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Introduction 
The Mt. Calvary Holy Church of America, Inc. (MCHCA) Standard Operating Procedures Guide was 

created to provide an easy-to-understand explanation of the procedures related to the administrative functions 

associated with the daily operations of the Organization and its local Assemblies.  The Guide is divided into 

four major volumes, each of which contains the applicable policies & procedures for the denoted category.  

A comprehensive standard operating procedures guide is being developed in a phased approach, where each 

volume will be independently released within the next year or so.  For details concerning the content of the 

individual volumes, see the detail descriptions below:  

 

Volume A: Local Assemblies Administrative Procedures (1
st
 Phase - Target Release July 2012) 

 

The Local Assemblies Administrative Procedures volume addresses the day-to-day administrative needs of 

local assemblies. This includes guidance/direction on structuring administrative offices within churches of 

varying sizes, preparing correspondence, and providing clerical, management and operational support.  

Additionally, supporting templates and forms are provided to aid the implementation of procedures outlined.     

 

Volume B: Ministries/Department Procedures (2
nd

 Phase - Target Release July 2013) 

 

The Ministries/Department volume outlines the policies and procedures governing the various ministries, 

departments, and target groups within Mt. Calvary.  This scope includes but is not limited to:  Licensing & 

Credentials; Church Assessment; Event/Hospitality; Training & Development; Marketing/Public Relations; 

Growth & Development; Technology; Worship & Arts; Men’s Ministry; Women’s Ministry; Youth & 
Young Adult; and International Affairs.  Content will be developed through direct collaboration with the 

applicable international directors and is targeted to be released during the third roll-out phase. 

 

Volume C:  Office of the Bishop  & Board of Bishops Procedures (3
rd

 Phase – Target Release 2014) 

  

Volume C outlines the policies and procedures associated with the oversight and leadership of the 

Organization.  It provides a reporting structure and a governing framework for the Office of the Bishop and 

his staff as well as the Board of Bishops.  Content for this volume will be developed through direct 

collaboration with the General Secretary of the Board, Board of Bishops, and of course the Senior Bishop. 

 

 

Volume D:  Index of Policies (Overarching 1st – 3rd Phases - Target Release 2014) 

 

Volume D simply contains a comprehensive index of all the official policies referenced in the individual 

volumes above.  Policies are defined in this context as the governing rule, expectation, or bylaw that supports 

or enforces procedures, a mandate, or a requirement.  Individual policies should be assigned a code for easy 

reference and categorized appropriately.       
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VIII. Appendices  

8.1 Appendix A: Membership Materials/Tools 

8.1.1 Sample Membership Card (Microsoft Word Document included in Zip File) 
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8.1.2 Sample New Member Welcome Letter Content 

 

WELCOME to the ever-growing family of the Greater Mt. Calvary Holy Church.  As pastor of the 

church, I officially take this opportunity to say how pleased I am that you decided to come ȃgrow with us.Ȅ  
Upon joining, you are expected to attend a membership orientation session for eight (8) consecutive weeks 

that was designed to help you understand your membership and become more acquainted with our ministry.  

Through this session you will also be given guidance on how to join many of the ministries and participate 

in the activities available to you at Calvary.  After you have completed these classes you will be celebrated 

during our 10:45am service with a certificate of completion.  

 

Please join our Director of Membership, Mrs. Monica Powell, on Sunday, October 24, 2010 from 

9:00am – ŗŖ:3Ŗam in the new member’s classroom which is located on the front side of the building 
on the 4th floor.  However, if for some reason you are unable to join the class on that date, enclosed you will 

find the complete schedule for the session. If you need further information or have any membership concerns 

please call her during the hours of 9:00am – 4:00pm, or you may email her at membership@gmchc.org.   

 

As pastor, I intend to look after your spiritual needs.  Again, WELCOME to the Greater Mt. Calvary 

Holy Church.  May the Lord bless you as you walk with Him. 

 

He’s Worthy! 
    With love I remain your shepherd… 

           Bishop Alfred A. Owens, Jr. 
 

mailto:membership@gmchc.org
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8.1.3 New Member Auxiliary/Ministry Declaration Form (Microsoft Excel 
Document included in Zip File)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Act II Drama Ministry Male Chorus (Men of Valor)

Alfred A. Owens Chorale Marriage Enrichment

Audio Ministry Nurses Board

Cancer Support Ministry - WE CARE Nursing Home Ministry

CD Ministry Outreach Ministry (Harvest)

Celebration Choir Parenting Ministry

Clothing Boutique Ministry Pastor's Aid Ministry

Computer Ministry Phase I (serving ages 2-5)

Deacon Board Photography Ministry

Deaconess Board Pure Girl Society

Deaf Ministry Prison Ministry

ELECT Ministry (serving ages 18-35) S.A.L.T. (Singles Ministry)

Ella's Kids, Inc. Sanctuary Choir

Family Life Community Center Security Ministry

Food Bank Senior Missionary Board

Golden Nation - Seniors Ministry Silent Witnesses (Mime Ministry)

GMC Bookstore Sister's Keeper Ministry

Greeter's Ministry S.O.N.S. (Mentoring Boys 4-14)

Harriet's Anti-Drug Ministry S.O.W. (Women's Support Group)

Hispanic Ministry Susie C. Owens Chorale

HIV/AIDS Ministry Trailblazers (serving ages 6-12)

Homeless Ministry Transportation Ministry

IMPACT Ministry (serving ages 13-18) Usher Board

Intercessory Prayer Ministry Video Ministry

International Ministry Voices of Calvary

Jr. Voices of Calvary Women of Virtue

Legal Ministry Women's Alliance (Women's Ministry)

Liturgical Dance Ministry

Magnificent View Magazine

Please provide contact information below (PLEASE PRINT):

Name: __________________________________________________          Phone: ______________________________

Address: __________________________________________________________________________________________

Email: ____________________________________________________________________________________________

New Member

Auxiliary/Ministry Declaration Form
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8.2 Appendix B: Church Ordinance Administrative Materials/Tools 

8.2.1  Bereavement/Home Going Checklist (Microsoft Word Document included in Zip File) 
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8.2.2  Baptism Request Form & Certificate (Microsoft Word Document included in Zip File) 
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8.2.3  Baby Dedication Request Form & Certificate (Microsoft Word Document included in Zip 
File) 
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8.2.4  Sample Wedding Packet & Contract (Microsoft Word Document 
included in Zip File) 
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8.3  Appendix C:  Engagement Agreement/Request Forms  

 

(Microsoft Word Document included in Zip File) 

 


