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Expectations for Administrative Committees
Quarterly meetings (or more/less frequently per needs of the committee.)

Vision for the year
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Involve the congregation through clear communication and celebration stories.

Expectations for Ministry Committees

Quarterly meetings

Calendar of program for the year
Utilize the church budget
Minutes to church administrator

Involve the congregation: clear communication, invitational opportunities, inclusive of all ages

and abilities, share celebration stories



Expectations for Committee Chairs
e Schedule committee meetings with coordinating staff and office administrator
o On site meetings
o Off site meetings
o Zoom meetings

e Remind committee members of upcoming meetings and events

e Meeting agenda

e Connect with coordinating staff throughout the year

e Recruit someone to take minutes and submit minutes to Trey Whisnant after each committee
meeting.

e Submit ministry reports to Trey Whisnant in the week prior to Church Council meetings. (Even
months)

e Attend church council meetings (2nd Monday of the Month 6PM, via Zoom)
o Even months: vision meetings
o Odd months: business meetings

Coordinating Staff

Children’s Council

David Mitchell

Church Council

Trey Whisnant

Community/World Missions

Carrie Carpenter

Congregational Care: Carrie

Carrie Carpenter
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Randy Blanton
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Carrie Carpenter
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Randy Blanton
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Carrie Carpenter
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Randy Blanton

Justice and Reconciliation

Randy Blanton

Nominations

Randy Blanton

Playschool

Carrie Carpenter

Prayer Garden

Burney Drake

Safe Sanctuary

David Mitchell

Self Scholarship Lou Anne Davis
Staff-Parish Relations Randy/Carrie
Trustees Randy/Burney
Worship Candy/Randy

Youth Council

Lou Anne Davis




Financial Resources

e Each ministry area has a budget to support your ministry and to provide parameters for
expenditures.

e The committee chair and committee should discuss and approve budget and expenditures at
each committee meeting and can also approve via email.

e If your ministry area falls under a specific ministry budget, you may utilize these funds as the
chair of your ministry area.
Ministry teams should stay within the TOTAL BUDGET for their area.
The finance committee has approved this budget, so ministries do not need to get finance
approval for the expenditure.

Finance Reminders

e Committee members should not bear the financial burden of making personal purchases for

your ministry team needs. Affirm that these purchases are made by the church.

If you make a purchase for your ministry, KEEP YOUR RECEIPTS!

We have a wonderful staff member, Amelia Bumgardner, our Finance Manager to assist with
reimbursement requests, budget reports, and balance sheets

e Coordinating staff member can coordinate purchases through various vendors and have
access to Aldersgate Credit Cards to make purchases.

e Aldersgate needs your help with utilizing the church budget. Our long-term goal is to use the
church budget to fully fund all ministries at Aldersgate. This year, a way you can help is to
utilize budgeted funds first as it will help us to move toward this goal.

e SPECIAL 2022 REQUEST: Please refrain from making financial asks or scheduling fundraisers
between now and the end of our Generosity Initiative (end of March).

Scheduling and Planning
e Always keep in mind....

o Our church calendar only has 52 weeks and 365 days to make ministry happen.

o Our congregation consists of people who are called by God to serve in many ways but
every person only has so many hours and days that they can commit to where they
serve.

e Scheduling process:
Schedule meetings and events with your coordinating staff member and Trey Whisnant.
Don’t be afraid to plan for the entire year!
Epworth requests require additional forms
Aldersgate uses two calendars when scheduling opportunities for our church:
m Facilities Calendar (reserves the space)
m Publicity Calendar (public calendar on the church website).
o Keys for meeting spaces and church vehicles may be picked up during office hours.
e Plan ahead!
o Good publicity and clear/organized church communications are key to making your
event a success
o set aside a time 6-8 weeks (or more) prior to a major event to create a solid publicity
plan with your coordinating staff member.

o O O O



How do we communicate opportunities at Aldersgate?

E-zekiel (financial

Verbal announcements Weekly Eblast software)
The Warm Heart church website MailChimp (email
(Monthly Newsletter) marketing)
Facebook posts and Sign-up Genius
bulletin stories (registrations)
Instagram posts and Power Church
church mailings stories (management software)
Remind text message
bulletin boards personal text messages app
print materials roadside electronic sign |Planning Center (worship
software)
local media: papers, YouTube Restream (video
radio integration software)
personal phone calls and Google Suite (calendar,
emails announcement slides in docs, etc)
worship

How do we navigate this?!?!
The church staff is working on developing a better process to collect and communicate accurate

information.
We hope to have a plan prepared for the near future.

For the time being, keep working with your coordinating staff member to ensure that all of your
information is being shared with the community accurately and correctly.
A few tips to think of when you are planning publicity.....



2 Publicity Types

Invitational (External
e |nvitation to participate in a ministry.
e Invites our church
e |nvites our community.

Inside the church

Event slide in worship

Verbal announcement in worship
Newsletter

Email Blast

Outside the church
e Electronic sign announcements (for the
community)
e Social Media announcement (facebook
and instagram)
o \Website
e Local news media

Clear Details
What are you promoting?
Who is the targeted audience?
Where is the event?
When is the event?
Why are you offering this event?
How

o ...does someone participate?
..... How do they register?
...How much does it cost?

o

Reminders (Internal
e Updates for committee members
e Reminders for small groups, Sunday
School Classes, Youth Group,
Children’s Ministries, etc.
e Reminders for the church.

Inside the church

e Emails, text messages, phone calls,
mailings from church leaders
Newsletter
Weekly Email Blast
Sign up Genius reminder messages
Occasionally these will be posted on
social media

Butside-the-chureh

...How are you going to collect information?
...How are you going to promote this event?

Newsletter
Email blast
Social media
Website

Roadside sign
Local news media
Sign up/reservation plan

Worship announcements: verbal and slide



