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APPENDIX A:  REAC 

RACIAL EQUITY ADVOCACY COMMITTEE (REAC)  

The Racial Equity Advocacy Committee (REAC) is a prophetic voice for involving people of color in the 

formation of public policy, particularly where race is a factor that negatively impacts the quality of life of 

people of color. REAC serves to hold the Presbyterian Church (U.S.A.) PC(USA) to the commitments it has 

made to inclusiveness with equity in all areas of the life and work of the church in society. 

The committee monitors the implementation of policies adopted by the church that impact the quality of 

life of people of color in the church and in the world” (Organization for Mission, VI.1).  REAC advocates for 

full access with equity for all people of color/immigrant groups to all programs, ministries, middle 

governing bodies and congregations in the PC(USA), monitoring decisions and issues that impact al, but 

most directly, the lives of people of color in the church. 

Functions and Expectations 

1. Prepare policy statements, resolutions, recommendations, reports, and Advice and Counsel 

Memoranda on racial justice and equity to the General Assembly at the request of the General Assembly, 

the Presbyterian Mission Agency Board, or on its own initiative.  

2. Advise the Presbyterian Mission Agency Board on racial justice and equity issues including statements 

concerning pressing issues the Board may wish to consider between meetings of the General Assembly.  

3. Provide advice and counsel to the General Assembly and its committees on overtures, commissioners’ 

resolutions, reports, and actions before the General Assembly that have a specific racial justice impact.  

4. Assist the Advisory Committee on Social Witness Policy in maintaining an up-to-date and accurate 

compilation of General Assembly policy on issues of racial justice and equity and provide information to 

the church as requested.  

5. Provide the Stated Clerk, the Moderator of the General Assembly, and the President/Executive Director 

of the Presbyterian Mission Agency with information as they fulfill their responsibilities to communicate 

and interpret General Assembly racial justice policies.  

6. Monitor the implementation of racial justice policies and programs.  

7. Through advocacy maintain a strong prophetic witness to the church and  

for the church on existing and emerging racial justice and equity issues 

Access 

In 1994, the 206th General Assembly agreed to the following: 

To ensure advocacy and monitoring functions in the areas of Racial Ethnic Ministries and Women's 

Ministries the GA provides for the [Racial Equity Advocacy Committee] and the Advocacy Committee for 

https://www.pcusa.org/resource/organization-mission-presbyterian-church-us/
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Women’s Concerns. These two advocacy committees work in close cooperation with the Advisory 

Committee on Social Witness Policy (Minutes, 1994, Part I, p.262). 

According to the Presbyterian Mission Agency Manual of Operations1: 

The Racial Equity Advocacy Committee shall have direct access to the General Assembly and the 

Presbyterian Mission Agency Board. 2  In accordance with the recommendation of the 220th General 

Assembly (2012), the Presbyterian Mission Agency Board shall meet at least once every two years with 

the elected membership of the advocacy committees for strategic reflection and anticipation concerning 

racial justice and equity issues. 

Access shall be in the form of policy statements, resolutions, study papers, racial involvement reports, a 

yearly narrative report, Advice and Counsel Memoranda, and other appropriate correspondence. Advice 

and Counsel Memoranda shall be developed in consultation with other advisory and advocacy 

committees as appropriate. 

REAC participates in the work of the General Assembly (GA) every two years by submitting resolutions, 

drafting Advice and Counsel Memos (A&Cs) on all business with racial justice implications, sending a team 

to GA to resource and advocate for all of the resolutions and A&Cs in GA committees, and having one 

member (ordinarily the chair of REAC) serve as a corresponding member to the GA with voice but no 

vote. 

REAC participates in the work of the Presbyterian Mission Agency Board (PMAB) via the membership of 

one REAC member (as determined by the General Assembly Nominating Committee after REAC’s 

submission of three members’ names). REAC also reviews the business before the PMAB prior to each 

meeting and may write A&Cs on these items. In some cases, REAC submits new business to the PMAB. 

As of the 223rd General Assembly (2018), REAC also has one member (as determined by the General 

Assembly Nominating Committee after REAC’s submission of three members’ names) serving on 

PC(USA), A Corporation.  

Membership 

The details of membership specifications were first approved by the 207th General Assembly (1995),3 

though these specifications have subsequently been revised to facilitate the work of the committee. Un-

changed is the specification that the General Assembly Nominating Committee shall nominate the 

committee members.  

1. Composition of the elected voting membership of the Racial Equity Advocacy Committee shall consist of 

the following twelve persons:  

a. Two African Americans/Black Americans 

b. Two Asian Americans 

 
1 Presbyterian Mission Agency Manual of Operations, p. 71 
2 This is originally from the GA Minutes, 1994, Part I, p.262. 
3 GA Minutes, 1995, Part I, p. 490. 

https://www.presbyterianmission.org/wp-content/uploads/PMA-Manual-of-Operations-March-2019-v5.pdf
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c. Two Hispanic/Latino/a Americans 

d. Two Middle Eastern Americans 

e. Two Native Americans 
f. Two Members-at-Large elected with consideration for special expertise, fast-growing populations of 

people of color/communities of color, geographic diversity, and ethnic balance.4 
2. Selection of Members from the Caucuses/Councils/Consulting Committees: 

One member from each constituency of color named shall be selected by each caucus, council, and 

consulting committee officially recognized by the PC(USA) for election through the General Assembly 

Nominating Committee process. 

Members of the five PC(USA)-recognized 5  National Caucuses, Councils, and Consulting Committees 

serving Communities of Color (African American/Black American, Asian American, Hispanic/Latino/a 

American, Middle Eastern American, and Native American) shall select one member from each 

caucus/council/consulting committee to be elected through the General Assembly's nominating process 

to serve a full or partial four-year term with eligibility for one additional full term. 

Liaison Members Assigned to REAC by Other Church Entities 

Liaison persons may be elected or appointed to serve with full voice but no vote.  Such liaison persons 

ordinarily will include representatives from the Advocacy Committee for Women's Concerns (ACWC), the 

Advisory Committee on Social Witness Policy (ACSWP), and the General Assembly Committee on 

Representation (GACOR).  

REAC Liaisons, Corresponding and Elect Members Assigned to Other Church Entities  

Liaisons: 

REAC sends liaisons to ACWC, ACSWP, and GACOR.  REAC members assigned as liaison persons with other 

church entities should not assume roles or responsibilities given to those other church entities, unless 

doing so supports the REAC's own focused goals and responsibilities as designated by the General As-

sembly. REAC’s liaisons are responsible for maintaining and advocating for a racial justice approach to 

the work of the entity to which they have been sent.  

**Each liaison will be asked to submit a report form (provided by staff) focused on racial justice and their 

assigned entity after each meeting of that entity.  

Dual Memberships: 

 
4 Each two-year cycle, REAC will consult with the General Assembly Nominating Committee (GANC) to relay information 
regarding the work and focus of REAC at that time to help the GANC in discerning the best nominees for REAC’s at-large 
positions. 
5 This references the Articles of Agreement 8.2, as well as the General Assembly recognition of the National Middle Eastern 

Presbyterian Caucus: GAMinutes » 1996 » SECTION TWO - Reports » General Assembly Council Part Two National Ministries 

Division » III. Recommendations » A. Official Recognition of the Middle Eastern Caucus » 2. Background 

 

http://index.pcusa.org/nxt/gateway.dll/GAMinutes%2F40988%2F41283%2F42176%2F42297%2F42298%2F42301
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One REAC member serves as a full voting member on the committee for Mission Responsibility Through 

Investment (MRTI). MRTI allows REAC to send either current or past members to serve on MRTI on 

REAC’s behalf. One REAC member serves as a full voting member on the Presbyterian Mission Agency 

Board. REAC shall submit three names to the General Assembly Nominating Committee, who will 

ultimately determine nomination.  One REAC member serves as a full voting member on the PC(USA), A 

Corporation Board. REAC shall submit three names to the General Assembly Nominating Committee, who 

will ultimately determine nomination.  

REAC members serving as full members on other entities are responsible to fulfill the expectations of both 

the work of REAC as outlined in this manual as well as that determined by the other entity. Each dual 

member will be asked to submit a report form (provided by staff) focused on racial justice and their 

assigned entity after each meeting of that entity. 

Corresponding Membership: 

One REAC member serves as corresponding member to the General Assembly each two years, typically 

the chairperson.  This member is responsible to represent the agreed upon positions taken by REAC on 

all General Assembly business on the floor of the Assembly. This member will also work with staff to 

coordinate the work of the team serving at General Assembly as resource people. All REAC members with 

assignments to other church entities shall be intentional about advocating from REAC’s position of 

seeking racial justice with equity in all things, also advocating on behalf of REAC’s work where relevant 

to the work of that entity. 

Caucuses 

• National Asian Presbyterian Council (NAPC) 
• National Black Presbyterian Caucus (NBPC) 
• National Hispanic/Latino-a Presbyterian Caucus 
• National Middle Eastern Presbyterian Caucus (NMEPC) 
• Native American Consulting Committee (NACC) 
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APPENDIX B:  CAUCUSING 
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APPENDIX C:  FINANCIAL SECTION 

1. EXPENSE VOUCHER 
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2. Record of Destruction Form 

 

ITEM DESTROYED     HOW DESTROYED     DATE DESTROYED  

1       

2       

3       

4       

5 ____________      

6       

7       

 

COMMENTS:  

  

  

  

  

  

 

NAME (Please print):  

 

SIGNATURE:  DATE  
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3. Inventory Form  

DATE:  

ITEM/SERIAL #  DATE PURCHASED  WHERE/COST  LOCATION/WHO 

1 Laptop        
 
2 Hard Drive        
 
3 Laptop Case        
 
4         
 
5         
 
6         
 

 

4. Depreciation Report Form 

  CONDITION  DATE  BY WHOM 
1 Laptop        
 
2 Hard Drive        
 
3 Laptop Case        
 
4         
 
5         
 
6         
 

NAME (Please print):  

 

SIGNATURE:  DATE  
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APPENDIX D:  MEMBERSHIP SECTION 

1. Process for Preparing the Database for the Year 
A. Copy the existing database to a new database, using the name 

YYYYNBPCMEMBERSHIP file, where YYYY represents the four-position year. 

B. Rename the 2nd tab to read YYYY Membership Roster, where YYYY represents 

the four-position year. 

C.  Blank out the following columns: 

i. Cards 

ii. Year 

iii. To National 

iv. To Region 

v. To Chapter 

vi. Entries in the NOTES column except payments toward life membership. 

D. For each tab starting with the “Membership Count” tab and going forth through 

the region tabs, change the year in the spreadsheet to the current year so that 

each spreadsheet will be populated from the membership information entered. 

2. Process for Updating the Membership Database  
A. Enter the information from the application per the INSTRUCTIONS tab in the 

database.  

B. Confirm the amounts to be entered into the database from the Deposit report 

and your knowledge of how the chapter/region submits its money.  Enter the 

amounts per the INSTRUCTIONS tab in the database. 

C. For every entry, place a 4-position year in the YEAR column for that entry. 

D. If an application is received but the amount has not been received from the Mail 

and Bank Assistant’s Deposit report, enter the information and leave the TO 

NATIONAL, TO REGION, and TO CHAPTER columns blank.  When the Deposit 

report is received that contains amounts for this name, update the TO 

NATIONAL, TO REGION, and TO CHAPTER columns. 

E. If an entry exists in the Deposit Report but no application has been received, and 

there is an entry for the name on the database, enter the 4-position year in the 

YEAR column update the TO NATIONAL, TO REGION, and TO CHAPTER 

columns, and enter “No application” in the NOTES column.  When the application 

is received, confirm the information, including the TO NATIONAL, TO REGION, 

and TO CHAPTER columns, and update where necessary, and delete the “No 

application” from the NOTES column. 

F. If an entry exists in the Deposit Report but no application has been received, and 

there is no entry for the name on the database, highlight the entry on the Deposit 

Report.  The database cannot be updated at this time because of insufficient    
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information.  (Sometimes the Mail and Bank Assistant will submit a name on the 

Deposit Report that is misspelled or otherwise incorrect because it is difficult to 

read the application.) 

G. Bundle the Deposit report for the month and the applications associated with 

that report and file. 

3. Process for creating thank-you letters, email addresses, 

labels, and membership cards 
A. Thank You Letters   

i. The letters are generated in Word. 

ii. Make sure the most current stationery is used by confirming the names 

and the “signatures”.   

iii. Copy the name and addresses from the database. 

iv. Adjust the letter to fit (e.g., grammar, salutation, reference to membership 

card): 

a. Individual 

b. Married Couple (saves postage to include both membership cards 

and one letter in a single mailing) 

c. Chapters or Regions or 

d. Institutional Mission Partners (IMP’s). 

v. Print the letter(s). 

vi. If no membership card is required and the entry has a valid email 

address, email the letter to the addressee, or else 

vii. Mail the letter with the membership card(s), if applicable, to the 

addressee. 

B. Membership Cards 

i. The membership cards are created in Word. 

ii. To ensure correct format, use a Word document of existing cards. 

iii. Confirm the correct expiration date, officer names, and “Member in Good 

Standing”. 

iv. For Lifetime members who have not completed payment, remove 

expiration date, and replace “Member in Good Standing” with “Lifetime 

Member”. 

v. Replace the existing name with the name of the current member. 

vi. Print on card stock.  If the printer cannot support card stock, then print 

on plain paper and go to a venue that will allow copying onto card stock. 

vii. Cut the individual cards.  

viii. Membership cards are not needed for Chapters, Regions, or IMP’s. 

ix. For new lifetime members who have completed payment of lifetime dues, 

obtain the name to be engraved on the lifetime membership card and 



13 

submit the member’s name and address to the engraver, who will create 

the special “gold” card and mail it directly to the recipient, and send the 

invoice to the Membership Chair.  Submit a voucher for the cost of the 

card, requesting the check to be mailed directly to the engraver. The 

engraver is Highest Honor, 34711 Dequinder Rd., Troy, MI 48083. Phone 

number (248) 588- 7845.  Orders can be emailed to 

accounting@highesthonor.biz. Save the confirmation of work by the 

engraver. 

x. For existing lifetime members (members who had received lifetime 

recognition in the past, e.g., through plaque or trophy), the fee for the 

special gold card is $25.00.  Confirm via the database that the requester is 

a lifetime member before processing. 

C. Email Addresses and Labels -- Microsoft Word is used to create a file of email 

addresses or a label file using the Mail Merge Wizard.  Make sure you do NOT 

have your membership file open when executing these steps. 

i.  Labels 

a. Click on the Mailings tab at the top of the document. 

b. Click on Start Mail Merge. 

c. Click on Step by Step Mail Merge Wizard. 

d. Select document type Labels. 

e. Click on Next: Starting Document (at bottom). 

f. Click on Label Options.  Be sure to click on the label number that 

matches the labels you will use (3-across, 1” X 2 5/8” easy peel).  

You will find the number to select on the label package.  Click on 

OK. 

g. Click on Next: Select Recipients (at bottom). 

h. Click on Browse. Find and double-click on the membership file. 

i. Select Membership Roster$’.  Click OK. 

j. Click on Filter. 

k. Enter your selection criteria for your labels.  (E.g., year = 2017 

means active members for 2017). Click OK.  The first several 

records meeting your criteria will display.  You may scroll back 

and forth to confirm that the record meets your selection criteria.  

Then Click OK. 

l. Click Next: Arrange Your Labels. 

m. Click Address Block. 

n. Select Never Include Country/Region in the Address.  Click OK.  

o. Click Update All Labels. 

p. Click Next:  Preview Your Labels (at bottom). 

q. Click Next: Complete the Merge. 

mailto:accounting@highesthonor.biz
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r.  Click Edit Individual Labels. 

s. Select All.  Click OK.  This step will create a new Word document 

containing all of your labels. 

t. Save the new document giving it a meaningful name. 

u. You may load in your label paper and print your labels. 

ii. Email Addresses (or any other report-type file)  

a. Click on the Mailings tab at the top of the document. 

b. Click on Start Mail Merge. 

c. Click on Step by Step Mail Merge Wizard. 

d. Select document type Directory. 

e. Click on Next: Starting Document (at bottom). 

f. Click on Next: Select Recipients (at bottom). 

g. Click on Browse. Find and double-click on the membership file. 

h. Select Membership Roster$’.  Click OK. 

i. Click on Filter. 

j. Enter your selection criteria for your emails.  (E.g., year = 2017 

means active members for 2017). Click OK.  The first several 

records meeting your criteria will display.  You may scroll back 

and forth to confirm that the record meets your selection criteria.  

Then Click OK. 

k. Click on Next: Write Your Letter (at bottom). 

l. Click on More Items.  For each field you want to contain in your 

file/report, highlight from the list of fields. Click Insert. Click 

Close.   You may type in any additional items (e.g., space, comma, 

enter) as you build your file/report.   

m. Click Next:  Preview Your Letters (at bottom). 

n. Click Next: Complete the Merge (at bottom). 

o. Click To New Document. 

p. Select All.  Click OK.  This step will create a new Word document 

containing all of your results. 

q. Save the new document giving it a meaningful name. 

 

D. Update the membership database by entering the 4-position year and 2-

position month in the CARD column. (E.g., 201604). It is important to use 

this format in order to use this field more easily for analysis (e.g., sorting 

the members). 
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4. Sample Letter 
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5. Sample Membership Cards 

 

NATIONAL BLACK PRESBYTERIAN CAUCUS 

 

This certifies that 

 

Member 1 

  

   Is a NBPC member in good standing 

  

NATIONAL BLACK PRESBYTERIAN CAUCUS 

 

This certifies that 

 

Member2 

 

   Is a NBPC member in good standing 

 

NATIONAL BLACK PRESBYTERIAN CAUCUS 

 

This certifies that 

 

Member 7 

 

Is a Lifetime NBPC member 

  

NATIONAL BLACK PRESBYTERIAN CAUCUS 

 

This certifies that 

 

Member 8 

 

   Is a NBPC member in good standing 

 

6. Sample Labels 

 

7. Gold Lifetime Membership Card  

 

 

Mrs. Jane Doe 
123 Main St. 
City, ST  45417 
 

 Rev. and Mrs. John Doe 
456 Main St. 
City, ST  45417 
 

 Life  Church 
789 Main St. 
City, ST  45417 
 

The Best Chapter 
1023 Main St. 
City, ST  45417 
 

 Mrs. Jane Doe 

123 Main St. 

City, ST  45417 

 

 Mrs. Jane Doe 

123 Main St. 

City, ST  45417 

 

 

  Mrs. Jane Doe 

123 Main St. 

City, ST  45417 

 

 Mrs. Jane Doe 

123 Main St. 

City, ST  45417 

 

 

Top Regioin 
1123 Main St. 
City, ST  45417 
 

 Mrs. Jane Doe 

123 Main St. 

City, ST  45417 

 

 Mrs. Jane Doe 

123 Main St. 

City, ST  45417 

 

 

  Mrs. Jane Doe 

123 Main St. 

City, ST  45417 

 

 Mrs. Jane Doe 

123 Main St. 

City, ST  45417 

 

 

Mrs. Jane Doe 
1223 Main St. 
City, ST  45417 
 

 Mrs. Jane Doe 

123 Main St. 

City, ST  45417 

 

 Mrs. Jane Doe 

123 Main St. 

City, ST  45417 

 

 

David L. Wallace, Sr.              Olgie Anderson-Lee 

  President     Secretary 

            Membership Expires:  DECEMBER 31, 2016 

 

David L. Wallace, Sr.              Olgie Anderson-Lee 

  President     Secretary 

            Membership Expires:  DECEMBER 31, 2016 

 

David L. Wallace, Sr.              Olgie Anderson-Lee 

  President     Secretary 

             

 

David L. Wallace, Sr.              Olgie Anderson-Lee 

  President     Secretary 

            Membership Expires:  DECEMBER 31, 2016 
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8. Process for Generating Chapter & Region Membership 

Reports 
A. Activate the appropriate Region tab in the Excel Workbook. 

B. Place the cursor anywhere in the data part of the report.  At the top of the 

worksheet will be Pivot Table Tools.  Click on Options. Then click on Refresh.   

The report will be updated with the latest information entered into the 

membership roster.  The information will be based on those entries with the 

non-blank YEAR column. 

C. Update the date of the report. 

D. Save the workbook. 

E. Since this is the official database, and to avoid potential corruption of the master 

information, it is strongly recommended that any report be copied to a separate 

Excel workbook, where sorting, and other processing can take place.  Column 

widths will have to be adjusted in the new spreadsheet. 

F. Include the Church column, and exclude the financial information columns 

onward. 

G. For region reports, print/save the entire print area of the report using 

Landscape orientation. 

H. For chapter reports, delete all other chapter information on this spreadsheet.  

Then print the chapter report using the landscape orientation.  

I. Set up the print to make all columns fit on one page.  The use of 8 ½ by 14 paper 

will be easier to read.  If 8 ½ by 11 paper is desired, the result may be more 

difficult to read because of the size of the print. 
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A Sample Membership Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

Region Midwest As of February 31, 2099

Chapter
First Name Last Name E-mail Address Address City State

Postal 

Code ChurchName Title Phone

Membership 

Type

Chicago Jane Doe Jane.doe@email.org 123 Main st Chicago IL 66666 (blank) Rev.Dr. 111 111-1111 I

Sam Longername samwise,longername@yahoo.com 234 State st. #4 Chicago IL 61111 Sixth Grace PC Mr 222 222-2222 I

Chicago Total

Dayton Alice Baker abcbane@aol.com 678 Road Rd Dayton OH 44444 Trinity PC Ms 333 333-3333 I

(blank) Dayton Chapter (blank) 891 Lightly La Dayton OH 49999 (blank) (blank) 444 444-4444 C

Dayton Total

Michigan Alpha Presbyterian Church alphapc@newsite.org 234 Any Warren Mi 48000 Trinity Community PC Mrs 555 555-5555 IMP

Doris Gama dgam@noname.com 3142 Blvd Detroit Mi 48999 Calvary PC Ms (blank) LT-Renewal

Jim Greek testthisemail@email.com (blank) (blank) (blank) (blank) (blank) (blank) 666 666-6666 LT-Renewal

Name1 Roman nbcpq@igiveup.net 34508 Sample Dr.#C Anytown MI 41111 Calvary PC Mrs 777 777-7777 Y

Name2 Italy Italy@country.edu 59876 Street La Troy Mi 47777 1st Pres  Birmingham Ms 888 888-8888 I

Thomas H Sorority sorority@thom.net Oak Street & Main Suburb MI 42222 Calvary PC Rev 999 999-9999 I

Nme3 Stafford jstafford456@att.net 678 Near Canada Detroit Mi 48888 Broadstreet PC Mrs. (blank) I

Name4 Gilbert (blank) 34-45 Whatever Detroit Mi 48333 Trinity Community PC Mrs (blank) I

Michigan  Total

Name 3  

Michigan Total 
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9. Process for Generating Membership Counts  

A. Go to the tab in the database titled Membership Count. 

B. Position the cursor on any name or number in the table. 

C. Click on the tab Options at the top of the spreadsheet. 

D. Click on Refresh. 

E. Change the date on the spreadsheet to the correct date (As of …). 

F. You may save this spreadsheet as a .pdf file and/or as part of the Membership 

database and/or as a separate spreadsheet/workbook. 

As of February 31, 2099 
 

        2099 MEMBERSHIP 

YEAR                                      2099 

 

 
 
  

   
Region Chapter Total 

Mid-Atlantic BPU Of Wash 100 

Charlotte 35 

Coastal Carolina 20 

Eastern VA (PEVA) 40 

Salem BPC 15 

Baltimore 10 

BC of New Hope 10 

Mid-Atlantic Total 230 

Mid-South Huntsville/North Center 15 

Louisville 30 

Greater Memphis Area 75 

Mid-South Total 120 

Midwest Chicago 30 

Michigan 250 

Dayton 50 

Midwest Total 330 

Northeast New York City 100 

Newark 75 

Philadelphia 150 

Pittsburgh 200 

Northeast Total 525 

Southeast Charleston-Atlantic 100 

Greater Atlanta 120 

Northeast Georgia 50 

South Florida 25 

Upstate SC-Greenville 10 

Southeast Total 305 

Southwest (blank) 1 

Southwest Total 1 

West Southern Cal 200 

West Total 200 

Grand Total 1603 
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10. Process for Generating Rebate Reports  
A. Activate the appropriate Region tab in the Excel Workbook. 

B. Place the cursor anywhere in the data part of the report.  At the top of the 

worksheet will be Pivot Table Tools.  Click on Options. Then click on Refresh. 

The report will be updated with the latest information entered into the 

membership roster.  The information will be based on those entries with the 

non-blank YEAR column. 

C. Update the date of the report. 

D. Save the workbook. 

E. Since this is the official database, and to avoid potential corruption of the master 

information, it is strongly recommended that any report be copied to a separate 

Excel workbook, where sorting, and other processing can take place.  Column 

widths will have to be adjusted in the new spreadsheet. 

F. First Rebate report for the year: 

i. For region reports, highlight the required cells and set the print area.  

Then print the Region report using Landscape orientation. 

ii. For chapter reports, delete all other chapter information on this 

spreadsheet.  Then highlight the required cells, set the print area, and 

print the Chapter report using the landscape orientation.  

iii. These reports will fit on 8 ½ by 14 paper.  If 8 ½ by 11 paper is desired, 

set up the print to make all columns fit on one page.  The result may be 

difficult to read because of the size of the print when 8 ½ by 11 paper is 

used. 

G. For Subsequent reports for the year: 

i. After creating the reports in steps 1-5, use previous reports to delete all 

entries that have previously been reported.   

a. If both the region and chapter have paid their dues before, then 

delete the complete entry.  

b. If the region/chapter had previously not submitted dues, but 

subsequently does, then keep the entry.  Columns (region or 

chapter) that have previously been included should read 

“already paid”.   

c. Always keep the region entry and the chapter entry.  If the dues 

had been previously paid, mark their National value for these 

entries as “already paid”. 

d. Total the region and chapter columns by chapter and by total 

region. 

ii. For region reports, highlight the required cells and set the print area.  

Then print the Region report using Landscape orientation. 
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iii. For chapter reports, delete all other chapter information on this 

spreadsheet.  Then highlight the required cells, set the print area, and 

print the Chapter report using the landscape orientation.  

iv. These reports will fit on 8 ½ by 14 paper.  If 8 ½ by 11 paper is desired, 

set up the print to make all columns fit on one page.  The result may be 

difficult to read because of the size of the print when 8 ½ by 11 paper is 

used. 

 

 

  



22 

Sample First Regional Rebate Report of the Year 

 

 

 

 

 

 

 

  

Year 2099

Region Midwest As of February 31, 2099

Values

Chapter
First Name Last Name E-mail Address Address City State

Postal 

Code ChurchName Title Phone

Membership 

Type NATIONAL REGION  CHAPTER

Chicago Jane Doe Jane.doe@email.org 123 Main st Chicago IL 66666 (blank) Rev.Dr. 111 111-1111 I $25 $10 $15

Sam Longername samwise,longername@yahoo.com 234 State st. #4 Chicago IL 61111 Sixth Grace PC Mr 222 222-2222 I $25 $10 $15

Chicago Total $50 $20

Dues Not 

Pd

Dayton Alice Baker abcbane@aol.com 678 Road Rd Dayton OH 44444 Trinity PC Ms 333 333-3333 I $25 $10 $15

(blank) Dayton Chapter (blank) 891 Lightly La Dayton OH 49999 (blank) (blank) 444 444-4444 C $100

Dayton Total $125 $10 $15

Michigan Alpha Presbyterian Church alphapc@newsite.org 234 Any Warren Mi 48000 Trinity Community PC Mrs 555 555-5555 IMP $25 $10 $15

Doris Gama dgam@noname.com 3142 Blvd Detroit Mi 48999 Calvary PC Ms (blank) LT-Renewal $10 $15

Jim Greek testthisemail@email.com (blank) (blank) (blank) (blank) (blank) (blank) 666 666-6666 LT-Renewal

Name1 Roman nbcpq@igiveup.net 34508 Sample Dr.#C Anytown MI 41111 Calvary PC Mrs 777 777-7777 Y $10

Name2 Italy Italy@country.edu 59876 Street La Troy Mi 47777 1st Pres  Birmingham Ms 888 888-8888 I $25

Thomas H Sorority sorority@thom.net Oak Street & Main Suburb MI 42222 Calvary PC Rev 999 999-9999 I $25

Nme3 Stafford jstafford456@att.net 678 Near Canada Detroit Mi 48888 Broadstreet PC Mrs. (blank) I $25

Name4 Gilbert (blank) 34-45 Whatever Detroit Mi 48333 Trinity Community PC Mrs (blank) I $25

Michigan  Total $135 $20

Dues Not 

Pd

Region Total R $135

Dues Not 

Pd $75
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Sample Second Regional Rebate Report of the Year 

 

 

  

Year 2099

Region Midwest Rebate Report From June - August 2099

Values

Chapter
First Name Last Name E-mail Address Address City State

Postal 

Code ChurchName Title Phone

Membership 

Type NATIONAL REGION  CHAPTER

Chicago Jane Doe Jane.doe@email.org 123 Main st Chicago IL 66666 (blank) Rev.Dr. 111 111-1111 I $25 $10 $15

Sam Longername samwise,longername@yahoo.com 234 State st. #4 Chicago IL 61111 Sixth Grace PC Mr 222 222-2222 I $25 $10 $15

(blank) Chicago Chapter chicago@email.com 123  4th st. Chicago IL 68888 789-987-6543 C $100

Chicago Total $150 $20 $30

Dayton Alice Baker abcbane@aol.com 678 Road Rd Dayton OH 44444 Trinity PC Ms 333 333-3333 I $25 $10

Already 

pd

(blank) Dayton Chapter (blank) 891 Lightly La Dayton OH 49999 (blank) (blank) 444 444-4444 C

Already 

pd

Sara Lee 234 E. South St. Dayton OH 45678 Evangelic PC Ms 234-345-4567 I $25 $10 $15

Dayton Total $50 $20 $15

Michigan Alpha Presbyterian Church alphapc@newsite.org 234 Any Warren Mi 48000 Trinity Community PC Mrs 555 555-5555 IMP $50 $50

Doris Gama dgam@noname.com 3142 Blvd Detroit Mi 48999 Calvary PC Ms (blank) LT-Renewal $10 $15

Jim Greek testthisemail@email.com (blank) (blank) (blank) (blank) (blank) (blank) 666 666-6666 LT-Renewal

Name1 Roman nbcpq@igiveup.net 34508 Sample Dr.#C Anytown MI 41111 Calvary PC Mrs 777 777-7777 Y $10

Name2 Italy Italy@country.edu 59876 Street La Troy Mi 47777 1st Pres  Birmingham Ms 888 888-8888 I $25

Thomas H Sorority sorority@thom.net Oak Street & Main Suburb MI 42222 Calvary PC Rev 999 999-9999 I $25

Nme3 Stafford jstafford456@att.net 678 Near Canada Detroit Mi 48888 Broadstreet PC Mrs. (blank) I $25

Name4 Gilbert (blank) 34-45 Whatever Detroit Mi 48333 Trinity Community PC Mrs (blank) I $25

Michigan  Total $160 $10

Dues Not 

Pd

Region Total R $360

Dues Not 

Pd $110
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Sample Third Regional Rebate Report of the Year 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Year 2099

Region Midwest Rebate Report From September - November 2099

Values

Chapter
First Name Last Name E-mail Address Address City State

Postal 

Code ChurchName Title Phone

Membership 

Type NATIONAL REGION  CHAPTER

Chicago Jane Doe Jane.doe@email.org 123 Main st Chicago IL 66666 (blank) Rev.Dr. 111 111-1111 I

Already 

pd $10

Already 

pd

Sam Longername samwise,longername@yahoo.com 234 State st. #4 Chicago IL 61111 Sixth Grace PC Mr 222 222-2222 I

Already 

pd $10

Already 

pd

(blank) Chicago Chapter chicago@email.com 123  4th st. Chicago IL 68888 789-987-6543 C

Already 

pd

Chicago Total

Already 

pd $20

Already 

pd

Dayton Alice Baker abcbane@aol.com 678 Road Rd Dayton OH 44444 Trinity PC Ms 333 333-3333 I

Already 

pd $10

Already 

pd

(blank) Dayton Chapter (blank) 891 Lightly La Dayton OH 49999 (blank) (blank) 444 444-4444 C

Already 

pd

Sara Lee 234 E. South St. Dayton OH 45678 Evangelic PC Ms 234-345-4567 I

Already 

pd $10

Already 

pd

Dayton Total

Already 

pd $20

Already 

pd

Michigan Alpha Presbyterian Church alphapc@newsite.org 234 Any Warren Mi 48000 Trinity Community PC Mrs 555 555-5555 IMP

Already 

pd $50

Doris Gama dgam@noname.com 3142 Blvd Detroit Mi 48999 Calvary PC Ms (blank) LT-Renewal $10 $15

Jim Greek testthisemail@email.com (blank) (blank) (blank) (blank) (blank) (blank) 666 666-6666 LT-Renewal

Name1 Roman nbcpq@igiveup.net 34508 Sample Dr.#C Anytown MI 41111 Calvary PC Mrs 777 777-7777 Y

Already 

pd

Name2 Italy Italy@country.edu 59876 Street La Troy Mi 47777 1st Pres  Birmingham Ms 888 888-8888 I

Already 

pd

Thomas H Sorority sorority@thom.net Oak Street & Main Suburb MI 42222 Calvary PC Rev 999 999-9999 I

Already 

pd

Nme3 Stafford jstafford456@att.net 678 Near Canada Detroit Mi 48888 Broadstreet PC Mrs. (blank) I

Already 

pd

(blank) Michigan Chapter michigan@us.gov 123 Northfield Rd Southfield MI 48888 248-123-4567 C $100

Name4 Gilbert (blank) 34-45 Whatever Detroit Mi 48333 Trinity Community PC Mrs (blank) I

Already 

pd

Michigan  Total $100 $10 $65

(blank) Midwest Region midwest@region.com 666 middle road Midwest MI 12345 444 333-2222 R $100

Region Total $200 $50 $65
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11. Process for Updating Database from Online Report   

A. Download the latest report from the online membership system.   

B. For completeness, confirm that the online report was created after the end of 

the month. 

C. Sort the report by the Membership Enroll Date-1 column so that the most 

recent memberships are at the end of the report.   

D. Update the database using the information on this report for the newly paid 

members.  (lettering change) 

Note:  The dollar amount on the file includes processing costs. Do not include processing costs 

on the database.  Costs to be used can be found  in the Instructions tab of the membership 

database. 

12. Sample Online Membership Report 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy:  Only chapters and regions who have paid dues will receive membership 

reports. 
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13. Membership Application 
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Appendix E: CONVENTION  

UNDER REVISION 
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Appendix F:  GENERAL ASSEMBLY EVENT 

1. Sample Budget  
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2. Sample Planning a Function at GA Booklet 
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3. Sample Program  
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4. Sample Final Financial Report to Board of Directors 
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Appendix G:  1988 MISSION DESIGN (part 1) 
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Appendix G:  1988 MISSION DESIGN (part 2) 
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