to the

OPERATIONSNd
PROCEDURES MANUA

National Black

Presbyterian Caucus
JUNE 2021




APPENDIX
TABLE OF CONTENTS

APPENTIX Al REAGC ... ettt et b e s e bbbk s n e D as

F Y o] L= Lo (D q = S O TN o U £ o USSP o I
AppendixX C: FINANCIAI SECHON. ........cooiiiiiii e eeeeeeeee e eeerre e et eeeenee e e e e e e e e e eneeeiOhe

Voucher Form.. e emmmeemeeetiteetetiseetmemmmsseseessttnieetttnimnnannnnttaeetrtneeesrnnnnnannes O
Record of Destructron Form SRR © D
Inventorle
Depreciation FOIMMB.........cuuuuiiuiiiiieeeieiiiiiiissmmmmmmmmeeeeeesnnnn s smmmmmmmmeeesesennnennnn L0

HwbN e

Appendix D: Membership SECHON..........coooii i eeeeeeeer e eeeeeeeees e eeeeeeeeen e L

1. Process for Preparing the Database forthe Yea............c.oooovviieecciie a2 11

Process for Updating the Membership Databas...............ccoooevieeeemereiiciniieeeeennn 11

Process for creating thankyou letters, email

addresses, labels, and membership cards..........ccooooviiemccciiiie e 12,

Sample Letter... PP PPPPPRPPRRIN ko

Sample Membershlp Cards PSPPSR I o

Sample Labels... 16

Gold Lietime Membershrp Card SRR X o

Process for Generating Chapter & Reglon Membershrp Reps)rt ........................... 17

Process for Generating Membership Counts................ueviicccccccceeeeeeeiviiiiiiicccceene.. 19

10 Process for Generating Rebate Repart... U IUPRRPID24 § I8
11.Process for Updating Database from Onlrne Reporj; ............................................ 25....
12. Sample OnlineMembership REPOIt...........cooiviiiiiicceeeeeee e eeeeemmee e 2D
13. Membership APPICAtiON ..........ccooiiiiiiiiiiereeeeee e eeeeme e eeeennnme a2 20,

W N

© 0N Ok

Appendix E: CONVENLION..........ccooeiiiiiiieeeeereere e eeeeeeeeevveeeeeeeen e eeeeeeeeeen UNDER REVISIO R 7)
Appendix F: General ASSEMDBIBVENL..............oiiiiiiieeee e enreeennne a0 28,

SampleBudget... T PP PP PPPPPPPPPPRR o |
SampIePIannrng a Functlon at Gbooklet P UPPRRPPPPD L o
SampleProgram... PTG |
SampleFinal Flnancral Report to Board ofDrrectors ............................................... 41...

e

Appendix G 1988 MISSION DESIGN .......cciviiiiiiii s ceceemmeie e e e e evvimmeenmme et e eeetn e e s semmmmnnneesennn e e A2



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 workfdhe church in society.

The committee monitors the implementation of policies adopted by the church that impact the quality of
1TEEA T £ PATPI A T £ Al 11T OOriahizativk thr Ms&ioMD B.FREAG allvodates f@d E A >
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 asgues 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 Genal 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 Assémh U AT A EOO AT i1 EOOAAO 11 1T
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-tgpdate and accurae
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 strongrophetic witness to the church and

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

In 1994, the 208" General Assembly agreed to the following:

To ensure advocacy and monitoring functions in the areas of Racial Ethnic Mitties and Women's
Ministries the GAprovides for the [Racial Equity Advocacy Committee] and the Advocacy Conmttee for


https://www.pcusa.org/resource/organization-mission-presbyterian-church-us/

7TTAT60 #11AAOT 08 4EAOA Oxi AAOI AAAU Aii i EOOAAO
Committee on Social Witness PolicyMinutes 1994, Part |, p.262).

According to the Presbyterian Mission Agency Manual of Operations 1:

The Racial Equity Advocacy Committee shall have direct access to the General Assembly and the
Presbyterian Mission Agency Board.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 am®rning
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 Cowsel 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) @il 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 Inat
vote.

REAC patrticipates in the work of the Presbyterian Mission Agency Board (PMAB) via the membership of
ITTA 2%w'# 1 AIAAO § A0 AAOGAOI ETAA AU OEA ' Al AOAT |
OOAI EOOEITT 1T & OEOAA 1 Al AAOB®6businedsibdoreqre: PRAB!pror tddachi O A
meeting and may write A&Cs on these items. In some cases, REAC submits new business to the PMAB.

As of the 2234 General Assembly (2018), REAC also has one member (as determined by the General
Assembly Nominating Co i EOOAA AAEOAO 2%! #8680 OOAI EOOETT 1T £ Ol
PC(USA), A Corporation.

Membership

The details of membership specifications were first approved by the 207th General Assembly (1995),
though these specifications have subsequently beervised to facilitate the work of the committee. Un
changed is the specification that the General Assembly Nominating Committee shall nhominate the
committee members.

. Composition of the elected voting membership of the Racial Equity Advocacy Committee dhadnsist of
the following twelve persons:

a. Two African Americans/Black Americans

b. Two Asian Americans

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



https://www.presbyterianmission.org/wp-content/uploads/PMA-Manual-of-Operations-March-2019-v5.pdf

.

c. Two Hispanic/Latino/a Americans
d. Two Middle Eastern Americans

Two Native Americans

Two Membersat-Large elected with consideration forspecial expertise, fasggrowing populations of
people of color/communities of color, geographic diversity, and ethnic balance.

2. Selection of Members from the Caucuses/Councils/Consulting Committees:

One member from each constituency of color named shabe 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)ecognized> National Caucuses, Councils, and ConsulfirCommittees
serving Communities of Color (African Amedan/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 throgh the General Assembly’'s nominating process
to serve a full or partial fouryear 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 fulloice but no vote. Such liaison persons
ordinarily will include represen tatives from the Advocacy Comnittee 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 GARBRC members assigned as liaispersons with other

church entities should not assume roles or rgponsibilities given to those other church entities, uless

doing so supports the REAC's own focused goals and responsibilities as designated by the General As
OAT AT U8 2%! #60 1 EAEOI T O AOA OAODPI T OEAI A sathtd AET O
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 twoyear cycle, REAC will consult with the General Assembly Nominating Committee (GANC) to relay information
OACAOAET ¢ OEA x1 OE AT A £ AOGO T &£ 2% # AO OEAO OEIi Alargei EAI B O
positions.

5 This references the Articles of Agreement 8.2, as well as the General Assembly recognition of the National Middle Eastern
Presbyterian CaucusGAMinutes» 1996 » SECTION TW{Reports » General Assembly Council Part Two National Ministries

Division » lll. Recommendations » A. Official Recognition of the Middle Eastern Cauc@s Background


http://index.pcusa.org/nxt/gateway.dll/GAMinutes%2F40988%2F41283%2F42176%2F42297%2F42298%2F42301

One REAC membeserves 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
2 %! #6 O ORAREAC m®snber serves as a full voting member on the Presign 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 threeames to the General Assembly Nominating Committee, who
will ultimately determine nomination.

REAC members serving dsill memberson other entities are responsible to fulfill the expectations of both
the work of REAC as outlined in this manual as well asat 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 cosgonding 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 workitwstaff to
coordinate the work of the team serving at General Assembly as resource peopi# REAC members with

AOOGECT i AT OO O1 1T OEAO AEOOAE A1 OEOGEAO OEAIT AA EI
seeking racial justice with equity inalEET COh Al OT AAOT AAOGET C 11 AAEAI A
to the work of that entity.
Caucuses

1 National Asian Presbyterian Council (NAPC)

1 National Black Presbyterian Caucus (NBPC)

1 National Hispanic/Latino-a Presbyterian Caucus

1 National Middle Eastern Presbyterian Caucus (NMEPC)

1 Native American Consulting Committee (NACC)
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APPENDIXC: FINANCIAL SECTI®
1. EXPENSE VOUCHER

NATIONAL BLACK PRESBYTERIAN CAUCUS

EXPENSE VOUCHER

Date:

Purpose of Request:

Name of Requester:

E-Mail Address: Phone #:
Check Payable To:

Address:

City: State/Zip:
Amount Requested*:_$ Budget Line:
Requester's Signature: Date:
Authorizing Signature**: Date:

* Supporting documents must accompany all requests for reimbursement.
** Authorizing signature indicates that backup documentation is appropriate and supports the release of funds.

Travel Expenses: Per Diem: NTE Breakfast: $10 Lunch :$15 Dinner: $25

Dates| /[ / \ [/ & |\ & 4 | 4 0 | 1 0 | 1 1| 1

Lodging

Airfare

Taxi/Shuttle/Bus

Parking & Tolls

+ Mileage @ $0.

Miles Driven

Car Rental

Miscellaneous

TOTALS

+ Use IRS Rates to be calculated using the current mileage at the time of filling out this form.

Other Expenses Totals
TOTAL All Expenses $
Less Funds $
(Donation to NBPC) $
m‘ STALREEUND DUE ¢
TOTAL Other Expenses $ b S UE 584

Updated: May 2021 (MEJ/njm)



2. Record of Destruction Form

ITEMDESTROYED HOW DESTROYED DATEDESTROYED

COMMENTS:

NAME (Please print):

SIGNATURE: DATE




DATE:

3. Inventory Form

ITEM/SERIAL #

1 Laptop

DATE PURCHASED WHERE/COST LOCATION/WHO

2 Hard Drive

3 Laptop Case

4

5

1 Laptop

4. Depreciation Report Form

CONDITION DATE BY WHOM

2 Hard Drive

3 Laptop Case

4

5

6

NAME (Please prin}:

SIGNATURE:

DATE

10



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 filwhere YYYY represents the fogposition year.
B. Rename the 2dtab to readYYYY Membership Roster where YYYY represents
the four-position year.
C. Blank out the following cdumns:
i. Cards
ii. Year
iii.  To National
iv.  To Region
v. ToChapter
vi.  Entries in the NOTES column except payments toward life membership.
D.&1T O AAAE OAA OOAOOEIT C xEOE OEA O- Ai AAOOEE
the region tabs, change the year in the spreadsheet to tharrent year so that
each spreadsheet will be populated from the membershimformation entered.

2. Process for Updating the Membership Database

A. Enter the information from the application per theINSTRUCTIONSab 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 theINSTRUCTIONSab in the database

C. For every entry, place a 4osition year in the YEARcolumn for that entry.

D. If an application is received but the amount has not been received from the Mail
AT A "ATE 1 OOEOOAT 060 $ADPi OEO OADO OOh AT ORA
NATIONAL, TO REGION, and TO CHAPTE®Iumns blank. When the Deposit
report is received that contains amounts for this name, update th€O
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 thepbsition year in the
YEARcolumn update theTO NATIONAL, TO REGION, and TO CHAPTER
Al 1 0i1T06h AT A AT OA O NOTEBcoldkrd DWhEnkte Gdplicdtian ET OF
is received, confirm the information, including theTO NATIONAL, TO REGION,
and TO CHAPTERcolumns, d A OPAAOA xEAOA T AAAOOAOUR A
APbl EAAQEINDEEScanini OEA

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 becausginsufficient

11



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 theapplication.)

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

V.
Vvi.

Vii.

The letters are generated in Word.
Make sure the mat current stationery is used by confirming the names
AT A OEA OOECI AOOOAOGG 8
Copy the name and addresses from the database.
Adjust the letter to fit (e.g., grammar, salutation, reference to membership
card):

a. Individual

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

and one letter in a single mailing)

c. Chapters or Region®r

d )1 OOEOOOEITTAI -EOOEITT 0AOOT AOO
Print the letter(s).
If no membership card is required and the entry has a valid email
address, email the letter o the addresseeor else
Mail the letter with the membership card(s), if applicable, to the
addressee.

B. Membershlp Cards

iv.

Vi.

Vii.
Viii.

The membership cardsare createdin Word.
To ensure correct format, use a Word document of existing cards.

}) -0

Confirm the correct expiratol AAOAh 1T £#ZEAAO 1T AT AOGh AT
30AT AET Cb

For Lifetime members who have not completed payment, remove

ADEOAOGET T AAOAh AT A OADPI AAA O- AT AAO E
-Ai AAOo s

Replace the existing name with the name of the curremhember.

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.

Cut the individual cards

- AT AROOEED AAOAO AOA 110 TAAAAA MEl O #E

For new lifetime members who have completed payment of lifetime dues,
obtain the name to be engraved on the lifetime membership card and

12



submitthei A1 A An@nde@nd address to the engraver, who will create

OEA OPAAEAI OCIi 1 Ad Ad@dpiek bl sehdiiel EO AE

invoice to the Membership Chair. Submit a voucher for the cost of the
card, requesting the check to be mailed directly to the engravefhe
engraver is Highest Honor, 34711 Dequinder Rd., Troy, MI 48083. Phone
number (248) 588- 7845. Orders can be emailed to
accounting@highesthonor.biSave the confirmation of work by the
engraver.

X.  For existing lifetime members (members who had received lifetime
recognition in the past, e.g. irough 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 emalil
addresses or a labelile using the Mail Merge Wizard. Make sure you déOT
have your membership file open when executing these steps.

i. Labels
a. Click on theMailings tab at the top of the document.

Click onStart Mail Merge .

Click onStep by StepMail Merge Wizard .

Select document typd_abels.

Click onNext: Starting Document (at bottom).

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

matches the labels you willuse A A OT OOh pd 8 ¢ uvITWwod

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

OK.

Click onNext: Select Recipients (at bottom).

Click onBrowse . Find and doubleclick on the membership file.

i. Selectt Al AAOOEED. QitkdkOAOA G

. Click onFilter .

k. Enter your selection criteria for your labels. (E.g., year = 2017
means active members for 2017). ClickK. The first several
records meeting your criteria will display. You may scroll back
and forth to confirm that the record meets your selection critea.
Then ClickOK.

Click Next: Arrange Your Labels .

. Click Address Block .

SelectNever Include Country/Region in the Address . ClickOK.
Click Update All Labels.

Click Next: Preview Your Labels (at bottom).

Click Next: Complete the Merge.

-0 Qo0 0oT

2@

27T 0 5 3 7

13
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r. Click Edit Individual Labels .
s. SelectAll. ClickOK. 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 theMailings tab at the top of the document.
Click onStart Mail Merge .
Click onStep by Step Mail Merge Wizard .
Select document typeDirectory .
Click onNext: Starting Document (at bottom).
Click on Next:Select Recipients (at bottom).
Click onBrowse. Find and doubleclick on the membership file.
Select- Al AAOOEED. QitckAdkDAOA S
Click onFilter .
Enter your selection criteria for your emails. (E.g., year = 2017
means active members for 2017). ClicOK. Thefirst several
records meeting your criteria will display. You may scroll back
and forth to confirm that the record meets your selection criteria.
Then ClickOK.
k. Click onNext: Write Your Letter (at bottom).
Click onMore 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.
. ClickNext: Preview Your Letters (at bottom).
Click Next: Complete the Merge (at bottom).
Click To New Document.
SelectAll. ClickOK. This step will create a new Word document
containing all of your results.
g. Save the new document giving it a meaningful name

Se@ "o o00C

— —

T o 5 3

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).

14



4. Sample Letter

wRldy

NATIONAL BLACK PRESBYTERIAN CAUCUS

PRESBYTERIAN CHURCH (U.S.A))
National Office: P.O. Box 99696
Troy, MI 48099
248-921-8102

www.nationalnbpc.org

¥

gRESy
S

-~
Q
w»
v
-

3
Hyya®

BOARD OF DIRECTORS May 25, 2020

Teaching Elder Dr. Thomas H. Priest, Jr., Mrs Sally Smith

rervdirg ';st@gmail com l
s .

Ruling Elder Doris Evans, Vice- President
nuidoris@amail.com

Dear Mrs. Smith,

Ruling Elder Lenore Williams, secretary

leefabilli@aol.com
Teaching Elder Dr. Charles Heyward, Treasurer | 1 1S letter acknowledges receipt of your 2020 membership with the

ccheyward1@gmail.com National Black Presbyterian Caucus (NBPC). Your membership card is
Financial Administrator enclosed with much gratitude for your support of NBPC.

Ruling Elder Rosy Latimore

rolatimo2@aol.com

Director, Chapter and Regional Development
Ruling Elder Doris Evans

We look forward to your active participation as we discern and follow
God’s direction in seeking racial justice and equity in our presbyteries,

synods, the PC(USA), and our communities.
Membership Committee

Ruling Elder Stefanie Lewis, Chair . . .. .
stefanielw@aol.com Please visit our website for ongoing information and news about NBPC.

REGIONAL REPRESENTATIVES

Mid-Atlantic - Ruling Elder John Etheredge
Midwest - Ruling Elder Adrienne Adams
Mid-South - Ruling Elder Natalie Toombs
Northeast— Ruling Elder Rasheeda J. Hastings
Southeast - Teaching Elder Dr. Joe Rigsby
West - Ruling Elder Mark S. Jones, Sr.

Blessings,

Thomae . Préest, th.

NBPC REP TO GA Racial Equity Advocacy

Committee (REAC) .
Teaching Elder Dr. Thomas H. Priest Jr. Rev. Dr. Thomas H. Priest Jr.,
AFRICAN AMERICAN CLERGYWOMEN President

Vacant

AFRICAN CONNECTION

Ruling Elder Diana Wright

NATIONAL BLACK PRESBYTERIAN WOMEN (G/Iv arfes ?ﬁ,}’“’ ard
Ruling Elder Dr. Lydia Willingham

CIRCLE OF ELDERS Rev. Dr. Charles Heyward,
Teaching Eider Dr. James Thomas, Moderator Treasurer

SEMINARIAN REPRESENTATIVE

Ruling Elder Theresa Durham

YOUTH ADVISOR

Vacant

YOUTH REPRESENTATIVE % » W%MJ
Ms. Akilah Hyrams

GENERAL ASSEMBLY LIAISON Elder Stefanie W. Lewis
African American Intercultural Congregational National Membership Chair

Support
Vacant




5. Sample Membership Cards

NATIONAL BLACK PRESBYTERIAN CAUCUS

ERIay
B

Esy
an®”

: " i
This certifies that i

Member 1

Is a NBPC member in good standing

David L. Wallace, Sr. Olgie Anderson -Lee
President Secretary
1

Membership Expires: DECEMBER 31, 2016

NATIONAL BLACK PRESBYTERIAN CAUCUS

ERIay
B

Esy
an®”

: " i
This certifies that i

Member 7

Is a Lifetime NBPC member

David L. Wallace, Sr. Olgie Anderson -Lee
President Secretary
I

This certifies that

Member2

Is a NBPC member in good standing

David L. Wallace, Sr. Olgie Anderson -Lee
President Secretary
.

Membership Expires: DECEMBER 31, 2016

This certifies that

Member 8

Is a NBPC member in good standing

David L. Wallace, Sr. Olgie Anderson -Lee
President Secretary
.

Membership Expires: DECEMBER 31, 2016

6. Sample Labels
Mrs. Jane Doe Rev. and Mrs. John Doe Life Church
123 Main St. 456 Main St. 789 Main St.
City, ST45417 City, ST45417 City, ST45417
The Best Chapter Top Regioin Mrs. Jane Doe
1023 Main St. 1123 Main St. 1223 Main St.
City, ST45417 City, ST45417 City, ST45417

7. Gold Lifetime Membership Car d

NATIONAL BLACK PRESBYTERIAN CAUCUS\

‘ This certifies that

g

By Resolution of the
Board of Directors

P P AT

IS A LIFETIME MEMBER

RIAy
b ©

s
% 2
= dllly <

(usn)
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8. Process for Generating Chapter & Region Membership
Reports

A.
B.

Activate the appropriate Region tab in the Excel Workbook.

Place the cursor anywhere in the data part of the report. At the top of the
worksheet will be Pivot Table Tools. Click onOptions. Then click onRefresh.
The report will be updated with the latest information entered into the
membership roster. The ifflormation will be based on those entries with the
non-blank YEARcolumn.

Update the date of the report.

Save the workbook.

Since this is the official database, and to avoid potential corruption of the master
information, it is strongly recommended that anyreport 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.

Include the Church column, an@xclude the financial information columns
onward.

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

Landscape orientation.

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

Then print the chapter report using the landscape orientation.

Set up the print to make all columns fit on one page. The use of 8 ¥z by 14 paper
will be easier to read. If 8 %2 by 11 paper is desired, the result may be more
difficult to read because of the size of the print.

17



A Sample Membership Report

Region |Midwest As of February 31, 2099

Chagter Postal Membership
First Name Last Name E-mail Address Address City |State| Code | ChurchName | Tite | Phone Type

Chicago  |Jane Doe Jane.doe@email.org 123 Main st Chicago | IL | 66666 |(blank) Rev.Dni1t 1141111 |
Sam Longemame samwise,longemame(@yahoo.cof@34 State st. #  |Chicago | IL | 61111 |Sixth Grace PC Mr|222222-2222) |

Chicago Total

Dayton  (Alice Baker abchane@aol.com 678 Road Rd Dayton | OH | 44444 |Trinity PC Ms |333333-3333| |
(blank)  |Dayton Chapter (blank) 891 Lightly La Dayton | OH | 49999 |(blank) (blank)444 444-4444)  C

Dayton Total

Michigan Alpha Preshyterian Chur¢hiphapc@newsite.or 234 Any Warren | Mi | 48000 |Trinity Community PC Mrs {555555-5555|  IMP
Doris (Gama dgam(@noname.com 3142 Blvd Detroit | Mi | 48999 |Calvary PC Ms |(blank) LT-Renewa
Jim Greek testthisemail@email.com (blank) (blank) (blank (blank) |(blank) (blank)666 666-6666 | LT-Renewa
Namel  (Roman nbepo@igiveup.net 34508 Sample DrA#C|Anytown | MI | 41111 (Calvary PC Mrs (7777771707} Y
Name2  |ltaly italy@country.edu 59876 Streetla  {Troy | Mi | 47777 |stPres Birmingham Ms |883888-8388| |
ThomasH  (Sorority sorority@thom.net QOak Street & Main  {Suburb | MI | 42222 (Calvary PC Rev (999999-9999 |
Mo [Stafford stafford456@att.net 678 Near Canada  |Detroit | Mi | 48888 [BroadstreetPC | Mrs. |(blank) |
Name4  |Gilbert (blank) 3A-45Whatever  |Detroit | Mi | 48333 [Trinity Community PC Mrs |(blank) |

Michioan Total

18



9. Process for Generating Membership Counts

A. Go to the tab in the database title@lembership Count .
B. Position the cursor on any namer number in the table.
C. Click on the tabOptions at the top of the spreadsheet.
D. Click onRefresh.
E. Change the date on the spreadsheet to the correct dateqof8 ( 8
F. You may save this spreadsheet as a .pdf file and/or as part of the Membership
database and/a 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 CharlestorAtlantic 100
Greater Atlanta 120
Northeast Georgia 50
South Florida 25
Upstate S&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 Report s

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 onOptions. Then click onRefresh.
The report will be updated with the latest information entered into the
membership roster. The infemation will be based on those entries with the
non-blank YEARcolumn.

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 eport 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 therequired cells and set theprint 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@rientation.

lii. These reports will fit on 8 %2 by 14 paper. If 8 %2 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 Y2 by 11 paper is
used.

G. For Subsequent reports for the year:

i. After creating the reports in steps 15, 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
OAl OAAAU DAEAGS

c. Always keep the region entry and the chapter entry. If the dues
had been prevously paid, mark their National value for these
AT OOEAOG AO OAI OAAAU PAEAG S

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

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

Then print the Region report using Ladscape orientation.
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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.

These reports will fit on 8 %2 by 14paper. If 8 ¥2 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 2 by 11 paper is
used.
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Sample First Regional Rebate Report of the Year

Yea | 2%
Region {Midwest s of Fetuary 31, 2009
Z.
N Villgs
Postal Nembershig
Chapter | . . '
FirstName| ~~ LastName E:mal Address Address | Ciy |Siae| Code | ChuchName [T | Phone | Type NATION; REGION CHAPTE
Chicago |Jane ~~ {Doe Jaedoe@emal o Dlnst [ | o6t |k | N U
San (Longemame samise Jongemame@yaoo coff4 Stete st AN, (Chicago | IL | 61011 Sk GracePC | Wr 2222022 | | §B S0 815
N Dues No
Chicago Total ® oW P
Dayon  (Alce  {Baker abchane@aolcom 6i8RoadRd  [Dayton | OH | 444 [Trniy PC Vs 33338 | | B W
(blank) ~ Dayton Chapter ~~~ {{olenk) Q 89LLightyLa ~ [Dayton | OH | 49609 |(oank) (ankjddiddasd)  C | 10
Dyt Tot 0 W W
Michigan Alpha Presyterian Churtisheo: renste o 234 Any Waren | M | 48000 {Trnty Communiy PE Ms (555855555 WP | §5  $10 815
Dois ~ (Gama g @noname.con 3142Bivd Defroit | M | 46909 |Calvary PC Vs {lbank) ~ [LT-Renewy SRS
Jn - (Greek festhisemal Gemal.com (bl (o) - {blenk] (b | olank) (blank]666 666-6666 LT-Rered
Namel  [Roman nbcpu@iieupne 31506 Sample Dr4C{Anytonn | MI | 41111 |Calvery PC Ws {rrmmm Y| S
Name2 ~ (taly kel Geountry ey 5T6Steetla  [Troy | M| 47777 {1stPres Biminghanl Ms (6OBGB.0680| | | 5
ThomasH |Sororty Sonorty Athom.e Oak Sreet & Nain [Subub | MI | 42222 |Calvery PC Rev (10909999 | |
Nme3 ~ {Stafford Isafora 56t net 678 Near Canada  [Detoit | Wi | 46888 |BroadstieetPC | M. {{blank) R
|Name4 Gibert (blank) 345 Whatever  {Detoit | M | 48333 {Trnity Community PE M- {(blank) R
Dues No
chigan Total % o P
Dues No
Region Tot RO[S% P B
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Sample Second Regional Rebate Report of the Year

Ve | 29
Region {Micwest Rebate Report From June - August 2099
Values
Oy Postal Membershig
FirstName| Lt Name E-mail Adress Addess | Ciy |Stie[ Code | ChuchName |[Tdle| Phone | Type [NATION|REGION CHAPTE
Cicago (Jane ~ |Doe Jane.doeemalog 123Main st Chicago | IL | 86686 |(blank) RecDLt ity 1| S5 | S0 | 85
San |Longemame samwise,longemame@yahoo.coffd State st 44 (Chicago | IL | 61111 [SixhGracePC | Mr 222222:2222) | | $5 | S0 | 95
(blank) ~ (Chicago Chapter ~ |chicago@emal.con 123 4t Chicago | IL | 66888 o 1009558 €| S0
Chicago Totd ‘/ 5 | 0 | &0
\ Already
Dajion ~ [Alice  [Baker abchane@aolcon 68RoadRd  |Dayton \@)MMA Tinity PC Mo [R3B33%%] | | 5| 0| p
“ \ Already
(blank)  [Dayton Chapter (blank) 891Light|y» Dayton | OH | 49999 |(blank) (Dlank{édd did-id|  C | pd
Saa  |Lee T‘m. SouthSt  [Dayton | OH| 45678 [EvangelicPC | N (24354567 | | S5 | $10 | S5
Dayton Totd C RIS
Michigan Alpha Preshyterian Churbﬂphagc@newsite.org 234 Any Waren | Mi | 48000 (Trinity Communiy P{ Mrs [555565-5555)  IWP | 850 b3l
Dois — [Gama am@roname.com 31428l Detrit | Mi | 46999 |Calvary PC M |(blank) | LT-Renewq 80 | 8
Jn - [Greek lestisemal @eml.con (blank) (blank) - [blank (blank] |(blank) (blank{G66 6666566 LT-Renewg
Namel  {Roman nbepoligieup.net 34508 Sample Dr4C[Anytown | MI | 41111 (Calvary PC s |mmmm) ¥ |
Name2 ~ [taly Haly@county.ed 59876 Seetla  [Troy | Mi | 47777 (1stPres Biminghan) Ms [6GB868%88) | | 85
Thomas H {Sororiy sorrty @thom et Oak Street& Main [Suburb | MI | 42222 |Calvary PC Rev M990 | | 85
Nme3  (Stafford [safford456@att net 678Near Canada  (Detroit | Mi | 48888 [BroadstieetPC | M. |(blank) || 8
Named ~ (Giloet blank) 3445 Whatever  (Detroit | M | 48333 |Trinty Community PG M |(blank) ||
Dues Not
chigan Total §160 | $10 | Pd
Dues No
Region Tot RO| 80| Pd | $10
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Sample Third Regional Rebate Report of the Year

Year | 209
Region [Midwest Rebate Report From September - November 2099
Values
Chaper | | | Postal | Membershig
First Name Last Name E-mail Address Address City |State] Code | ChurchName | Tile| Phone | Type [NATIONfREGION CHAPTH
Already Already
Chicago [Jane  |Doe Jane.doe@emallorg 123Main st Chicago | IL | 66666 |(blank) Rev.DIUILULANL| | pd | §10 | pd
Already Already
Sam  |Longemame samwise longemame @yahoo.cofd34 State st #4  |Chicago | IL | 61111 |Sixth GracePC | Mr [22220-2| | pd | S0 | po
Already
(blank)  [Chicago Chapter chicago@emai.com 123 4hst, Chicago | IL | 68388 780-987-6543] C pd
L Already Already
Chicago Tota c - pd | §0 | p
Already Already
Dayion  [Alice  [Baker abchane@aol com 678 Road Rd Dayton | OH| 44444 MtyPC Ns 3333333333 | pd | $10 | pd
Already
(blank)  |Dayton Chapter (blank) 891 Lightly La  f\[Dayton | OH | 49999 |(blank) (blank|44d 444-4aa4) - C pd
\ Already Already
Sara [Lee MAE. South St~ {Dayton | OH | 45678 |Evangelic PC Ns [234-345-4567| | pd | S0 | pd
i Already Already
Dayton Tota C pd | S0 | p
Already
Michigan Alpha Preshyterian Churghiohapc @nesite.org 234 Any Warren | Mi | 48000 (Trinity Community PC Mrs [555555-5555|  IMP | pd $0
Doris  |Gama (doam@noname.com 3142 Blvd Detroit | Mi | 48999 |Calvary PC Ms |(blank)  [LT-Renewq| $0 | 95
Jim Greek festthisemail@emall.com (blank) (blank) ~[blank| (blank) (blank) (ak]666 666-6666 | LT-Reneug
Already
Namel ~ |Roman nbepo@igheup.net 34508 Sample Dr4C|Anytown | MI | 41111 (Calvary PC Ms [rrrmm| Y pd
Already
Name2  |taly Htaly@county.edu 50876 Streetla  [Troy | Mi | 47777 [LstPres Biminghan) Ms (883806-8888| | nd
Already
Thomas H |Sorority soroity@thom.net Oak Street& Main |Suburb | M | 42222 |Calvary PC Rev 999.999-9999| | pd
Already
Nme3  |Stafford [stafford456@att.net 678 Near Canada  |Detroit | Mi | 48888 |BroadstreetPC | Mrs. |(blank) | pd
(blank)  |Michigan Chapter ~ [michigan@us gov 123Northfield Rd ~ |Southfield MI | 48838 213457 C | $100
Already
Named  [Gilbert (blank) 34-45Whatever  [Detroit | Mi | 48333 [Trinity Community PC Mrs |(blank) | pd
ichigan Total §100 | §10 | $65
|(b|ank) |MidwestRegi0n |midwest@regi0n‘c0m | 866 midale road |Midwest| M | 12345| | |444333-2221 R | $0
Region Tot $200 | 80 | 865
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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 thevlembership Enroll Datel 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 innsteuctionstab of the membership
database.

12. Sample Online Membership Report

National NBPC Member Export List

March 12, 2021 (Unused fields have been hidden. This sample divides file into.2 parts)
Last Name Hist Middle P.referred Member E-Mail Address Line 1 ‘ Primary Phone
Name Name |Title |

Jones Sharon A Rev. sjones01@email.com 1225 Main Street #2  Sensible PA 11111 (111)121-1111
Mission Church ‘Mission@thischurch,orq P.O. Box 456 Churchway OH 22222 (222)222-2222
Samson Mann Mr. TheMann@123.com 6123 Manly Dr. Malesville NC 33333 (333)333-3333
Timely Lesson N Mrs. Lesson@testit.net 222 Lesson Ct. Teaching AC 44444 ((444)444-4444
Way Done Dr. Drwaydone@cooked.com 111 Way Down South Southfield KY /55555 [(555)555-5555

Membership | Payment

| Membership Level
| Enroll Date-1 | Amount it

Church Name|Region Selection-1 Chapter Selection-1

New Church Northeast Region Northeast Region | Pittsburgh 12/07/2020 52.38 Individual Membership (2021)
Institutional / Individual Mission

Midwest ;c::::;s;tieizar?olnl)lag‘or:l = 12/07/2020 104.75 paitiar (IMBYL Chiirel L
Old Church  Mid-Atlantic Region "~ °™" £ anotte | 12/09/2020 | 52.38 Individual Membership (2021)
First Church Southeast Region Southeast Region | Alabama 02/05/2021 52.38 Individual Membership (2021)
Last Church  |Southeast Region Southeast Region | Louisville 02/12/2021 52.38 Individual Membership (2021)

Policy: Only chapters and regions who have paid dues will receive membership
reports.
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13. Membership Application

NATIONAL BLACK PRESBYTERIAN CAUCUS (NBPC) ,&%% 40N
2 2
2021 APPLICATION FOR MEMBERSHIP s 5 =

www.NationalNBPC.org
"The Black Family, Congregation, and Community in the
Presbyterian Church (U.S.A.): Navigating Identity, Equity, and Economics"

Check only ONE BOX below for your MEMBERSHIP selection: Today’s Date:

oung Adult (Ages 18-25 years

$25
Youth (Ages 12-17 years

g Colleg((e /gUniversityY ) Includes: National, Regional, and Local Dues
[ Seminary

ifetime Membe;sh'i;; N This is a ONE-TIME Investment when paidin full. i S 1,666“

Benefit: Pay ONLY Regional and Chapter dues in the subsequent years. --> $25

O Chapter Dues

itutional Mission Partner (IMP) Institutionz Enter Amount

hurch Congregational Size Partnershij Below From

The Schedule
resbytery 1to75 $100
vnnd I$ 76 to 150 On The LEfl’
General Donation to National for Ongoing Expe $

e all checks and money orders payable to:

National Black Presbyterian Caucus (NBPC) Check Number:

ne:

ferred Email Address:

ion: apter:

Major / Concentration:

Mail / Forward Membership Application, Dues, and IMP Contributions to:
NBPC Memberships
P.O. Box 99696 | Troy, Ml 48099

Direct questions to: membership@nationalnbpc.org or (248) 921-8102 RETAIN COPIES FOR YOUR RECORDS

As a 501(c)3 organization, membership dues are not tax deductible, while donations are deductible for tax purposes.
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Appendix E: CONVENTION

UNDER REVISION
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Appendix F: GENERAL ASSEMBLY EVENT

1. Sample Budget

Income

Total Income

Expense

Total Expenses

2016 GA Dinner Budget
Rosy M. Latimore, chair

GA Tickets, 100 @65

Misc. Income
Sponsors
Donations
Door Ticket Sales

Dinner Program
Speaker
Music

Planning Committee Expense
Air Travel
Hotel

Dinner Printed Programs
Dinner Advertising
Bookmarks

GA Printed Booklet Fee
GA Ticket Service Fee

Dinner 100 @ $45.00

Hotel Service Fee 24% x $45.00

AN
Piano

$6,500.00
$2,330

$600.00

$770.00
$450.00

$200.00
$200.00
$35.00
$25.00
$520.00

$4,500.00
$1,080.00

$250.00
$200.00

$8,830.00

$8,830.00

The dinner cost is estimated as we have not received the hotel fees at this time.
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2. Sample Planning a Function at GA Booklet

222™ General Assembly (2016)
JUNE 18-25, 2016 - PORTI.AND, OREGON

PLANNING A FUNCTION

At the General Assembly for meetings, meal events, receptions, and other functions sponsored by synods, presbyteries,
seminaries, affinity groups, PCUSA agencies and committees, etc.

October 26, 2015
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FROM THE STATED CLERK

On behalf of the Stated Clerk of the General Assembly, Gradye Parsons, thank you for your interest in
sponsoring a function at the 222™ General Assembly (2016) in Portland! Before completing the request form,
please be sure to review the information in this document.

CONTENTS:

Timeline and Deadlines page 2
Function Sponsor Eligibility page 3
Types of Functions page 3
Choosing a Date and Time page 4
Locations page 5
Function Location Assignments page 6

Off-site Functions page 6
Working with Hotels and Caterers page 6
Function Descriptions page 7
Ticket Sales page 7
Costs and Fees page 8
Payment and Billing. page 9
A Word about Music and Other Copyright Issues page 9
Instructions for Completing Function Request Form page 9
Risk Assessment and Liability Issues for Function Sponsors page 10
Risk Assessment Tool for Function Sponsors page 10
Function Request Form Attached

TIMELINE AND DEADLINES:

December 1 Function requests due

December 14 Function descriptions due

January 19 Ticket prices must be confirmed

February 23 G.A. Registration and Ticket Sales Open

March 23 Registration deadline for sponsor representatives (see page 3)
April 25 Confirm menu selection with caterers, room set, A/V needs, etc...
May 13 G.A. Hotel Request Deadline

June 3 G.A. advance ticket sales close

June 10 Deadline for finalizing on-site ticket sale requests

June 17 On-site Registration and Ticket Sales Opens

Questions? Please contact the General Assembly Meeting Service:

Andrew.Yeager-Buckley@pcusa.org ¢ 100 Witherspoon Street, Louisville, KY 40202

FAX: 502.569.8642 * Phone: 888.728.7228 x5419

Planning A Function 2 10/26/2015
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THE BAsICs

This information and the Request for Function Space form, is for G.A. boards, agencies, departments, committees, mid
councils, seminaries, affinity groups, and others that plan to sponsor a meeting, meal, reception, or other function
before or during the 222™ General Assembly (2016) in Portland.

Please follow these procedures to request a location in the convention center or an assembly hotel, and/or to have the
function listed in the assembly schedule, and/or to arrange for the G.A. Meeting Service to handle ticket sales for the
function. Briefly, the steps are:
¢ Determine the preferred date and time, anticipated attendance, etc. for your function (see next page regarding
the assembly docket, etc.).
e Complete the space request form by December 1, 2015.
http://pcusa.functiontracker.com/public/v3/enquiry.php
e The G.A. Meeting Service assigns a location, notifies the sponsor, and provides information on contacting the
venue to proceed with selecting menus, and other arrangements.
e Provide a concise description of the function for inclusion in the assembly registration materials (see page 7 for
instructions). Due by December 14, 2015.
e Ticket prices (if applicable) must be confirmed no later than January 19.
* More information on follow-up procedures (confirming menus and other arrangements, setting guarantees,
etc.) will be distributed at a later time.

Assembly registration information — including descriptions of the functions arranged for through G.A. Meeting Service —
is available to assembly participants when registration opens on February 23, 2016.

FUNCTION SPONSOR ELIGIBILITY

Any G.A. board, agency, ministry, department, committee, mid council, seminary (PC{USA) or other), college, affinity
group, or other organization is eligible to sponsor a function or request space in one of the assembly facilities for
meetings/gatherings.

Organizations sponsoring functions at the convention center or assembly hotels, or otherwise utilizing the services of
G.A. Meeting Service, must register at least two of its members as assembly participants. The organization staff or
member who is the on-site contact for its sponsored functions, and at least one other member of the group, should
register in advance through the G.A. Meeting Service. Because deadlines for requesting and assigning space and the
publication of the registration materials precede the opportunity for registration, the G.A. Meeting Service reserves the
right to cancel space assignments and suspend ticket sales for functions sponsored by organizations that decline to
complete advance assembly registration for designated personnel by March 23, 2016.

TYPES OF FUNCTIONS

Many types of functions take place during General Assembly:
* Meetings (open to the public, or by invitation only)
e Lecture or presentation
e Meals - buffet or plated

Worship

Concert

Celebration, party or dance

Reception

And more!

e & o

Some groups request a meeting room for the duration of the assembly, with a 24-hour hold, for offices, daily staff
meetings, etc. If rooms are available to be allocated for such purposes, the group should expect to spend a minimum
amount in food and beverage, or incur room rental charges. Another option is to request a suite at one of the assembly
hotels. Contact Deb Davies (deb.davies@pcusa.org) for information about availability and rates.

Planning A Function 3 10/26/2015
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CHOOSING A DATE AND TIME
Below is the preliminary docket for the assembly,-as approved by the Committee on the Office of the General Assembly

(COG.A.

‘Riverside - - ‘Worship in local Bible Study in Bible Study in Ecumenical Phnuy
8:45 - 9:30 8:30 8:30 Service 8:30 9200
9:45 - 10:30 8:30 - 9:45 oty
; m Committee Morming Closing
Opening of 9:30 Meetings V 14:15 Worship
Assembly and = 9:30 11:15 at close of
business

). Note that:

The assembly convenes with Opening Worship at 11:00 a.m. on Saturday, June 18. Riverside Conversations
(discussions on business coming to the assembly) are scheduled for Saturday morning (8:45 a.m. to 10:30 a.m.
and all commissioners and advisory delegates are expected to attend. Commissioners and advisory delegates are
also expected to be present at all plenary sessions and committee meetings (scheduled throughout the week);
sponsored functions that conflict with those meetings will not appear as options for commissioners and advisory
delegates as they register. .

The docket provides for six “group meals” for commissioners and advisory delegates; avoid these times if you
are planning a meal function to which you hope to attract those attendees.

In addition, Sunday worship for all participants will be at local churches; most will provide lunch following
worship, so Sunday lunch functions are discouraged. The schedule of the services and transportation
arrangements are not yet known. Breakfast functions are allowed, but if 2014 is a guide, shuttles to some
churches will depart before breakfast functions end.

Space at the convention center for functions will be somewhat limited between Sunday and Tuesday. However,
starting Wednesday, ample space will be available for functions in the convention center. If close proximity is
important to you, then consider scheduling your function later in the week.

Please note that the reception for the Moderator of the 222" General Assembly (sponsored by the Committee
on the Local Arrangements) might be held on Sunday afternoon at the convention center.

This docket is subject to change.

: 222™ General Assembly (2016)
“The Hope in Our Calling” Ephesians 1:18

Planning A Function 4 10/26/2015
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LOCATIONS

The Oregon Convention Center (located on the east side of the Willamette River) will house the assembly plenary
sessions, all committees, exhibits, G.A. offices, and some functions. The largest amount of additional meeting/function
space has been biocked at the Hilton Portland, located on the west side of the Willamette River just a block away from
the MAX Light Rail service. A limited amount of space is available at the DoubleTree which is located just a few blocks
away from the convention center. The MAX Light Rail runs frequently, with stops at the Convention Center and near all

other assembly hotels.

There is ample space at these facilities for all official assembly meetings and sponsored functions and meetings. To
request space, complete and return the Request for Function Space form by December 1.
http://pcusa.functiontracker.com/public/v3/enquiry.php

On this form, you will provide information on preferred date, time and location, along with anticipated attendance,
room set and A/V needs. You will reconfirm these at a later time. However, please be as accurate as possible about
those plans when submitting your initial request; this helps in assigning the most appropriate space, minimizing the
expense of resetting rooms, maximizing use of AV equipment, etc. The G.A. Meeting Service can provide information on
ticket sales from the last few years for repeat functions.
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FUNCTION LOCATION ASSIGNMENTS
After Function Request Forms have been recejved and reviewed, G.A. Meeting Service will assign each function to a
facility - one of the hotels or Oregon Convention Center (OCC) (except in the cases of off-site functions — see below).

Assembly Hotels or OCC - Function sponsors will receive the name of the property to which their function has
been assigned, contact information for appropriate facility personnel, a menu from that facility (if appropriate),
and a diagram of the facility (if available). Function sponsors are then responsible for contacting the appropriate
facility personnel to select menus. For functions scheduled at the convention center, sponsors will work with the
G.A. Meeting Service staff on room set and A/V needs. For functions scheduled at hotels, sponsors will
communicate with hotel staff on these arrangements. Function sponsors will sign a Banquet Event Order (BEO)
as a binding agreement between the sponsor and the facility.

Off-site Venuies - If you decide to hold your function at a venue other than OCC or one of the assembly hotels,
you are responsible for making contact with, and making payment to, those venues and for all other
arrangements, including any required transportation. You may also be required to provide proof of insurance to
the facility/vendor. To have your off-site function listed in the assembly publications and/or to use the ticket
sale service, you will still complete the Space Request Form, noting the off-site location. Because these off-site
functions do not contribute to meeting the food and beverage minimums that reduce or eliminate the rent we
would otherwise pay for assembly facilities, the G.A. Meeting Service will add a fee of $2.00 per ticket. This fee is
added to the ticket price set by the sponsor and paid by the purchaser on every ticket purchased from the G.A.
Meeting Service (advance and on-site).

WORKING WITH HOTELS AND CATERERS
Other issues related to functions and their locations:
Room Sets and Changeovers R
Rooms are often used for multiple functions in a given day, with little time in between. Even if there is
sufficient time between functions, reset fees may apply for the labor to change seating, staging, etc. The
G.A. Meeting Service works with the assembly facilities to coordinate assignments and room sets so that
the requirements of each group are met. However, to accommodate all uses, some compromises are
"made. For instance, additional tables are usually not removed for smaller functions; or staging and
screens will stay in place if they will be used by most of the functions scheduled in that room. Groups
with unusual set-up requirements may incur reset fees; a group that rearranges a room on its own will
be charged the cost of restoring the set for use by the next group.

Location Changes
Meeting room assignments are NOT guaranteed — when a function’s anticipated attendance, set up, or

A/V needs change, or other situations arise, it may be necessary to revise meeting room and (rarely)
hotel assignments. Every effort is made to confirm these before the assembly Program and Schedule of
Events go to print, but changes sometimes have to be made after that time (in this case, G.A. Meeting
Service will provide a means by which to communicate all changes in location). Organizations that send
out their own advance publicity are advised to list only the hotel/facility, not the specific room
location.

Caterers
Whether your function is at the convention center or one of the hotels, you must use that facility’s in-
house caterer for any food and beverage — even coffee service. You may not bring in food or use a
different caterer.

Menus — The catering contact at the assigned facility can help with suggestions for keeping your function
within budget. Select your menu as early as you can, and not later than April 25. The caterer will send
the banquet function order to the designated planner for each function. Review it carefully and sign and
return it with any revisions, etc. Some caterers are not able to guarantee their 2016 prices until late

Planning A Function 6 10/26/2015
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December 2015; current menus for that facility are provided as a guide, but be aware that prices may
increase slightly. Hence, there.is a later deadline (January 19) for reconfirming ticket prices with the G.A.
Meeting Service.

Guarantees —The final guarantee, provided to the facility, for the meal count is usually due at least three
(3) working days prior to the function. If your actual attendance is lower, you will still be billed for the
guarantee number. If a final guarantee is not given by the deadline, the hotel will charge you for the
estimated attendance as listed on Banquet Event Order that you sign. If actual attendance is higher than
guaranteed, you will be billed for the number of meals served.

FUNCTION TITLE AND DESCRIPTION

A concise title (not to exceed 90 characters) and description (not to exceed 50 words) of your function are due
December 14, for inclusion in the Schedule of Events and the ticket-order process. Do not mention the title, day, date,
time, ticket price, or location in the description as that will automatically be included in your listing. G.A. Meeting
Service reserves the right to edit your description as needed for use in any of our publications.

TICKET SALES

The G.A. Meeting Service operates an on-line ticket order system in conjunction with assembly registration, as a service
to event sponsors that charge a fee, and/or who need an accurate attendance count in advance. Registrants may select
from the available activities as they register, order tickets for a spouse/guest, and pay the fees by credit card, e-check,
check, or budget code. The tickets are printed with the participant’s assembly badge and distributed at on-site
registration.

Numbers of Tickets for Sale — Function sponsors determine the maximum number of “tickets” to be made
available for sale for their function

Costs of Ticket — Function sponsors determine the ticket price (by January 19). If your intention is to cover all
function expenses through ticket sale revenue, then be sure to include the costs of A/V equipment, speaker’s
fees and expenses, complimentary tickets for staff, VIPs, and press, as well as any other expenses, when
calculating your costs. in addition, remember to add a service charge (up to 24% at most venues) to the meal
costs. The state of Oregon has no sales tax.

Registration and Ticket Sales — Registration will open February 23. It is NOT necessary for an individual to
register in advance for the assembly to purchase tickets to assembly functions. Advance ticket sales end on June
3, to give G.A. Meeting Service time to communicate final sale numbers to sponsors, and to prepare to print
tickets that are distributed at registration and sold on-site. The G.A. Meeting Service also operates on-site ticket
sales — each sponsor will have the opportunity to determine whether to make any tickets available for sale on-

- site, and if so, how many (June 10 Deadline).

Complimentary Tickets — Some sponsors make some “complimentary” tickets available to their staff, speakers,
press, or others. The G.A. Meeting Service does NOT manage complimentary tickets. Every ticket ordered
through the G.A. Meeting Service must be paid for, and the ticket sales total that is provided includes only ‘paid’
tickets. Function sponsors may purchase tickets through the G.A. Meeting Service for guests for whom they
want to provide complimentary tickets. Or they may print and distribute their own complimentary passes, or
maintain a list of those who will be admitted without tickets, etc. The sponsor must remember to add the
number of these “complimentary” meals to the final ticket sale number when providing the guarantee to the
caterer.

Cancellations ~ The G.A. Meeting Service policy is that there is no refund for individual ticket orders cancelled
after the June 3 advance ticket sales deadline. This protects sponsors who are providing guarantees to the
caterers, and counting on the revenue. Ticket purchasers who request a refund after that date will be referred
to the function sponsor.
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CosTs AND FEES

Hotel and Convention Center Costs

Room Rental — Hotel meeting room rental charges are generally waived for functions scheduled through
the G.A. Meeting Service, because of the room blocks and overall food and beverage expenditures.
There may be exceptions for certain types of functions — particularly for non-meal functions that
produce no revenue for the facility.

Food & Beverage — Function sponsors are often shocked the first time they see catering menu prices at
convention centers and assembly hotels. Caterers have exclusive contracts and function sponsors must
use them if they plan on having any type of food or beverage. Review menu prices carefully — a la carte
is often more expensive than set meal prices, but also know that many caterers will work with you if you
have a special menu in mind or you are looking for a more reasonable price point.

A/V and Special Set-ups - There is generally no charge for tables and chairs for typical room
arrangements. Staging and lecterns often incur an additional cost; A/V equipment (screens, projectors,
microphones, flipcharts, etc.) always incur additional fees. Every effort is made to assign consecutive
functions with similar needs for staging, lecterns, and AV equipment to the same location so that the
cost of such equipment can be shared. This is to the advantage of the function sponsors, but it makes it
difficult to predict the exact cost in advance.

Service Charges - Food & beverage costs and A/V rental charges are also subject to a 24%
(approximately) service charge. Some A/V companies charge for labor for setup/ teardown in addition to
the service charge.

Sales Tax:

As in the rest of Oregon, there is no sales tax or food and beverage in Portland.

G.A. Meeting Service Fees

Function listing fee — $25 per function, applied to each agency/organization that wants its function(s)
listed in the official General Assembly publications. This fee covers listings in the advance assembly
registration information and ticket order form, the General Assembly Program, the event mobile app,
and the pocket “Schedule of Events.” This fee also applies to each “repeat function” (those functions
that are repeated more than once but with the same title and description) as well as non-ticketed
functions.

Ticket fee — 8% on each ticket, rounded to the nearest dollar, with a minimum fee of $1, added to the
ticket price set by the sponsor and paid by the purchaser on every ticket purchased from the G.A.
Meeting Service (advance and on-site). This fee helps cover the staff costs of processing the orders, and
such expenses as credit card fees and toll free telephone calls (See Ticket Sales on page 6.)

Off-site function fee (for functions planned at facilities other than the convention center and assembly
hotels- see below) — $2.00 per ticket, added to the ticket price set by the sponsor and paid by the
purchaser on every ticket purchased from the G.A. Meeting Service (advance and on-site). This fee
recognizes that off-site functions do not contribute toward the guaranteed food and beverage
minimums imposed by hotels and the convention center and is in addition to the 8% ticket fee.

On-site Sales Ticket Fee — $2.00 additional for each ticket sold on-site at registration during the assembly
and paid by the purchaser. This fee helps defray the costs of the on-site ticket sales operation.

Presbyterian Mission Agency (PMA) Cost Allocation Fee —

For PMA-sponsored functions only - the PMA cost allocation percentage for the sponsoring PMA mission
area applies to ticket fees collected for that function, whether paid by credit card, budget code, etc. If
you have questions about the rate for your area please.contact your budget officer.
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PAYMENT AND BILLING &l

Food and beverage, A/V, and most other costs related to functions that are held in the convention center or an assembly
hotel are billed to the assembly’s master account. Sponsors are not required to make separate direct billing
arrangements, pay the advance deposit, or make any other types of payments to the hotel or vendors.

G.A. agencies, ministries, boards, committees, etc. will provide two budget codes — a revenue account for the
ticket revenue, and an expense account for expenses. Following the assembly, ticket revenue (less the G.A.
Meeting Service fees and the PMA cost recovery fee) will be credited to the revenue account. As vendor invoices
are settled, these expenses (food and beverage, A/V, etc.) will be charged to the expense account.

All other function sponsors — Following the assembly, G.A. Meeting Service will provide a statement of expenses
and revenue. Most of the proceeds from ticket sales are used to pay the facilities, caterers and other suppliers
directly for actual charges for your specific function. If revenue from ticket sales for your function does not cover
all expenses related to your function, you will be invoiced for the balance. If revenue exceeds expenses, you will
receive a check for the difference.

Music AND OTHER COPYRIGHT ISSUES

Organizations sponsoring functions that include the presentation of live or recorded music or provide a program that
includes the publication or duplication of music should follow all guidelines and laws regarding copyright of printed
material, performed and recorded music, playing of videos, etc. Organizations requesting space are responsible for
ensuring adherence to all copyright laws.

INSTRUCTIONS FOR COMPLETING REQUEST FOR FUNCTION SPACE
Functions sponsors must submit requests for function space by completing the fill-able web form at

If you have any questions or need further information, please contact Andrew Yeager-Buckley at Andrew.Yeager-

Buckley@pcusa.org.
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Risk ASSESSMENT AND LIABILITY ISSUES FOR FUNCTION SPONSORS

Concerned about the safety of participants to.the many functions at the General Assembly, as well as the risk to which
function sponsors may be exposed, the Office of the General Assembly is encouraging function sponsors to review plans
for their functions in terms of risk. Function sponsors are encouraged to utilize the Risk Assessment Tool for Function
Sponsors to help to understand the level of risk your particular function may pose. If your function exposes your
organization to high enough risk, you may consider consulting with your organization’s insurance carrier, purchasing
special event insurance coverage from an insurance broker, or consulting with legal counsel.

G.A. Meeting Service offers the Risk Assessment Tool for Function Sponsors (below) as they consider the risk related to
their proposed function.

If our function meets any of the seven conditions below, then we are encouraged to consult with our insurance
provider and/or purchase function specific event insurance:

Is our function specifically designed for youth or children (under the age of 18) to participate?

Is our function at an off-site venue, and is the food and beverage being provided by someone other
than the approved caterers at the OGA contracted facilities?

Is our function featuring medical tests, vaccinations, or taking samples of bodily fluids?
Does our function require strenuous physical activity?

Will our function have an open bar or cash bar for alcohol purchases?

Does our speaker require security personnel (armed or unarmed) of any kind?

00000 0o

Will protesters likely be present at our function?

Further, if our function meets 6 of the 9 additional conditions below, then we are encouraged to consult with our
insurance provider and/or purchase function specific event insurance:

Does our function feature food and beverage?

Will our function require a stage or rigging of any kind?

Is our function anticipating more than 100 attendees?

Will children and youth(under the age of 18) be involved as participants, leaders or performers?
Is our function being held offsite - away from OGA-contracted facilities?

Is private or contracted transportation required for participants to attend our function?

Will the mobility of participants be limited in some way (through low lighting, steps, set-up, etc.)?
Is our organization separately incorporated?

Does our function require that electrical service be provided for each participant?

OO0000aoa

Planning A Function 10 10/26/2015

38



3. Sample Program

LO®K. L STEN. MAGINE. ACT.

222" GA National Black Presbyterian Caucus Dinner
Monday, June 20, 2016
5:30 PM -7:30 PM
Double Tree Hotel
1000 NE Multnomah St.
Portland, OR 97232

KEYNOTE SPEAKER: Registration Information:
The Rev. Dr. David L. Wallace, Sr., President Cost: $65
National Black Presbyterian Caucus Register through GA Registrations

Tickets NOT available at the door
Deadline: June 1, 2016
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NATIONAL BLACK PRESBYTERIAN CAUCUS DINNER PROGRAM

JUNE 20, 2016 e 5:30PM TO 7:30PM

Gathering Music
Welcome
Invocation
BUFFET DINNER IS SERVED
(Tables are directed)
Dinner e Music
Acknowledgements
Recognition Awards

Introduction of Speaker

Keynote Speaker

“WHAT IS THAT IN YOUR HAND”
EXODUS 3:1-11; 4:1-5

Acts 2:42-47
Musical Selection
Closing Remarks
Closing Prayer
FELLOWSHIP

Charlie Brown Trio

Elder Rosy M. Latimore
NBPC Board of Directors ,

The Rev. Aleida Jernigan
Co-Executive Presbyter,
Presbytery of the Cascades
Portland, Oregon

The Rev. Dr. David L. Wallace, Sr.
NBPC President

The Rev. Dr. Rhashell D. Hunter
Director; Racial, Ethnic and
Women's Ministries; PCUSA

The Rev. Dr. David L. Wallace., Sr.

Charlie Brown Trio
Elder Mary Lloyd, MBPC
The Rev. Kevin Johnson, Pastor

Calvary Presbyterian Church
Detroit, Michigan o ASWAP
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4. Sample Final Financial Report to Board of Directors

NATIONAL BLACK PRESBYTERIAN CAUCUS
222 GA DINNER REPORT
OCTOBER 1, 2016-REVISED

INCOME
GA SERVICE CENTER $7,345.00
DOOR TICKETS $1,235.00
MAILED-IN $195.00
TOTAL INCOME S
EXPENSES
MEALS 130 @5$41.40 $5,382
HOTEL SERVICE FEE 22% OF $5,382,00 $1,184.04
GA SERVICE FEE 113@ 8% $565.00
GA FUNCTION LISTING FEE $25.00
AUDIO VISUAL $128.10
COMPLIMENTRY TICKET FEE $2.00
MUSIC $400.00
FLYER DESIGN FEE $100.00
PAPER FOR PRINTING OF PROGRAMS $50.84
TRAVEL & LODGING FOR PROGRAM CHAIR $1,590.32
TOTAL EXPENSES $
DIFFERENCE

THERE WERE 113 GA SERVICE CTR REGISTATIONS, 22 AT DOOR AND 8 COMPLIMENTARY=143.
PROGRAMS & BOOKMARKS PRINTED BY FIRST OF BIRMINGHAM FREE OF COST.
COMMITTEE: ROSY LATIMORE CHAIR; MARY LLOYD, SID BRIT AND ROBERT CAPERS

8,775.00

9,427.30
($652.30)
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Appendix G: 1988 MISSION DESIGN (part 1)
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