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A.
To facilitate the work of the Session, the following Commissions and Committees have been established:


 1.
Business Affairs Commission


 2.
Building and Grounds Commission


 3.
Christian Education Commission


 4.
Church in the World Commission

5. Nominating Committee


 6.
Fellowship/People Flow Commission


 7.
Personnel Committee

8. Stewardship Committee

9. Worship Commission

10. Strategy (Campaign) Committee

B.
Each Commission and Committee will:


1.
Perform such work as detailed in the job description and as assigned to it by the Session, subject to the review of the Session.


2.
Study and make written reports and recommendations to the Session covering policies and actions in connection with matters falling within the area of concern assigned to the Commission.


3.
Use the Long Range Plan as a guide in Commission and Committee work, reporting regularly to Session how the Long Range Plan is being implemented through each Commission and Committee.
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C.
The personnel of each Commission and Committee will be chosen as follows:


1.
At the meeting of the Session following the installation of new Elders, the Personnel Committee and Pastor shall recommend to the Session Commission and Committee assignments of Elders.  Additional members of the congregation may be assigned by Commission and Committee Chairpersons, with final approval by Session.  Membership on Commissions and Committees is open to non-members of St. Andrew's, who may serve with voice, but without vote.


2.
Each Commission and Committee Chairperson shall appoint a secretary and such sub-Committees as may be needed, reporting such appointments and sub-Committees to Session.

3. No one shall serve on any one Commission for more than three (3) years in succession nor shall anyone serve on more than one (1) Commission concurrently except by special action of the Session.  The Fellowship Commission shall maintain records of service to insure that this provision is carried out and to provide recognition for services rendered.

D.
The Pastor(s) shall be member(s) of all Commissions and Committees ex-officio.  Program staff shall be members ex-officio of appropriate Commissions and Committees.  The Clerk of Session may be an ex-officio member of any Commission or Committee.

E.
The Commissions shall be assigned the following major areas of responsibility: 
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It shall be the responsibility of the Business Affairs Commission to guide the various organizations of the Church concerning their financial affairs and to keep properly the financial records of the Church.  More particularly, the Business Affairs Commission shall:


 1.
As required by the book of order, audit or cause to be audited under the direction of the Session the funds and accounts of the Church and organizations of the Church on an annual basis.


 2.
Review, approve and control special solicitations of funds in the Church for any purpose.

3.     Coordinate with the Budget Committee, the preparation of the church budget, to be       submitted to the congregation after approval by Session.

4.     Be responsible for and supervise the Church Treasurer (see Treasurer's job                     description).


 5.
Provide and maintain adequate and necessary equipment within the Church to carry out its business responsibilities.


 6.
Be responsible for the Memorial Committee, which shall be a special sub-committee of this Commission (see job description).


 7.
Be responsible for the corporate business of the Church in conjunction with the Trustees.


 8.
Review and secure the necessary and adequate insurance coverage for the Church and see that groups using facilities meet our insurance requirements.


 9.
Be responsible for and supervise the Head Teller (see job description).


10.
Recommend to Session candidates to fill vacancies in positions of Treasurer, Memorial Committee chairperson and Head Teller.
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11.
Utilizing the recommendations of the Long Range Strategy Planning Committee, implement a plan to meet the long-range goals of the Church as they relate to Business Affairs.


12.
Determine, control and supervise the use of the Church by all outside groups.


13.
Maintain a retention schedule and be responsible for keeping financial records to meet legal requirements.


14.
Perform other responsibilities, duties and functions assigned by the Session.

BUSINESS AFFAIRS COMMISSION, TREASURERS TIMETABLE

MONTHLY
   1st of the month

1.
Report to Business Affairs first Tuesday and Session when needed.


2.
All interest goes into building fund.

   15th of the month

1.
PAYROLL (Pastors/Custodian)


2.
PAYROLL TAX DEPOSIT for preceding month (blue coupon book, Form 941 FICA/FIT for St. Andrew's  - deposit in Tracy Savings on 15th.


3.
Payments on building fund.

   31st of the month

1.
PAYROLL (Pastors/Dir. of Music/Custodian/Babysitting) timesheets and employee earning records.


2.
Reconcile bank statement.


3.
Transfer funds to Deacon's fund.


4.
Transfer interest from savings account to Building fund


5.
Complete monthly financial report plus savings accounts.


6.
Report for NETWORK.
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QUARTERLY


1.
Pastors - Board of Pensions payment.


2.
Mission pledge to Presbytery, Synod, General Assembly (to El Cerrito - 1 check  and 1 blue form).


3.
Council of Churches pledge.


4.
State Income Tax Return, Form DE3.92 reports; 1 for St. Andrew's .


5.
Form 941 Employer's Quarterly Federal Tax Return.


6.
Synod Insurance.


7.
Worker's Compensation.


8.
Transfer Funds to Paine Webber.

SEMI-ANNUAL


 1.
Sewer service charge (February 1 and November 1).


 2.
Property Tax (November & February).

ANNUAL

 1.
Annual Treasurer's Report to the Congregation.


 2.
Annual Statistical Report (with Clerk of Session).


 3.
Per Capita (February 1st).


 4.
Presbyterian Survey (January 1st).


 5.
Pastors Dental/Health Insurance.


 6.
W-2's on each employee for monies earned previous year.


 7.
W-3's Transmittal of income and Tax Statements.


 8.
DE 43 Annual Reconciliation of Income Tax.


 9.
CA form 199, May 15, Exempt organization (annual info Statement).


10.
FED Form 599, February 28, to Franchise Tax Board.


11.
Statement by Domestic Non-Profit Corporation, June 30.


12.
Religious Exemption Claim Form for Property Taxes, May 30.


13.
Send ALL Special Offerings by the end of calendar year.
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ANNUAL (continued)

14.
Form 1099 (Misc. Income), Form 1096 (Fed), & Form 596 (State) for Pastors.


15.
Board of Pensions Member Change Form for new call of Pastors.

16.      Watch maturity dates of CD's at Tracy Savings & notify Business Affairs in advance.

NOTE: Pick up green Bank bag, Tracy Savings each week.  Watch cash flow carefully.  Must keep $2,500.00 balance in Checking.  Estimate 15 hours a week needed.  Some weeks are less, but end of month/quarter/year may be more.

BUSINESS AFFAIRS COMMISSION, HEAD TELLER
It is the duty of the Head Teller to recruit and train members of the congregation in counting the money, keeping a record of the monies given, preparing the bank deposit and making the bank deposit.

It is necessary that there are two members of each group of tellers for each Sunday and for any special services at which a collection is taken.

BUSINESS AFFAIRS COMMISSION, MEMORIALS COMMITTEE
It is the duty of the Memorials Committee to acknowledge all gifts to the Memorial Funds and to notify the family of the person being memorialized.  We have cards printed for this purpose.

The Committee also meets with the family if they have special wishes for the money received in the name of their loved one.

A report is made monthly to the business affairs commission of all monies received during the previous month and to the funds to which they were allocated.
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It has been customary to have either a commission member or ex-officio member named as insurance advisor to St. Andrew's.  In the recent past, this person has been one with insurance experience but any person having some acquaintance with business insurance is acceptable, since there is expert assistance readily available at either the Synod office or the insurance broker's office.

The designated insurance advisor's duties consist of:


1. 
Reviewing the two policies issued annually to St. Andrew's.


2. 
Initialing insurance bills for payment by the Church Treasurer.


3. 
Seeing that users of the Church facilities comply with our insurance requirements.

The first policy that requires annual review is a "package" policy designed for all the churches in the Synod.  The master policy is issued to Synod. and our participation, confirmed by a memo of the coverage provided, is mandatory.  This package of insurance now covers physical damage to our buildings and contents caused by most perils, theft or burglary, dishonesty of staff or volunteers, stained glass damage, liability coverage at or away from premises, and some other types of protection.

The quarterly Package policy billing is reviewed and initialed by the insurance advisor, then passed on to the Church Treasurer for payment

The second policy provides the Workers' Compensation coverage which is mandatory under California law.  St. Andrew's is free to purchase this coverage from any carrier, but we are presently a member of a Synod-sponsored group which gives us the best possibility of a dividend for better than average loss experience.

We are billed quarterly for Workers' Compensation. The Church Treasurer pays the entire quarterly amount due, then the insurance advisor tells the Treasurer how much to collect from CDC for their share of the premium.  At the end of each policy year, the carrier audits our payroll records and adjusts the final premium accordingly.  The final adjustment with CDC is made per the carrier's audit billing.


COMMISSION AND COMMITTEE RESPONSIBILITIES

BUSINESS AFFAIRS COMMISSION, INSURANCE ADVISOR, Page 6 of 6
St. Andrew's, at Synod's request, require from any organization that uses our Church facilities a certificate proving that they carry at least $300,000.00 of public liability insurance.  The insurance advisor makes certain that this requirement is met, either by personally keeping track or by instructing office staff to keep track.

BUSINESS AFFAIRS COMMISSION, PLEDGE SECRETARY
The Pledge Secretary has the responsibility of keeping track of the monies given by those who pledge and those with envelopes that do not pledge and sending out records of contributions each quarter.

Each week pick up envelopes and computer printout of Sunday's teller report.  Check the envelopes against the printout and check with tellers about any discrepancy.  Post the amounts from the envelopes to the pledge card book for a cross check.  Make out a page in page in pledge card book for contributors that give their address on pew envelope.  This makes it easier if they do receive an envelope later in the year and you can credit them with monies received during the year.  This also gives a good cross check for those visitors who do not sign the visitors book.  Prepare a list of new visitors each month and give to the Minister.

Attend monthly Business Affairs Commission and Stewardship Committee meetings.

Each Quarter, prepare the record of contributions for each envelope holder and send out same, hopefully as soon as possible after the last Sunday of the quarter.  Prepare a quarterly report for the Business Affairs Commission and the Stewardship Committee.  Prepare a list of those pledgers who are behind more than one month and give to the Minister.

In the fall at the annual stewardship drive, keep a record of each pledge and assign a number to those pledgers who do not have a number.  Keep a running account of the Annual amount of monies pledged.  Make up book with a page for each envelope number assigned.  Make a pledge profile.
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May 1994
It shall be the responsibility of the Building and Grounds Commission to oversee and maintain the physical plant and grounds of the Church.  More particularly the Building and Grounds Commission shall:


1.  
Provide for the maintenance, repair and operation of the Church plant, including  necessary purchases of materials and supplies;


2.
Establish and maintain a complete inventory of Church equipment, chairs, tables, office equipment, etc.;


3.  
Develop and implement an ongoing maintenance schedule;


4.  
Prepare an annual budget for the maintenance and capital requirements of the  Church plant;


5.  
Perform other responsibilities, duties and functions assigned by the Session.
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The Christian Education Commission is responsible for the continuing educational nurture in the Christian faith of all members of the Church and is responsible for helping the congregation with the responsibility of meeting its baptismal commitment to bring up each child in the "nurture and admonition of the Lord."  The Christian Education Commission shall have the responsibility to provide for and supervise the Church School, youth education and fellowship activities, and adult education; to select materials and equipment to be used; to assign duties and responsibilities in the area of Christian Education.  (See also Book of Order G10.01.)

More particularly, the Christian Education Commission shall:


 1.
Recommend to the Session the goals of Christian Education for this church.


 2.
Recommend to the Session curricula to serve these goals.


 3.
Provide the necessary curricular materials for teachers.


 4.
Recommend to the Session persons to be appointed as Church School teachers.


 5.
Provide for the training of Church School teachers.


 6.
Provide Christian educational opportunities for the youth and adults of this Church.


 7.
Work with the Pastor to provide for youth communicant classes.


 8.
Be responsible for audio-visual aids, the Church Library, Church School supplies, curriculum materials and literature, and promote the best use of these resources and facilities to enable their optimum use.


 9.
Keep a weekly record of Church School attendance and conduct a follow-up of absentees.


10.
Maintain active support of and liaison with the St. Andrew's Child Development Center.


11.
Work with other Commissions and Committees in educational efforts supporting their responsibilities and interests.


12.
Annually recommend a Commission budget to the Session and supervise the expenditure of funds under the approved budget.


13.
Promote the Presbytery Camps and Conferences programs and other opportunities for Leadership Development.

11. Assume other responsibilities, duties, and functions assigned by the Session.
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It shall be the responsibility of the Church and World Commission to promote in the Church and its organizations an informed understanding of the social and moral issues of the times and of the Christian perspectives for these issues.  More particularly, the Church and World Issues Commission shall:


 1.
Be responsibly aware of the issues of the day which bear on Christian concerns and make recommendations concerning the social movements worthy of the support and action of the Church.


 2.
Keep the Church aware of important civic interests and the parts Christian members might have in such movements.


 3.
Keep informed of the work of the General Assembly and Presbytery Committees on Church and Society and of similar organizations of other local Churches and Church councils, with a view to keeping the congregation informed of possible action on important social issues.


 4.
Promote and supervise community and inter-Church relations and activities as approved by the Session on the recommendation of this Commission.


 5.
Provide leadership and representation to the Council of Churches as needed.


 6.
Annually provide a Commission budget to the Business Affairs Commission and supervise the expenditure of funds under the approved budget.


 7.
Arrange and schedule a speaker for "Minute for Mission" for the denomination and for special offerings, during Sunday Worship as needed, but not more than twice in the same month.


 8.
Nurture a growing understanding of "a holistic concept of discipleship":  an understanding that sees all of life lived according to the demands of our commitment to Christ.
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9.
Promote and interpret the Church's mission program (local, Presbytery and General Assembly) reaching all groups within St. Andrew's by means of speakers and/or programs, articles in the weekly and monthly bulletins, Minutes for Mission, and the Mission Yearbook for Prayer and Study.  Also oversee yearly mission giving to the Presbytery, Synod, and General Assembly.

10. Prepare and interpret those Session approved Denominational Offerings which are assigned to us.


Currently they are:

1. One Great Hour of Sharing

2. Peacemaking

3. Christmas Joy

4. 2 Cents A-Meal



And additional non-denominational offering:

1. Habitat for Humanity

2. Thanksgiving Offering


11.
Annually renew our commitment with Habitat for Humanity as a Covenant Congregation and help with our finances, time, and prayers.

12.       Support various Mission Work Trips and Border Ministries through our finances,           time, and prayers.

13.       CIW has oversight on Special Collections for:

a. Mission Work Trips

b. Super Bowl Offerings

c. Emergency collection (national and local disasters)

d. Caring Sharing Tree

14. Oversight on mission line items, and individual’s mission interest.

15. Perform other responsibilities, duties and function assigned by the Session.
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It shall be the responsibility of the Congregation Nominating Committee to serve as a representative committee of the Church in bringing before the congregation for election nominations of qualified persons for the office of ruling elder, deacon, trustee, nominating committee members, and other officers as the Session may direct.  Additional nominations may always be made from the floor by an eligible voter.  More particularly, the Congregation Nominating Committee shall:


1.
Study the total leadership needs of the congregation and bring a unified approach to the search for officers, giving attention to a fair representation of both male and female constituents of all ages and of all ethnic minorities of the congregation.


2.
Review criteria to be used in the selection of candidates.


3.
Provide the necessary forum within the committee for thorough, open, and confidential discussion of candidates' qualifications.


4.
Compile a list of potential candidates inviting input from all sources.


5.
Prepare a confidential slate of candidates.


6.
Using the priority established within the committee, approach the candidates with an explanation of what is expected if elected.  The candidate, after prayerful consideration, and after a lapse of a reasonable amount of time, is encouraged to respond.


7.
At the announcement of the congregational meeting for the election of ruling elders and deacons, present the nominee for each office that is to be filled.


8.
Congregation Nominating Committee, Session, and the Diaconate coordinate the training for each newly elected officer prior to taking office. 
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The Fellowship/People Flow Commission shall coordinate the various fellowship and events of the congregation.  


 1.
Plan, sponsor and supervise Church dinners and other affairs, which emphasize the fellowship of the Church family.


 2.
Plan and provide hospitality for special groups which have been invited to meetings in the church.  Organize programs after Church and provide for special occasions.


 3.
Provide support, encouragement and a liaison with all Church organizations, which provide programs for Church members and friends.


 4.
Provide a Scouting coordinator to the Boy Scout Troop sponsored by St. Andrew's.


 5.
Be responsible for the preparation of the Church Directory as often as necessary using the Board of Deacons as resource and for distribution.


 6.
Coordinate nursery and babysitting services on Sunday mornings and at other times as needed.


 7.
Provide support and encouragement for the Church historian.


 8.
Annually provide a commission budget to the Business Affairs Commission and supervise the expenditure of funds under the approved budget.


 9.
Maintain an inventory of kitchen equipment and assign kitchen cleaning to various groups.


10.
Perform other responsibilities, duties and functions assigned by the Session.
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Responsible to invite, greet, orient, incorporate new members into the membership of St. Andrew’s Presbyterian Church. More particularly, the Fellowship/People Flow Commission shall:

1. Extend an invitation to our community through our physical presence, accessibility, signs and advertising.

2. Most importantly, the commission shall help the congregation understand each person’s role and responsibility in extending an invitation to prospective new members.

3. Provide greeters after worship at the side door and provide name tags for members 

and guests in pews.

4. Encourage the congregation to recognize visitors and make them feel welcome.

5. Write or phone new visitors.  Plan for and supervise calling teams on those who have visited two or more times with assistance of a pastor.

6. Be responsible for preparing and maintaining a pamphlet to acquaint people with St. Andrew’s Presbyterian Church, its programs and staff.

7. Maintain a list of prospective members.

8. Provide for Inquirers’ classes to acquaint newcomers with what is required and expected of new members, allowing time for fellowship.

9. On the Sunday new members are presented to the congregation, provide flowers, and permanent name tags.

10. Have new members’ pictures taken and placed on the bulletin board; provide Network with personal notes on new members, address and phone number.
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11. Plan and supervise the sponsorship program (six months) giving a copy of the time and talent sheet to the sponsor; the purpose of the sponsorship program being to help new members build friendships and assume an active role.  Match one Elder and one other member with each new member or family.

12. Annually provide a Commission budget to the Business Affairs Commission and supervise the expenditure of funds under the approved budget.


 13.
Perform other responsibilities, duties and functions as assigned by the Session.
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It shall be the responsibility of the Long Range Strategy Planning Committee to develop and monitor a long-range plan for the future needs of St. Andrew's.  More particularly, the Committee shall:


1.
Recommend to the Session the perceived future needs of St. Andrew's.


2.
Recommend to the Session the priorities of future needs and, where practical, the alternatives for meeting those needs.


3.
Prepare an annual update to the Long Range Plan, reporting suggested changes or modifications to reflect changing trends and needs.


4.
Perform ongoing monitoring in order to report implementation and progress of activities related to the Plan.

4.       Responsible for planning Annual Vision one day retreat.

5.       Perform other responsibilities, duties and functions assigned by the Session.
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The Personnel Committee shall be formed annually in like manner as the Commissions.  It shall consist of a minimum of two Elders currently on Session and one other member.  One of the Elders shall be Chair.  The Chair is invited to attend all Staff meetings, and to be a "sounding board" for all Staff members.  More particularly the Personnel Committee shall:


 1.
Perform an Annual Staff salary and performance review prior to budget preparation.


 2.
Prepare contracts for Staff signatures (except Pastors).


 3.
Where required, prepare new job descriptions.  Review all job descriptions with Staff, obtain Session approval and forward annually to Presbytery's Committee on Ministry.


 4.
Maintain a current Personnel Policy.

5.      Meet with any Staff member at his/her request after that person has first consulted         with Head of Staff.  If the problem cannot be resolved it shall then be taken to

            Session for action.    


 6.
Recommend to Session all separations from Staff, whether voluntary or involuntary.


 7.
Select and nominate to Session in consultation with the Pastor non-ordained Staff after the position and job description have been approved by Session.


 8.
Act as liaison between Congregation and Staff.


 9.
Maintain an Organizational Chart and personnel records.


10.
Make regular reports to Session.
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11.
With Pastors, the Personnel Committee shall assign Elders to Commissions- Committees and present to Session for approval.


12.
Annually provide a Staff budget to Business Affairs Commission and supervise the expenditure of funds under the approved budget.


13.
Develop a salary package for the position of Pastor and Associate Pastor.


14.
Perform other responsibilities, duties and functions assigned by the Session.
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It shall be the responsibility of the Stewardship Committee to promote general stewardship interpretation to the congregation by providing information, education and other means of the understanding of Christian stewardship.  More particularly the Stewardship Committee as a committee of Session shall:


1.
Plan, promote and supervise a year-round stewardship educational program among the members and friends of the congregation, including youth and children, to encourage systematic giving to the Church causes in time, talent and money, with an emphasis on the spiritual values of tithing.


2.
Participate in the Inquirers' Classes of the Outreach Commission to inform new members of our pledging process and help them become active in their stewardship support of St. Andrew's.


3.
Submit quarterly statements of individual accounts and a brief statement with comment of the Church financial status.


4.
With the Pastor and Chair of the committee, identify and follow-up on unfulfilled pledges emphasizing the spiritual and Church family values of their pledge.


5.
Annually provide a committee budget to the Business Affairs Commission and supervise the expenditures of committee funds under the approved budget.


6.
Perform other responsibilities, duties and functions assigned by the Session.
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It shall be the responsibility of the Worship Commission to plan and provide guidance for the Sunday worship services, regular and shut-in communion services, baptism and other forms of worship in cooperation with the pastor.  More particularly the Worship Commission shall:


1.
Arrange for pulpit supply as required during the absence or disability of the pastor.


2.
Work with the pastor for the oversight of worship, noting the constitutional duties reserved to the pastor in our Book of Order.


3.
Plan and provide hospitality for visiting pulpit supply and other visiting participants in worship including choirs.


4.
Plan ahead for special services, plays, pageants, cantatas, Christmas activities, Lenten activities, World Communion Sunday, etc.,; seek and discover new ways to worship.


5.
Plan and supervise all music and musical organizations within the Church, encourage the use of instrumental music on occasion to enrich worship and be in consultation with the Personnel Committee as required concerning the music leadership.


6.
Plan and supervise all preparations for services of communion in the sanctuary or with shut-ins.


7.
Periodically evaluate the order of worship, recommending to the Session any new forms of worship which might make the worship experience more meaningful to the congregation.


8.
Plan and coordinate with Congregational Services publicity in the news media for special worship services.
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9.
Annually provide a commission budget to the Business Affairs Commission and supervise the expenditure of funds under the approved budget.


10.
Perform other responsibilities, duties and functions assigned by the Session.
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