Standard Operating Procedures

for

Holy Cross Metropolitan Community Church

Preamble

Holy Cross Metropolitan Community Church of Pensacola, being a nonprofit organization in the state of Florida, is a chartered church of the Universal Fellowship of Metropolitan Com​munity Churches (UFMCC) and adheres to the Bylaws of said organization.

Mission Statement

Holy Cross Metropolitan Community Church exits:

· to offer Hope and healing for all people

· to Communicate Christ's message

· Make disciples

· Care for God's creation

· Celebrate God's love.

Section 1 • Membership

A.
Obtaining Membership in the Church

Those wishing to become members of the church are required to attend membership class. Membership will be granted to the applicant by the Pastor, at which time the member shall be presented to the congregation in accordance with UFMCC bylaws.
B.
Membership Transfer

Anyone wishing to transfer membership from another church to Holy Cross Metropolitan Community Church after having proven interest in Holy Cross Metropolitan Community Church by registered attendance, identified financial support, and service contribution shall schedule an interview with the Pastor or Interim Pastoral Leader. Upon the Pastor or Interim Pastoral Leader's recommendation, the Clerk of the Board of Directors will request the transfer of membership from the previous church.


C. 
Membership Resignation


Anyone wishing to resign their membership from Holy Cross Metropolitan Community Church is encouraged to schedule an appointment with the Pastor or the Clerk of the Board. The request to resign should be submitted in writing to the Pastor or the Clerk of the Board. The Board of Directors will take a vote to accept the request. The Clerk of the Board of Directors or a designated Board Member will make every attempt to contact the resigning member with the intent of:

· Openly listening to their reasons for leaving,

· Expressing that the doors of Holy Cross are always open and they are welcome to participate in activities of the church,

· Reinstatement of membership is available upon written request.
D. 
Membership Reinstatement

Anyone who has resigned their membership may be reinstated as a member of Holy Cross MCC by submitting a written request to the Clerk of the Board of Directors. Scheduling an appointment with the Pastor is encouraged when desiring to reinstate membership.
Section 2 • Board of Directors
A.
Duties


1.
The Board of Directors shall be in charge of all matters pertaining to the Articles of Incorporation or documents of legal organization, church property, and physical and financial affairs of the church. The Board of Directors shall be responsible for collect​ing and disbursing funds, keeping church records, and making reports to the congre​gation and through the District to the UFMCC.

2.
Nominees will be elected to the Board of Directors. Following election to the BOD by   the congregation, the members of the BOD will hold internal elections to fill all positions.
3.
All other Board of Directors’ duties are covered by UFMCC Bylaws.

B.
Term of Office

1. The Board of Directors shall consist of six (6) members of the church who are in good standing and will be elected at the annual congregation meeting by the member-ship of the church. All members to the Board shall serve a term of 2 years. The Pastor will be the Moderator of the Board as long as they occupy the pulpit of the church.

2. In the event of the resignation, removal, or death of a Board member, the Board of Directors shall appoint an interim member in accordance with UFMCC Bylaws.

C.
Election of Board Members

1. The Board of Directors shall appoint a nominating committee of no less than three (3) members to present to the congregation candidates standing for election to the board. The committee shall be composed of both Board members and congregational members who are not on the Board.

2. To stand for election to the Board of Directors, a person must have been an active member of Holy Cross Metropolitan Community Church for at least six (6) months. Upon the recommendation of the nominating committee, the Board of Directors may waive the six (6) month requirement. To be elected to a position, the nominees must receive fifty (50) percent plus one (1) vote of the established quorum.

3. Elected members to the Board of Directors will be installed at the next regular worship service following the congregational meeting at which they were elected.

D.
Accountability

1. As duly elected representatives of the congregation, Board members are responsible to the membership of the church. Board members shall attend worship services and other church functions regularly, must continue to show identified financial support and service contribution, and demonstrate interest and loyalty to the church.
2. Any disloyalty, unbecoming conduct, or dereliction of duty on the part of any mem​ber of the Board of Directors shall be dealt with in accordance with the UFMCC Bylaws.
E.
Board of Directors' Meetings

1. The Board of Directors shall meet monthly. These regularly scheduled meetings shall be open to members and friends of the church. The Board of Directors may hold additional meetings at its discretion.
Any Board member who missed three (3) consecutive regular monthly meetings may be subject to removal by the remainder of the Board.

2. The minutes of the Board of Directors' meetings and the agenda for the upcoming Board of Directors' monthly meeting will be distributed to the Board members on the Sunday prior to the board meeting in lieu of reading the minutes aloud at the Board meeting. All minutes of all Board of Directors' meetings will be publicly posted.

3. A member or friend of the church wishing to address an issue at a Board of Directors' meeting may be permitted to do so by approaching the Clerk of the Board and having the issue placed on the agenda one (1) week before the scheduled Board of Directors' meeting.

4. The Board of Directors shall establish a Listening Post for the first 30 minutes of the Board of Directors’ meeting. A member or friend of the church may sign up to speak to the Board. The Board is not required to take action or respond to issues addressed during the Listening Post.

Section 3 • Lay Delegate(s)

A. The duties of the Lay Delegate(s) shall include, but not be limited to, representation of the congregation at General and Regional Conferences and be informed of Regional UFMCC concerns and policies. Upon return from Conferences, the Lay Delegate(s) must submit a written report to the congregation at the next scheduled Board meeting.


B. The Lay Delegate(s) and alternate(s) shall be elected at the congregational meeting im​mediately following each General Conference. The term of office for delegates shall be two (2) years. To be elected to a position, the nominee must receive fifty (50) percent plus one (1) vote of the established quorum.

C. All other requirements and duties of the lay Delegate(s) or alternates) are covered in the LJFMCC Bylaws.

Section 4 • Disbursing Funds

A. There shall be no expenditures of church funds other than for fixed budget items, until such expenditures have been approved by the Board of Directors. In the event of an emergency expenditure the Board may be called into special session: however, a telephone or an e-mail poll of the Board for a vote on approving expenditures shall be acceptable if all members of the board are contacted and all votes are in the affirmative. The decision must be ratified at the next Board meeting.

B. All expenditures require the completion of a Check Request Form to be completed by the person requesting the check. Budgeted items are to be authorized by the designated person in charge of that area; non-budgeted items must be submitted to the Board for approval. This includes purchase orders and reimbursements. Allow three (3) to five (5) days for processing check requests.

C. The Board of Directors of Holy Cross Metropolitan Community Church shall convene a congregational meeting to approve any major purchase (i.e., building renovations over $20,000 or land or property purchases) not previously budgeted or approved.

D. The bank authorization cards for all accounts will reflect the signatures of all members of the Board of Directors and require two (2) signatures on a check.


E. The Church budget shall run a calendar year which will start January 1 through December 31st.
F. For all Regional and General Conferences, the Pastor(s) and Lay Delegate(s) attending will have all travel expenses (registration, housing, food and incidentals) paid for by the church. Business expenses incurred by the Pastor, or Lay Delegate, such as conference expenses, will be submitted by receipts (to include date, amount, and business nature) submitted to the Treasurer within thirty (30) days of incurrence. Excess moneys from advancements must be returned to the church within thirty (30) days of incurrence.


G. The Board of Directors will not loan money to anyone for any purpose from the General Fund or cash any personal checks.

H. All items given to the church must be approved in advance for acceptance by the Pastor or Board of Directors. All items given without prior approval may be either accepted or dis​posed of at the discretion of the Board of Directors.

Section 5 • Miscellaneous 
A. The Board of Directors shall ensure that the total attendance and offering figures are recorded on the Deposit Summary Sheet.

B. There shall be two (2) copies of all church records, membership rolls, financial records, BOD and Congregational meeting minutes, etc. One is to be kept on site at the church, and the other is to be kept in the safety deposit box. These copies are to be updated on a monthly basis as needed.


C. All financial records of the church will be archived.


D. The Board of Directors shall be responsible for providing an internal audit of the church books by a special audit committee on a yearly basis at the conclusion of the fiscal year.

E. Alcoholic beverages will not be sold/distributed for consumption at church functions or on church property.

F. The Board member serving as BOT liaison shall be responsible for the issuance of keys.

G. Offerings shall remain in the possession of at least two people until counted.  Deposit sum​mary and deposit slip must be completed. The offerings will be placed into a secure deposit bag and deposited in the bank the same day. 

Section 6 • Congregational Meeting

A. There will be one (1) scheduled congregational meeting per year.

B. The main purposes of the congregation meeting will be to receive reports, hold elections, and to approve the budget for the next calendar year.

C. Meetings shall be called in accordance with UFMCC Bylaws.

Section 7 • Changing Operating Procedures

A. In accordance with UFMCC bylaws, it is the responsibility of the Board of Directors to provide the congregation with Standard Operating Procedures (SOPs).

B. The SOPs shall be updated as needed. Any proposed policy changes must be submitted in writing to the Clerk of the Board for consideration at the next regularly scheduled Board meeting.
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