Procedures for Special Events

Your responsibilities:

Organizing the Event

· You are responsible for completing the attached “Special Events” form along with any optional forms.

Additional forms to be completed as needed:

· Form A, Announcement, flyer, signup, Information to go into the bulletin

· Form B, Sound System or slides

· Form C, Budget

· Form D, Church Vehicles

· Café Checklist & Guidelines for café use
All Special Event Forms need to be turned into the Special Events Coordinator.
You are responsible for/to:
· Recruiting help from the fellowship as needed

· All organizational meetings for planning the event as needed

· Oversee and delegate responsibilities to helpers/co-workers

· Negotiate all contracts, prices etc. with local businesses, restaurants etc.

Contracts can not be signed without Church Administrator approval!

· Purchase all supplies needed.  Remember that all purchases should be tax-exempt.  

Contact the Church Administrator for the necessary paperwork and more information.

Proper collection of funds

1. ALL FUNDS MUST BE RUN THROUGH THE CHURCH ADMINISTRATIVE OFFICE.

this is for the organizer’s protection.  The things we want to avoid are as follows:

a. Any possible accusation of overcharging and making a gain.  The Church office needs to document all funds collected and funds dispersed and to keep this information on file for easy access.  This enables us to clear up any doubtful inquires.

b. If funds are missing, you would be responsible for any/all of the shortage.

c. IRS regulations.  We need to show how funds were collected and spent; showing no one person had any personal gain.  If there is any suspicion that someone could have made any gain, the IRS can rule those funds as income to you and you would be responsible for paying taxes on the funds collected.

d. The funds must stay on the church premises.  They cannot be removed without the Church Administrator’s approval.

e. All receipts and/or expense sheets must be turned in to the church administrative office within one week after the event, unless you contact the church office and make other arrangements.

f. Any unused funds must be turned in to the church administrative office within one week after the event.

g. The church administrative office will make all deposits required.  This includes any contracts or agreements you made with any business.

2. This process was set up for the Church Fellowship by the Board of Directors.

These guidelines are to help you when organizing an event and to help the Church Staff.  Our goal is that all functions that involve the Church Fellowship turn out to:

1. Glorify God and our Lord, Jesus Christ.

2. To be organized and efficient, eliminating as much confusion as possible.

3. To be accountable, not only to the fellowship, but also to the laws and ordinances of the land.

4. To remove any and all hindrances so that we may all experience and enjoy great fellowship with our 

brothers and sisters in the Lord.
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