Common Office Procedures for Leaders

Main Office: office@collegeavenuechurch.org, 765.289.7337
Announcements/Advertising: ncall@collegeavenuechurch.org, 765.702.8085
Avenews Newsletter: newsletter@collegeavenuechurch.org, 765.289.7337

The main office offers support to leaders and chairs in several ways. This includes scheduling
meetings and events, copying materials, reimbursement for church purchases, and keeping
files of agendas and minutes for each committee.

General

|. If you meet after office hours or any other time the church office is closed, request a
church key from the main office. Make sure to turn off all lights and lock up when you leave.
If you notice any issues or concerns, use the phone outside the church office to call one of
the listed individuals.

2. Check your mailbox regularly. If you are unsure of where your mailbox is, please ask.

3. Plan ahead and meet deadlines. This will allow the office staff and volunteers to help you
better.

Holding Meetings
|. Submit the following form to the main office (found in the OFFICE mailbox outside the
main office) or email the information needed to the office at office@collegeavenuechurch.org.
If your meeting date or time changes, notify the office immediately.

DEADLINE: At least 2 weeks prior to the meeting.
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2. If the room requires a special set up or supplies, please discuss this with the main office at
the time the room is reserved.

3. If you need copies for your meeting, please email them to the main office.
DEADLINE: At least | week prior to the meeting.

4. Email or supply a copy of each Agenda and Minutes to the main office.

5. Scheduled meetings and events will be put on the church calendar, in the bulletin calendar,
and on the website calendar. If additional reminders are needed, you may email the remind-
ers to your committee members. The office does not send additional reminders.

New/Special Events
I. Complete the form above (Room Requisition) and submit to the main office or email the
information needed to the office. If your event date or time changes, notify the office imme-
diately.

DEADLINE: At least 6 weeks in advance.

2. If the room(s) require special set up or supplies, please discuss this with the main office at
the time the room(s) are reserved.

3. If you need copies for your event, please email them to the main office.
DEADLINE: At least 2 weeks prior to the event.

4. Use of the kitchen(s) requires an approved kitchen attendant. A fee may be charged to
hire the kitchen attendant.

5. Plan promotions and advertising accordingly (See Announcements and Advertising).

6. The requester must be present at the special event and is responsible for clean-up, turning
off lights, and locking up.

7. Requests are on the first come, first serve basis. In the event a funeral needs to take place
the same day as your event with no other options available, the funeral will take priority.

Announcements and Advertising
|. All bulletin & newsletter announcements should be submitted through our website
www.collegeavenuechurch.org under Contact Us, then Announcements. Announcements
should run in the bulletin 3 weeks to reach most members of the congregation. For the
Newsletter, graphics are recommended over articles. Regular reports (Finance, etc.) should
be emailed directly to the newsletter at collegeavenews@gmail.com.

BULLETIN DEADLINE: No later than Tuesdays at 4:00 p.m.
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NEWSLETTER DEADLINES:

February Edition 1/21/16 March Edition 2/18/16
April Edition 3/17/16 May Edition 4/14/16
June Edition 5/19/16 July/Aug. Edition 6/16/16
September Edition 8/18/16 October Edition 9/15/16
November Edition 10/20/16 Dec./Jan. Edition 11/16/16

2. For public events you wish to advertise outside College Avenue (Cluster churches, press
release, newspaper, area schools, etc.), please submit requests to Nichole Call,
ncall@collegeavenuechurch.org.

DEADLINE: At least 6 weeks prior to the event.

Reimbursement/Account Payables

|. Complete the following form and submit to the main office with the receipt or invoice at-
tached. You will need to know the account number you wish the payment to be deducted
from.

DEADLINE: At least by Tuesdays at 9:00 a.m. (checks available the follow
ing Friday morning).

2. The “Approved By” signature needs to be the Chair of the committee of the account be-
ing used. Ifitis the chair that is being reimbursed, the “Approved By” signature may be an-
other member of the committee or an appropriate staff member.
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3. Keep track of your budget/spending. Each month each chair will receive a copy of the fi-
nance report pertaining to them in their mailbox. If you need a more recent copy of the fi-
nance report than what you already have, please contact the finance chair or the main office.

4. Tax exempt forms are available in the main office by request. We are unable to reimburse
for sales tax.

Other Requests Not Specified
For any request you have not indicated above, please speak with the main office as soon as

possible.
DEADLINE: At least 4 weeks prior to need.




