organizations shall terminate at a reasonable hour.

19. Smoking is not permitted.

DATE OF ISSUE:
June 7, 1966




Revised May 31, 1975




Revised February 1, 2005

TITLE:

Miscellaneous

PURPOSE:

Various other items

1. Kitchen Chairmen

a. Each organization which uses the kitchen facilities adjacent to the Multipurpose Room is to appoint a Kitchen Chairman.

b. The Kitchen Chairman is to be familiar with all kitchen facilities and equipment, as well as storage facilities.

c. The Kitchen Chairman is to be present at all functions when the kitchen is used, or have a qualified representative present.

d. A meeting of all Kitchen Chairmen will be called by the Chairman of the Ladies Aid.  An inventory should be made of the equipment in the kitchen.

2. Meetings

a. Annually, a meeting of all organizations will beheld to establish the church calendar for the year.

b. All other special or committee meetings to be held on church premises are to be scheduled through the church office – this includes the use of the Multipurpose Room.

c. An organization holding a meeting is responsible for turning off all lights – including washroom lights – and locking all doors after the meeting.

d. Whenever the stage is used, the organization using it is to clear all props within 24 hours after the function.

e. All plans for using chairs and tables are to be cleared through the church office – arrangements are not to be made with the custodian.

3. Storage Space

a. With the limited amount of storage space it is necessary that only essential equipment be stored on premises.

b. Annually, each organization is to check stored items and eliminate nonessentials.

4. Trinity Times Items

Any item to appear in the Trinity Times is to be submitted by the 10th of the month to be included in the next month’s issue.

5. Sunday Bulletin Items

a. Any items to appear in the Sunday bulletin are to be submitted in writing to the church office.

b. These items must be submitted by the Thursday prior to the Sunday for which they are to appear.

c. These items will be included in the Bulletin a maximum of two times.

d. All inserts must be approved by the church office prior to insertion.

e. Inserts must be submitted by the Thursday prior to the Sunday insertion is desired.

f. “Stuffing” the bulletin will generally be done by the organization requesting the insert.

g. Items to be “stuffed” shall be no larger then 5 ½ by 8 ½  inches.

6. Annual Activities Report

a. Each organization is to submit an Annual Report of its activities.

b. This report may be used to report to the Congregation.

7. Financial Reports

An annual audited Financial Report is to be submitted to the Church Council through the church office.

8. Posters

a. All posters are to be approved by the church office.

b. Location for posting will also be approved by the church office.

c. Masking tape only (not Scotch tape) is to be used to mount posters.

d. Nothing is to be affixed in any manner to the stage curtains.

9. Duplicating

a.
Use of the photocopier and Risograph is to be arranged through the church office for church and school purposes.

b.
Personal use of duplicating equipment is not permitted.
