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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 (/' 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" 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" Phase — Target Release 2014)

Volume C outlines the policies and procedures associated with the oversight and leadership of the
Organization. At 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 Ist — 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.

“LET ALL THINGS BE DONE DECENTLY AND IN ORDER” I Corinthians 15:40
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VIIl. Appendices
8.1 Appendix A: Membership Materials/Tools
8.1.1 Sample Membership Card (Microsoft Word Document included in Zip File)

Insert Name of Church Today’s Date: / /

Street Address City, State & Zip Code Service 8:00am 10:45am Other

MEMBERSHIP INFORMATION (Please Print Clearly)

Mr. Mrs, Ms. _ Teen(age13-19) __ Youth (age 2-12) Previous Member: _Yes _ No

Name:

First Middle Last
Gender: __Male __Female Dateof Birth: ) Marital Status: __Single __Married __Divorced __Widow
Street Address:

Strest City State Zip
Phone: (Home) [Werk) (Cell)

Preferred Email Address:

Spouse’sName: DateofBirth:  / /  Member Yes No
Children: Date of Birth: Gender: Member:
Y S S _M_ F __Yes_ No
Y S SR M _F _ Yes No
-4 __M_F __Yes__No
/ / M_ F __Yes No

“LET ALL THINGS BE DONE DECENTLY AND IN ORDER” I Corinthians 15:40
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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 “grow with us.”
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 — 10:30am in the new member’s classroom which.is located on the front side of the building
on the 4 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 afteryour 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 L vremain your shepherd...
Bishop Alfred A. Owens, Jr.

“LET ALL THINGS BE DONE DECENTLY AND IN ORDER” I Corinthians 15:40
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8.1.3 New Member Auxiliary/Ministry Declaration Form (Microsoft Excel
Document included in Zip File)

New Member

Auxiliary/Ministry Declaration Form
Act IT 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.AL.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.0.N.S. (Mentoring Boys 4-14)
Harriet's Anti-Drug Ministry S.0.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
Magpnificent View Magazine

Please provide contact information below (PLEASE PRINT):

Name: Phone:

Address:

Email:

“LET ALL THINGS BE DONE DECENTLY AND IN ORDER” I Corinthians 15:40
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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)

Insert Name ot Church

Street Address Line 1 p...»a.-:' e
t 0 City, State & Zip Code B aspremd
L o
“ Insert Pastor Name, Title ‘Insert Name of Church
) Street Address Line 1

City, State & Zip Code
Home Going Service Policies & Procedures

Pohaumdl’rmdm
el mmrnal jeloe & peessiern Searormd draf omes mciidm Set et i =
B _uxhapmar\ puau"a:nua,w)uh coordinates Home Going Services at
T requess hould be directed © har and documensd via theattached Homa Going Raquest
Form/Chacilin

Home Going Service Request Form/Checklist

Fezmz covgictz and 9z Jm fam i A may be omaled o favct 13 Smel st ¥ XEUNU0N Yol ¥ vubeve oy o |
eacors ahe may e reshal o 00 TR (e & Y000 00t (eek)

2) Standard format and call time for Home Gomg Senvicss held 2 ____inclodea viewing (miy hax)
beginningat ___ AM & %nvits Commencing Zawn AN

Exceptions are made upon raquast for two howr viewings (o0 AM-1o0 AM)

Main Pemily Commer
Farsn

Wack Phomm Number
M Addrm
Sereces Ssverwl
PRt

3) The front doors of the church open 319:00 AM, unless sthenwise nstructed.

4) Happhcable program content/lavoutcanbe coordinamnd via ____and printingconducad by the
Events Department

2 & not responsible for assisting faneral home directars with i caket wned the recmssional

6) qumhc}d inthe an throu; OO0 (office)
SRR D). Famsy et e T vapaes e A s
ha shn Was 3 membar Non- mbtﬂmmdumd&.mpempm;
Chacks are to be made out to tefore th of servica (i £ the
diseretion of

[ Frm, i Ay ne ey mive 77 |
| smeaser — P
e colativns & mmbme f Lrawt Courch am? |8 [ves[ 8] %

7) Nooutsde food isallowed inthe ___ OnlyEcensed catarers are permittad © provide fod. No
exceptions are to be made, and this inciudes daserts.

) i not responsisis for the clean-up aer the repass. Thisis the responsisiity of | ot e - ILIEDLIES

or outside caterer. anticigetel ewnine | low-= B=-= (o= iﬂwc-::
oy A 2 2 = olowcpleiormmnt (0 x| Bameam |
R monatany g o e Eodogiet — Atary Commen: | 0 ewizd [ —— [ p—

Chosk ol At o n Zees O Sowd L o Ll
s e Sescoran Zeorty B sudorg

0 ade B vacen 0 oyera

e
Contemt:
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8.2.2 Baptism Request Form & Certificate (Microsoft Word Document included in Zip File)

. -
{ lasert Name of Choreh A
Street Address Line « Ses e Sey
City. State & Zip Code :,‘" anived S
Lnvert Pastor Name, Tithe e B Senal
Tnver CoPamtar Name. Tike Insert Name of Church

City, State & Zip Code
Baptism Request Form

Folicies & Proveda

Policies and Proceduren:

[ B et e
» ST ates Bt

ke gr'uaq piatef amet -m ag 2
e dipcied © bir and documentad vis So atached Homs Gong Poeee
Focee, Checilie

=5 ;szed«dhb«-ﬁ!hlmt =y Mocnin g Wanh 5 senviek eveny (hid Sundy of
& masth

© Momn gy oS gA P T Sye e e meinl @ Sl I B iieme 00000 Tal Ty e ey nmiey
& T R @ N e A (el

1 Baptems are HCAnN by Iconmed ma e and eers coond paton wRR 1 Mai@eral Aluaze
foc whadalng.

4} o vhe conclszion of the Rupdom ordhance sn ofical dedcaton cenicing il Se precemzad.
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8.2.3 Baby Dedication Request Form & Certificate (Microsoft Word Document included in Zip
File)

insert Name of Church

Street Address Line 1
Imﬂ City, State & Zip Code
ner

1 Puaraw
ot Ca-'-t- ‘-l\ Tk

e
Insert Name of Church

Street Address Line ¢
City, State & Zip Code
Taby Dedication Policies & Procedures

Policies 30d Procedires:
nmrt vna’ maree v b re—— |.;—.u-‘o---.4.-.- e
w nup—mp-uh—u whoh wardkname Kyme Srag e
A3 e Whenid by dewd - e uu—uwnwmhlw
Forem Chmbiao

2 Ealvy Dodntene are sordesnd e Chacsd mmedanls inlering S 5543 Seenny Wership
b wwy Surd Sanday ol e s

Baby Dedication Request Form

Som Eroun ve 0 TS W o S 0 s w0 04 b UL NG # 05 200 18 ewirs v
N N e L

- e S Wy
Be o W S -
T Bedy Doantans ary oAANE Br lomnent snonrs bad rasios seeriaaten woi e Slocmenel Towy Same tei it v

Alanm b edhabeing — e mm -

u W N L A

&

Mt encdunns of dnlnasin iy wn VB e b e prssed

'xmom:awnmwn b=
U Topawe areddd & 00 o AN AL BT PO R ENEX Jeled) ’ e e R e —|
RS e;;.  Tamdy monsers mmhﬂ‘&:‘-&‘u—-u—l S T S . S e |Rjwifw |

e e D e —«sou,-m,-—-
Shemics erew >c made v w e
oo o

)‘nnu-du

A N vemde ook waleved wtr . Oy lomenl mwrws arepumed W preede hed Mo e . . '_ - "

ompens arvw b sude aad B meedes

/) » et rmgesuiie fe B9 Somep dhw e rgems Thie i e rapesein o
s W1 B
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8.2.4 Sample Wedding Packet & Contract (Microsoft Word Document
included in Zip File)

4 \

[msest Name of Claurch
Weddmg Contract

Dae

This contract 13 to venify that and
3 schaduled for their weddmg ceremony on PR

The wedding will be beld at Church Name, Cm Stats m the Samctuary of
wother desygmated location other than 610 Rhods lstand Ave, NE

Priot to your weddmg date the Bnde and Groom must complete cur Marnage Preparaton
Program conducted by and The Mamage Ennchment mmsstry or an approved
program of counselmg offerad 25 an aquivalayt 1f you aendad pramantal counsslmg
outside of Imseet Church Wame, 2 photocopy of the certificate of letter must be sttached to
thss contract and returned to the chusch 30 davs before vour weddmg.

1€ you are 2 member of lmsent Clurch Name there will be no charge for the use of the
sanctuary of chapel. If you are not 2 member of the check, please rofer to the fee chant
Thece is 3 charge for lnsert Church Name Weddmg Lizston of $150.00, Insatt Church
Names Weddmp Linson will contact you upon recept of your signed weddms apphication
ﬁornlipohlun Submit pavment by Cashier Check of Money Order made payabie to
Inseet Church Name wath your signed weddmg applxaton.

A late foe of $100.00 must accompany' vour signed wedding wphication @ the form of 2
money order. If vour waddng rehearsal or weddimg ceremony starts no more than 30
::m late, the ongmal mowey order will be retumed within 10 days of your weddmp

Thete is 2 mmmum fee of $100.00 i 10 be given to the officiatme mmister, which 15 to
/ beapproved by . (See Weddmg Schadile Fee sheet) 1€ you would ke to ute s
miniater outside of meerr Chuech Name, this must be sporoved b} 30 days defore
. your weddmg Please contact 3 (k) Xax-Juy% o arrange your cersenonial

couference with officiating master. after your contract has been finaloed

The Pastor or officiatng manisters are not saquirad to antend yous waddmp rehearsal
Yous sweddmg rebeassal 15 scheduled for o, o1 from to
‘ . 1€ you have any other requests, they must be cleared Srough me.

Enclosed s the contract for the Audio Services. Please contact Ludse Smeay to discuss
psmgadmﬁabiht) fovhdooSemcu
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8.3 Appendix C: Engagement Agreement/Request Forms

=

t Agre t/Request Form

nsertL0v0

Travel Arrangements and Expenses

You will be responsible for two (2) arine tickets.

Our office will forwiard 10 you the chosen fights for (Insert Pastors Name) and his assistant

Al bekets should be tssued eleckonscally and emaiied or baxed b (insert POC Naere §
Wo request that you amange ground transportation for irert Pastors Now
auport, hoted and charchiverue (4 applicable)

o We request that you forward the name and m\mmmo«mmr or, 88 wel a5 ho y pedg'v-d
transportation besng provided for [insen F ] via emal 10 (insert

apphicable)

and his asssstant between the

Your ministry will be responsible for ail travel expenses for {insert Paston Nane]_ang his assistant. In the event that our
office purchases the adine tickets. an invorce will be foewarded 10 your minsstry. Checks for all travel invoices should
be made payable to (lnsert Church Name & Address).

Hotel Arrangements

o Youwdl ll' responsiie for twa (2) hotel tooms. Ore king should be reserved in the name of
Name) and 8 king norsmking reserved in the name of hes assitant
. am rooms should be located on the same flooe but not connected 1o o next door 10 each other

o Drinking Preferonces (Hot Tea with honey, Room temp Bottied Water)

e finsen ) will go out fo dinner after ministenng bul he does not have to be taken out 1o dinner
However, f you choose no fo provide dioner for hum, please make sun that room service is avadable late encugh
for firmert N and his assistant 1o order when they eetum to the holel

(Microsoft Word Document included in Zip File)

[

t Agr

595!

/Req Form [ 'nsen [ngﬂ 1

Church/Venue Details
Name of Church/Ministry.

Name of Pastor_

Address of Engagement_
Mailing Address (if different ).
Phone

Emall

Contact Information

Executive/Administrative Assistant
Mailing Address (f different),
Phone, Fax,

Media Director___ ey
Malling Address (if different;

Fax

Website

Ministry Details
Requested Dates

Location of Services,

o s, T —

Occasion/Theme__
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