
  

 1 

 
 
 
 
 
 

Congregational Leaders 
Handbook 

 
October 2010 

 

  
 



  

 2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   ��������



  

 3 

Table of Contents 
����

Introduction………………………………………………………………. 4 
 
CongregationalChair……………………………………………………....5  
 - Essential tasks……………………………………………............5 
 - Board meetings………………………………………………......8 
 - Congregational meetings……………………………………...  10 
 - Counsel for a new chair……………………………………..… 11 
 - Pastoral leadership: PCRC…………………………………..... 14 
    Transitions…………………………………..….. 14 
                        Credentialing……………………………….........15 
                                  Evaluations………………………………..….... 16 
   Congregational Life Resource Team ....................17 
Office Administrator………………………………………………….....18 

� The Bulletin ……………………………………………..…  19 
Recording Secretary .................................................................................23 
Church Treasurer…………………………………………………...….. .28 

� Filing System ………………………………………….....… 31 
� Remittance Form ……………………………………...….... 32 
� Monthly Operating Guidelines ………………..................… 33 
� Weekly/Monthly     Tasks …………… …………...…..……35 
� Treasurer Resources ………………………………..…....….36 

 
Appendix .................................................................................................38 
 - Behavioral Covenant Example …………………………...…  .39 
 - PCRC Committee job description………………………..........43 
 - Leadership as Partnership between Pastor and Council.............48 
 
Acknowledgements ………………………………………………..….. 50                                                                  
   



  

 4 

       Introduction 
 
Each year most congregations give thought and energy to the choosing of 
leaders. This experience involves responses ranging from enthusiasm to 
reluctance. In some cases seasoned leaders are chosen to carry on and in 
some cases complete beginners are encouraged to give it a try.  
 
Wherever there is opportunity to contribute to the life of the church, there 
is reason to celebrate. Wherever there is willingness to contribute to the 
life of the church, there is reason to celebrate.  
 
This fluid resource is developed in recognition and appreciation of the 
many committed workers in our churches. Hopefully it is streamlined 
enough to be easily accessible, and substantial enough to be useful. 
Updated versions can be found on the MC Sask website.  
 
While this resource primarily addresses the role of the congregational 
chair, there is material that will be helpful for treasurers, recording 
secretaries and church administrators.  
 
Perhaps the best resource is to communicate with counterparts in other 
congregations.  
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        Congregational Chair  
 
“ The people who are most in position to enhance the health of the 
congregation are precisely those who have been empowered to be 
responsible, namely the leaders. They are the chief stewards; they are 
the people who are willing to be accountable for the welfare of the 
congregation. They set a tone, invite collaboration, make decisions, map 
a direction, establish boundaries, encourage self-expression, restrains 
what threatens the integrity of the whole, and keep the congregation’s 
direction aligned with its purposes.”  (Peter L. Steinke) 
 
The duties of a church chair are as variable as are the expectations of 
each congregation.  Some essentials may cross all boundaries.   
 
 Main/Essential Tasks 
 

�   Recognize that you have been selected by a congregation that has 
 confidence in you to serve in this key leadership position. 

�   Encourage other members of the Church Council/Board  to 
 embrace their leadership roles as ones in which they can directly 
 influence  decisions of the Council which are essentially decisions 
 of the church. 

�    View yourself as a servant of the congregation with an opportunity 
 to help do what's best for this congregation using the gifts given 
 to you. 

�   If possible, spend at least one year in advance as a vice-chair to 
 become familiar with the role of the chair and the current issues 
 with which the church is dealing. 

�   If possible, have the past-chair continue to attend council meetings 
 for one year. 
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�   Find a mentor. The past chair might be a good choice. 
�    To strive to co-ordinate the various aspects of the work of the 

 church. 
�    Establish an executive committee of the Board in the event that 

 the whole Board cannot be called to meet and yet some urgent 
 decisions need to be made.  Usually the vice-chair, the secretary, 
 and the Deacon of Finance, and the Chair will constitute an 
 executive committee. 

�    Work closely with your vice-chair and give him/her opportunity to 
 lead some meetings or a part of each meeting. 

�    Prepare yourself to be decisive and to assist the Council in 
 making wise decisions, giving time for ample discussion. 

�    Be informed of the programs of the church/congregation, 
 Mennonite Church Sask, and Mennonite Church Canada. 

�    Ensure that the church has a Constitution and/or a well developed 
 and current Policy Manual of all church operations.  Examples are 
 available from several congregations.  

�    Key policies are:  Personnel-human resources: 
 Pastor/s and staff, Financial, Church organizational structure. 

�    Be familiar with the Budget, setting the annual budget and 
 ensuring the Council is closely guided by it. 

�    Know how to execute effective meetings; be familiar with formal 
 and informal decision making procedures.   

�    Attend workshops, webinars, or leadership courses intentionally 
 developing meeting management skills. 

�   Schedule regular meetings of the Council. Set the schedule at the 
 beginning of each church year and remain diligent and consistent 
 with that schedule.     

�   Connect with the congregation in many ways and different levels. 
 Attend Sunday services regularly and either report directly to the 
 congregation if a local Newsletter doesn't exist or write a Board 
 report for each Newsletter edition keeping it brief but 
 informative. 
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�  Meet with pastor/ regularly...especially

 when setting an agenda for an 
 upcoming board meeting.      

�    Meet with pastor/s often, even if no  
 formal business needs to be attended to.  

�    Be supportive of Pastor/s and 
 staff...always! 

�    Set agenda/s and preside over all full 
 congregational meetings. 

�    Be accessible to the congregation 
 whether by phone, email or in 
 person. 

�     Be prepared to be called upon to 
 represent the church and be its 
 spokesperson at functions or meetings. 

�    Always be transparent. Hidden 
 agendas and behind the scenes 
 decisions only result in suspicion and 
 lack of confidence in the chair and 
 the Board. 

�   Be sensitive to needs and feelings in 
 the congregation.  However 
 do not react too quickly to negative 
 comments, rather try to get  to the 
 root of the issues and deal with 
 that.  Keep confidential items in 
 confidence and be as transparent as 
 possible on all other items. 

 
 
 
 

TIP 
Have council 

minutes posted for 
anyone to read. 

The congregation 
should always 

know what  their 
leadership is up to. 

Transparency is 
vital to a properly   
functioning church. 
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Board Meetings 
 

�  The chair is responsible for setting the agenda and for running all 
 Board meetings. The vice-chair should be available in the event 
 you can't be present.  
�   Prepare Board/Council agenda along with the Pastor/s about 10 
 days to 1 week in advance of the Board meeting and make sure 
 each Board member receives it in advance. 
�  Have adequate and accurate information for upcoming Board 
 decisions available for Board members in advance and encourage 
 Board members to come to Board meetings prepared. 
�  Invite the congregational members to meet Board members 
 informally and get items on to the agenda that are important to 
 them. 
�  Ensure that clear, accurate and organized minutes are kept of all 
 formal  meetings and every Board meeting. 
�   Be respectful of each Board member and always encourage 
 discussion on all matters before calling for a vote or consensus. 
�  Decide at the beginning of your term what Decision process the 
 Board will follow: 
 Consensus and/or Voting.  Both processes will work but 
 authentic consensus can be very time consuming, whereas a vote 
 can be more polarizing at times.  A good rule of thumb is to 
 always call for a vote on fiscal matters as well as matters of great 
 importance.  All Board members have a responsibility to cast their 
 vote or make a consensus decision.  
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�  Give decision making plenty of time.  But, when a decision is 
 required, make it.  Also, recognize that some issues need not be 
 resolved with a definitive group decision...ie., the matter of 
 homosexuality has been a topic of conversation for several 
 decades and can be extremely divisive.  Many churches have split 
 because a decisive moment was arrived at by the congregation 
 with a resulting church division.  Some matters can be left for 
 continued discussion and a peaceful ending decision may be 
 arrived at sometime in the future. 
�   Once a decision has been made by the Board, all members need 
 to support it personally and publicly.  It is not helpful to have 
 Board members speak against decisions of the Board publicly. 
 Their voices for or against must be heard at the actual meeting 
 where the decision is made. 
�  Research shows that for Board members to feel confident to 
 make decisions they need:  
  1)adequate and accurate information, 
  2)open and respectful discussion of the matter/s at hand,  
  3)the best opinions and advice of the pastors-staff-and  
   other persons with relevant expertise, 
  4)  usually the cost implications,  
  5)and how the decision will affect the congregation 
�  Ensure that each board member has been provided with a record 
 keeping system which includes a current calendar, the 
 constitution and  bylaws, job descriptions for  pastor and 
 administrative secretary, any behavioural covenant,  descriptions 
 of duties of reps to outside organizations, etc. guidelines for 
 council members  and for members of the  commissions, whose 
 chairs sit on council, the minutes of meetings.  
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Congregational Meetings 
�  These meetings must follow the Constitution/Policy Manual of the 
 congregation 
�  Agenda/s need to be available to the congregation well in 
 advance, generally three weeks 
�  Set the tone of the meeting through an appropriate opening such 
 as a brief meditation, hymn/s, prayer 
�  Follow rules and procedures of proper public meetings.  Robert’s 
 Rules of Order Newly Revised can serve as a good guide. 
�  Invite participation by everyone present 
�  Have microphones available and accessible. 
�  Always retain respectful decorum and do not accept personal 
 insults or defamatory comments from anyone present. 
�  If decisions are required follow the same procedures as of Board 
 meetings. 
�  Written reports, should include a proposed agenda for the 
 meeting and as much information as possible about any item that 
 will be brought to the congregation for decision.   
�  When possible if the board or executive will be bringing forward a 
 recommendation, include the resolution in the written materials, 
 and ensure that there will be board / executive members 
 available at the meeting to move and second the resolution.  
 Either have another member of the board prepare to verbally 
 explain the resolution, or be prepared to provide the 
 board's rationale yourself. 
�  Our congregation makes significant use of "table discussion time" 
 and reporting from tables on issues discussed.  Congregational 
 chair's job after the table discussions and reporting is to review 
 significant items noted, and either request a motion that may 
 result, or to indicate that the items will be taken into advisement  by the 
 council / board.  It is important to report back to the congregation at 
 some later time, on actions or non-actions by the board resulting from the 
 the discussions. 
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Counsel for  a new chair     
 

�     If possible have a meeting with the or a past chair to learn key 
 elements of the history of the congregation and some of the 
 important and or difficult matters that may be present at the time 
 of the new chair taking office. 

�     Become familiar with key elements of running effective Board 
 meetings. 

�     Keep close contact with the Pastor/s and staff but don't form a 
 perceived coalition with the pastors and staff or the other Board 
 members will feel that they are often facing a team with 
 predetermined decisions in mind. 

�     Since this a servant role with much leadership potential, and it 
 is for the leadership of a church congregation, frequent prayer 
 between meetings and petitions for prayer from others is an 
 important pattern to establish. 

�    Have a sense of humor. Laughter can be very helpful and can 
 ease some serious tensions that are inevitable in this area of church 
 endeavor. 
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�  Become as informed as 

possible and don't hesitate 
to ask for help from those 
in the congregation who 
have the necessary 
expertise and/or 
experience.  They will in 
all likelihood be willing 
to help where possible. 

�   Establish good 
communication with 
other church chairs in 
similar positions.  Helpful 
ideas and support might 
well be available from 
them. 

�  Accept criticisms for 
what they are worth. 
Leadership will face 
these, wherever he/she 
leads 

�  Communicate, communicate, 
communicate. 

�  Enjoy the opportunity. It 
is rare and very 
rewarding.  

 
 
 

TIP 
 Make up a 3-ring binder  for 
each council member, containing 
things like meeting dates,  
current calendar, the constitution 
and bylaws, job descriptions for  
pastor and administrative 
secretary, our behavioural 
covenant,  descriptions of duties 
of reps to outside organizations, 
etc.  
Ask everybody to keep 
the minutes of meetings, etc. in 
their binders, so they always 
know where they are.  Get good-
quality binders, which can be 
passed on to incoming council 
members.  
Ask the commission chairs to 
have copies made for all 
members of their commission and 
go through the guidelines with 
them
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Notes on Communication and Transparency: 
 
Effective Communication is essential,  - and elusive. 
Communication is a two street. Ask a lot of questions, -listen. 
Discuss! Decide! Deliver! 
 
Though all of these have their place, it is not enough to email instructions, 
to talk on the phone and to have monthly meetings.  There are many 
occasions when small groups need to meet to discuss specific issues, when 
one-on-one meetings are what is needed, and times for the congregation to 
meet as a whole.  
 
To ensure transparency, meeting minutes should be made available to all 
who may want to see them. Having a binder in the church library with a 
copy of the minutes of the congregational meetings and the minutes of all 
council meetings is one way to ensure availability of information.   
 
Announcements in the Church bulletin of concerns, decisions and 
successes made by Church Council or members can be helpful for creating 
transparency. 
 
In summary, ask questions and keep people informed. Communicate often 
and in different and many ways.  
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Pastoral Leadership 
A large part of the chair’s responsibility relates to pastoral leadership. This 
includes being attentive to ongoing pastor/congregation relations and 
ensuring that processes are in place in the event of pastoral transition, 
credentialing and leaves/sabbaticals. 
 
PCRC 
Congregations are encouraged to establish a Pastor Congregation 
Relations Committee (PCRC). 
 
The task of this group is to tend to the relationship between the pastor and 
congregation.  A helpful PCRC job description is found at the back of this 
resource.  
 
A congregation may wish to tend to the pastor congregation relationship 
using another method or approach. The key is that something intentional is 
in place.  
  
Pastoral transition 
A congregational chair may have occasion to be involved in a time of 
pastoral transition. This is an important time in the life of a congregation 
and an opportunity for the chair and other leadership to be a non-anxious 
presence.  
 
Transition generally means the ending of a pastor’s time in the 
congregation, an interim period and search, and the entrance of a new 
pastor.  
 
When a leaving has been difficult or when the congregation wishes to 
engage in an intentional process of reflection and looking ahead, then it 
may be appropriate to call a transitional (intentional interim) pastor.  
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Otherwise the interim period may be led by an interim pastor or by 
leadership from within the congregation. 
An exhaustive transition resource is available from the MC Sask office or 
can be downloaded at: 
http://www.mennonitechurch.ca/resourcecentre/ResourceView/23/7801 
An easy first step in the transition process is simply to contact the MC 
Sask area church minister. 
 
Credentialing 
Mennonite Church offers three categories of credentials. They are: 

1. Licensing for Special Ministry, 
2. Licensing toward Ordination 
3. Ordination. 

 
Credentialing is a shared process involving the candidate, the congregation 
and the area church. After discernment with the pastor, a congregation will 
formally request credentialing by writing to the Pastoral Leadership 
Commission of MC Sask. The PLC will interview the candidate and make 
a recommendation. Then plans are made for a service of celebration.  
 
An extensive credentialing packet to assist congregations and candidates 
in this entire process can be downloaded at: 
http://www.mennonitechurch.ca/resourcecentre/ResourceView/23/7802 
Paper copies are also available from the MC Sask office. 
 
An easy first step in the credentialing process is simply to contact the MC 
Sask area church minister. 
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Evaluations 
 
The best evaluative process is to maintain good communication, 
relationships and transparency in all areas of church life. Combined with 
this it is important to occasionally be deliberate about reflecting on the 
overall health of the congregation.  
 
A review of the pastor should always include a review of the congregation 
as well and should address its direction and purpose.  
A considerable resource packet is available that contains a variety of 
models and forms. The packet can be obtained at the MC office or 
downloaded at: 
 
http://www.mennonitechurch.ca/resourcecentre/ResourceView/23/9022 
 
An easy first step in the evaluation process is simply to contact the MC 
Sask area church minister. 
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Congregational L ife Resource Team  
 
MC Sask has a Congregational Life Resource Team (CLRT) that is 
available to assist congregations in assisting congregations with reviews, 
evaluations, visioning, difficult conversations, etc.  
 
The team consists of individuals who volunteer their time, interest and 
skill. Congregations are invited to cover travel costs that may occur during 
a process. Individuals are appointed to the CLRT by the Pastoral 
leadership Commission and work closely together with the Area Church 
Minister. 
 
Contact the MC Sask area church minister to inquire about the CLRT.  
 
~~~~ 
 
 
Resource: 
“The Undifferentiated Leader – the Differentiated Leader”    
From “The Christian Small Group Leader”  by Thomas R. Hawkins Discipleship 
Resources Nashville, TN 2004 
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   Office Administrator  Duties 
 

1. Type and photocopy weekly church bulletin. 
2. Check church email.  Arrange with the pastor that she/he forward bulletin 

announcements to you. Review incoming emails regularly and forward any 
emails that need to be answered by others (e.g. committee chairs, the person 
updating the Canadian Mennonite list, etc.) 

3. Keep the membership list up to date (includes filing transfer information, 
etc.) 

4. Record statistics for annual report book (membership gains and losses, 
average number of attendees at worship services (from a chart completed by 
the ushers), weddings, births. 

5. Prepare annual report book for annual meeting (compile, edit and take to 
printers). 

6. Update phone directory every few years, including updating addresses of 
attendees and resident members. 

7. Update photo directory (approximately once every 5 years, although pages 
are added more often for new attendees). 

8. Monitor equipment (computer, printer, photocopier) for updates, purchase 
toner and paper, call for repairs. 

9. Complete filing tasks as assigned ensuring that   committee minutes are filed 
in the office filing cabinet. 

10. Pick up the mail and process it; check phone messages and email when the 
pastor is away. 

 
Miscellaneous tasks may include checking the bulletin board for outdated 
items, posting new items, occasionally culling old pamphlets from 
magazine rack, getting new phone books annually. 
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The Bulletin 

The following resource on bulletins is taken from a Mennonite Church 
Eastern Canada resource and is presented in the form of questions. 

Use these questions to stimulate discussion within your congregation to 
enhance the impact of the bulletin in your church community.  

What do you find par ticular ly rewarding about the role of " bulletin 
maker"  in your  church? 

·  When it is done!! 
·  Preserving history 
·  Informed about the happenings of congregational life 
·  Satisfaction of having a nice, clean bulletin 
·  Creativity  

  What obstacles do you encounter? 

·  Challenge of not being an attendee but producing the bulletin 
·  Deciding what announcements go in and what announcements 

don't 
·  How to include outside activities when a member is involved but is 

not a church activity 
·  Difficult to please all congregational members - many members 

are involved in many organizations and all would like to be 
included in the bulletin. 

·  One size doesn't fit all with respect to congregations and 
technology, bulletin, communications, etc. 

·  Proof reading our own work 
·  Knowing which announcements can and should be edited 
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·  People don't inform you about the 
announcements 

·  Announcements don't have the detail 
needed 

·  Chasing down the details 
·  Technology frustrations 
·  Do people read the bulletin? 
·  Need to be sensitive to new comers and 

avoid acronyms and inside language   

What do you use for  bulletin covers? 

1.  Some congregations use the Mennonite           
Publishing Network bulletin covers.                
2.  Children’s Art.   
3.  Congregational Contributions 
4.  Church Office Today  - children’s bulletins 
following the lectionary 
5.  Google Search – click on images. Some are  
free. 
6.  Use more graphics at Easter/Christmas.  
 
 
 
 
 
 

TIPS 

Place links to the 
website within your 
weekly emails. 

Use washroom 
space to advertise 
with bulletin 
boards.  

When proofreading 
your own work, 
take a break and 
come back to it 
with "fresh" eyes. 

Join the "yellow 
dot club" -indicates 
on congregational 
member's hard mail 
congregational 
folder that they are 
only interested in 
electronic 
information and no 
hard copy 
information is 
required.
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Who decides what goes into bulletin? 

·  Church secretary alone 
·  Administrator with some pastoral input/editing 
·  Gatekeeper (of information) role - need to be aware of and careful 

What does your  church do with old bulletins? 

·  Archive at MC Sask and/or Heritage Centre  
·  Copy kept at church office 
·  Scan bulletin and throw out hard copy 
·  Historians love this information 

What is the relationship between the bulletin and the bulletin board? 

·  Classic Line - "See bulletin board for more details." 
·  Certain people are assigned to certain bulletin boards. 
·  Bulletin boards can be frustrating - What do you put up? How 

long? 

What is announced in the paper bulletin, and what is announced by 
email? 

·  Same information in both 
·  Congregations have varied percentages of people on email 
·  Mass emails may need to be limited or people will delete 
·  Emergency email/phone trees 
·  Extra reminders by email 
·  Trying to "green up" - weekly email sent to congregants 
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What is the relationship between the bulletin and the church 
webpage? 

·  Have a tutorial during the service 
·  Confidentiality issues on line - some post bulletin in full, others 

delete last names and others ask permission from people 
·  Links from information sheet/bulletin to website to drive traffic to 

website 
·  Password protect areas of website 
·  Maintenance is important 

Is the day coming (should the day come) when the bulletin will be 
replaced by electronic communications, both in worship and in 
weekly email announcements? 

·  It is easier to have a paper copy than to turn on the computer 
·  Bulletin posts easily on the fridge with a magnet 
·  Expect technology to take over but we need to be sensitive to those 

who may not have the resources to acquire the technology. 
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Recording Secretary   
 
Writing a General Meeting Motion 
 
The writing of a motion is an important part of a decision making process 
and doing it well can be a significant contribution to the flow of a meeting. 
A person offering a motion will often rely on the recording secretary to 
formulate it into the final wording. A motion should be as simple as 
possible while still clearly communicating the intent.  
 
Motions  
 identify issues that need to be addressed,  
 state some facts and beliefs about the issue and 
 indicate what actions need to be taken to meet the goal.    

The motion needs a title     e.g.    Motion to Fill Vacant Committee Seat 

A motion has 3 components: 

A. This Meeting Notes...  

This is where you say what the problem is and state some facts to back this 
up e.g.  

1. that Cheryl Chem has resigned from the finance committee due to 
health reasons. 

2.  Her term is up in three months. Whereas Gerry Gary has been an active 
ad hoc contributing committee member for the last year     

B. This Meeting Believes…  
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This is where you say what you think is true about the issue or what might 
happen in the future e.g. 

1. we believe that Gerry would continue to be an asset to the committee as 
an appointed member.  

C. This Meeting Instructs…  

This is where you state what action should be taken if the motion passes 
e.g. 

1. that the council appoint Gerry Gary to fill the vacant position on the 
Finance Committee  completing Cheryl Chem’s term. 

In the records the motion would read: 
 
This meeting notes that Cheryl Chem has resigned from the finance 
committee due to health reasons. Her term is up in three months.  
 
Whereas Gerry Gary has been an active ad hoc contributing committee 
member for the last year we believe that Gerry would continue to be an 
asset to the committee as an appointed member.  
 
This meeting instructs that the council appoint Gerry Gary to fill the 
vacant position on the Finance Committee completing Cheryl Chem’s 
term.        Moved/Seconded/   
  Discussed/ Carried.  
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When writing motions remember to:  
 
Use precise wording 
Use active verbs 
Use an efficiency of words 
Avoid vague, speculative or subjective wording  
Have a thesaurus handy 
  
  
Sample motion: 
  
We move that we try to hire Peter Paul  as our pastor for a trial period and 
that his position be open ended after that but subject to a review every year 
which could be taken from MC Canada resources or... 
  
...better... 
  
Whereas Small Church has conducted a pastoral search, and Peter Paul has 
candidated, the Congregation instructs the Search Committee to offer 
Peter Paul the pastoral position. After a one year trial the position will be 
open ended.  A Pastor/Congregation Review will be completed annually. 
Moved/seconded.  Discussed/carried.  
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Writing of Minutes: 
This article is taken from the CCCC website and is used with permission.  

 
FAQ 36. What issues should be included in the minutes of our board 
meetings? 
 
The structure and style of board minutes depends largely on how much 
your board operates by consensus or formally moves resolutions for 
everything. 
 
Specific issues to consider include: 
 
1. Keep the minutes concise. The decisions of the board need to be 
recorded with sufficient information to permit the reader to understand the 
context giving rise to the decision. You should avoid recording 
discussions that do not lead to specific decisions. Minimize personal 
commentary (e.g. in a discipline or benevolence situation). Remember that 
minutes could become public documents in certain circumstances. 
 
2. Resolutions should be precisely formulated with a minimum of editorial 
commentary. 
 
3. There is no need to include the names of the mover and seconder. 
Moved-Seconded-Carried (MSC) is fine. Board members have the right to 
have their negative votes recorded which should include the reason for the 
request. This may protect them from liability if the decision leads to future 
legal difficulties. Without recording the negative vote with reasons, a court 
would not know who the negative vote belonged to and why he or she 
was against the motion. 
 
4. It is very helpful for future reference to number your resolutions using a 
year-month motion number format (e.g. 07-11-09 is the ninth motion at 
the November 2007 board meeting). 
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5. Minutes should be signed (with a blue pen) after approval, by the chair 
and/or secretary. A permanent set should be kept in a secure and safe 
place. A second copy offsite is a good idea. Minutes are part of the 
organization's legal record. 
 
6. The minutes should identify by name all those present at the meeting. 
They should also clearly distinguish board members from others in 
attendance. Also noting which board members are absent gives further 
clarity. 
�  Canadian Council of Christian Charities, www.cccc.org. Not to be used 
or further reproduced without permission. 
©Canadian Council of Christian Charities, www.cccc.org. Not to be used 
or further reproduced  without permission. 
 
 

Resources: 
  
www.cccc.org/members_faq_show/36      
 “What issues should be included in the minutes of our board 
 meetings.”  
 
Charities Handbook:  Canadian Council of Christian Charities   
 Chapter 25  Record Keeping   
 
The Bulletin  Issue 2:2005  “For the Record: the importance of Good 
Record Keeping”   
 
Robert’s Rules of Order Newly Revised  
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          Treasurer Responsibilities 
 

1.   Meet with the previous Treasurer to review local procedures and to 
 be briefed on any outstanding or existing issues. 
2.   Ensure that signing authorities for banking, receipting, and CRA 
 authorization for information, are current. 
3.   Review the financial statements and Char ity Return from 
 previous year.  Ensure filing with CRA was completed within six 
 months of fiscal year- end. You may, if recently incorporated, be 
 asked to file an annual return and financial statement with the 
 Corporation Board of Sask Justice.        See Resource List 
4.   Ensure payroll and government remittances are up to date.  
5.   Review current insurance policy coverage.  
6. Establish internal control mechanisms that reduce the possibility of 
 mistakes and that guard against fraud and improper behavior.  
7. Ensure Worker ’s Compensation Employer  Payroll Statements 
 have been completed for custodial and office staff as well as any 
 subcontractors used who may not be covered by SWCB. Section 
 3.c of the Act states that clergy are excluded from coverage unless 
 they make specific application and payment.  See Resource List.  
8. Ensure that the Pastor ’s Pay Worksheet, Clergy Residence 
 Reduction, and Request to Reduce Tax Deductions at Source 
 forms have been completed and filed. See Resources. 
9.   Keep accurate records of all monies received and disbursed using 
 Electronic or Journal methods. Establish an organized Chart of 
 Accounts as per Accountant Recommendations. See Resources.  
10.    Reconcile monthly bank statements and correct ledgers as needed. 
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11.    Pay incoming bills and sign cheques in accordance with church 
 policies and procedures and verify the supporting data for each 
 cheque request. Supporting data includes a Requisition form 
 signed by a committee chair,  and supported by invoices and 
 receipts.  File supporting documents, receipts, cheque stubs in an 
 orderly system.  See Resources. 
12. Record each donation on a remittance form, showing donor  
 information, designation of gift, and any advantage received,
 method of payment, cheque information, totals, and Bookkeeping 
 Reference Number.   
 See Resources. 
13.   Keep accurate records of and make regular payments to Health 
 Benefit Providers, Pension, and Long Term Disability Providers if 
 enrolled. These may include but not be limited to Blue Cross, MC 
 Sask and MC Canada  through their brokers. 
14.    Make regular denominational contributions as per Budget to 
 Mennonite Church Sask, Mennonite Church Canada, Mennonite 
 Central Committee, etc.  
15.     Disperse designated donations regularly.  Ensure that at year end 
 all designated funds have been disbursed. 
16.    Within the preferred system of book keeping, record 50% of GST 
 Input Tax Credits for annual rebate application.  
17.  Prepare and distribute quarterly contribution statements to regular 
 donors. 
18.  Prepare and distribute at year end, or throughout the year, 
 Charitable Donation Income Tax Receipts as per the standards set 
 by CRA.   
 See Resource List. 
19. Work with the Finance Board Chair to ensure financial reporting 
 and budget processes are included in the board agenda planning. 
20.  Make monthly and annual reports to the Church Council and to the 
 Finance Committee.   
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21.  Keep church staff and appropriate committees informed of any 
 trends or changes in fiscal matters. 
22.  Suggest possible investment opportunities concerning any funds 
 the church wishes to hold. 
23.  Submit accurate financial records for annual audit or review 
 according to church policy to an independent source.  See 
 Corporations Act 1995 General Information. See Resource List.  
24.  Train an associate treasurer selected by the church. 
25. Participate in training Webinars through CRA, CCCC, and MC 
 Canada Pension and LTD brokers.  See Resource List.  
26.  Provide “Record of Employment”  to CRA and employee whenever 

 employment is terminated 
27.  Inform MC Canada and MC Sask of any employee terminations 

 ensuring that Premiums are discontinued and Pensions are 
 transferred. 

28.  Pay rental stipend to Custodian (and Sound Technician if required) 
 for any rentals where these services have been used. 

29.  Order cheques, deposit books, MC Sask Remittance Forms.  
30.  Keep annual financial files in a safe/dry location as per CRA 

 guidelines, six years plus the current.  
31.  Make and store electronic back up files of financial records.  
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Filing System Example: 
 

 
 

Month File Folder. 
 

 
Income Records on one side.  Expense Records on the other. 
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Remittance Form on Excel or Spreadsheet: 
 
  Remittance Form     
        
 
         
        
   Your church Name    
   Address     
Date:        
        
Donor: Name       
 Address       
        
DonationReceived:        
        
Budget      90.00  
Advantage:     10.00  
Designation: MCC      
  RJC    50.00  
  MC Canada     
  Food Grains Bank     
        
Publications: Rejoice      
Ladies Aid       
Sunday School: Adult       
  Youth       
  Children       
BenevolenceFund:     50.00  
Building Fund:     50.00  
         
    Total:  250.00  
        
    Payment:         #290  
    Ledger Ref #: 645  
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Treasurer  – Operating Guidelines by Monthly Tasks 
 

January 
Prepare and submit GST claim form 
Prepare year-end financial statement and ensure budget is finalized for 

inclusion in Annual Report Book 
 Prepare and distribute receipts for previous year’s donations   
  
Prepare financial information and submit to Reviewer or Auditor- see 

CRA Guidelines 
  
Work with Executive to prepare Memo of Understanding for pastor as 

well as agreements with all staff showing new salary and deduction 
levels. Pastoral staff salaries based on salary guidelines received from 
MC Canada. 

 
Prepare T4 slips for all employees (manual or on-line) and distribute them 

before end of February. 
 
Prepare required submissions to Workers’  Compensation Board and pay if 

necessary (ie: contractors work) 
 

February 
Provide instructions to new committee chairs (Council Members) on the 

handling of payment vouchers for their committees. 
 

March 
Work on CRA Annual Return or submit Financials to an accountant to be 

filed six months after year end date.  
 

April 
Prepare and distribute quarterly financial statements and donation 

summaries   
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May 
June 

  
July 

Prepare and submit GST claim form 
Prepare and distribute quarterly financial statements and donation 

summaries   
Pay invoice for the “Canadian Mennonite”  subscriptions to MC Sask. 
 

August 
Renew annual membership to Canadian Council of Christian Charities 
 

September 
File Request to Reduce Tax Deductions at Source with CRA 
 

October 
Prepare and distribute quarterly financial statements and donation 

summaries.   
Provide breakdown of expenses to date  to committee chairs for 

preparation of next year’s budget   
Pay Fire Insurance and Liability Insurance  Renewal 
 

November 
  

December 
Work with Executive on determining new salary levels for staff based 

(where applicable) on Conference guidelines 
Ensure that all Designated Funds received throughout the year have been 

dispersed.   
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 Treasurer Weekly Tasks: 
 
-Prepare and make Deposit.  
-Pay all incoming bills or invoices. 
-Ensure all transactions have been posted in an appropriate Bookkeeping 

system. 
 
Treasurer Monthly Tasks: 

- Submit Cheques to MC Sask. for Health & Dental premium (1st of the 
month) and to MC Canada for Pension and LTD and Life Insurance 
premiums (to arrive by middle of month). 

- Prepare Salary cheques and payroll slips for employees   
- Attend Church Council and Executive meetings as required. 
- Reconcile bank statement   
- Monitor CRA website for changes in deduction levels (tax, EI and CPP) 
- Send monthly contributions to MC Canada and MC Sask and others 
- Prepare financial summary for Church Council meeting. 
- Prepare and make CRA Source Deductions payment 
-Make back up files for any records stored electronically. 
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Treasurer Resource List 
 
Canadian Council of Christian Charities 
 www.cccc.org  
     
Canada Revenue Agency  
 www.cra-arc.gc.ca 1-800-959-5525 
 Access the Webinars for Charities by following links. 
  Charities – Topic Charities and Giving- Topic Webinars,  
   Information Sessions, and other News.  Follow the  
   webinar prompts.  
 For personal service within CRA call Corene  1-866-984-0567 
 
Church Treasurers of Canada Inc. 
 www.churchtreasurers.ca   
 
Dalmeny Accounting Services:  Marc Seffelaar  
    Review Engagement Report or Financial Audit 
     www.dalmenyaccounting.com 
 
Great West Life:  Benefits provider for Pastor’s Pension Fund 
 Access Code and Password required by Pastor 
 www.grsaccess.com  
 1-800-724-3402 
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Mennonite Church Canada   1-866-888-6785 
 Randy Wiebe Director of Finance     
  rwiebe@mennonitechurch.ca 
 Laura Zacharias Coordinator, Payroll and Benefits Accounting    
  lzacharias@mennonitechurch.ca 
 Kristen Schroeder  Pension Plan Coordinator 
  kschroeder@mennonitechurch.ca   
 
 http://www.mennonitechurch.ca/resourcecentre 
 In Search window enter:  finance/human resources payroll and  
  benefits and follow the headings to the info you need 
     
 
Saskatchewan Justice 
 306-787-2962 General Inquiry 
 www.isc.ca/corporateregistry  or Google Saskatchewan Justice  
 
Saskatchewan Workers Compensation Board 
 https://www.wcbsask.com/book_employers.page 
 Notes Section 3.c of The ACT 
 
www.intuit.ca   Quick books Premier Association & Non-Profit Edition 
 is software commonly used by treasurers of Charitable Organizations.   
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Appendix 
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Example of: 
CHURCH BEHAVIORAL COVENANT 

INTRODUCTION 
 
The idea of “covenant”  is a thoroughly Biblical idea.  “Covenant”  is 
biblical language for living by promise--God’s promises to us and our 
promises to God and others.  Behavioral Covenants seek to follow an 
important biblical precedent.   
 
The first century resembles ours in some important ways, including some 
of the ways people treated each other.  We face similar pressures from the 
patterns and values of a secular culture.  The letters to churches from the 
apostles were written long ago, but God intended them also for us because 
we are people like them living in a world like theirs. 
 
These letters begin with an affirmation of a common faith in Jesus Christ.  
They continue describing how they should therefore live with one another.  
We can learn from them.   
 
Paul affirms the faith and love of the church family at Colossae.  He 
reminds them how they came to be who they are:  “God has rescued us 
from the dominion of darkness and brought us into the kingdom of the Son 
he loves, in whom we have redemption, the forgiveness of sins”  (1:13-14).    
 
He continues: “Since, then,”  or “because of this”  how you behave in the 
family will be new and different: “For you died and your life is now 
hidden with Christ in God” (3:3).  
 
What does “hidden” mean?  It means when others look at us they see, hear 
and experience the person and spirit of Jesus.  We who are in Christ are to 
“put off the old self with its practices and put on the new self”  with its 
practices.   
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We are to learn “holy manners”  and live by them.   
 
“Therefore, as God’s chosen people, holy and dearly loved, clothe 
yourselves with compassion, kindness, humility, gentleness and patience.  
Bear with each other and forgive whatever grievances you may have 
against one other.  Forgive as the Lord forgave you.  And over all these 
virtues put on love, which binds them all together in perfect unity (3:12-
15).  
 
 
 

In this spirit we offer, 
not a set of rules, 

but an invitation to commit ourselves to be Christ-like 
in the way we live and behave in the family 

as an act of obedience to our Lord and Master, Jesus Christ, 
for the glory of God, 

and so the truth of the gospel 
may be believed and irresistible to others. 
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  BEHAVIORAL COVENANT PROMISES 
 
We commit ourselves to: 

-  Treat one another with respect, dealing with each other in love 
(Matt.18:15-17) 

-  Build each other up, not tear each other down. 
-  Speak the truth in love. 
-  Make decisions in committees and congregational meetings 

where everyone is welcomed to speak and be heard by: 
1. Listening respectfully and carefully without interrupting. 
2. Sharing time equitably so each one has opportunity to 

participate. 
3. Speaking for ourselves, not for others.  
 (e.g. “ I think” , “ I feel” ) 
4. Attacking the problem, not the person. 
5. Keeping the discussion within the meeting. 
6. Accepting majority decisions, agreeing to disagree in love. 

-  Letting things go, forgiving as Christ has forgiven us (Matt. 
6:14-15). 

 
 

We as leaders commit ourselves to: 
-  Demonstrate and model this covenant by example. 
-  Support each other in our efforts. 
-  Discover what is best for our church as a whole. 
-  Help with resources for mediation/reconciliation when needed. 
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We commit ourselves to this prayer :  
 
 
 

We pray that the Holy Spirit will bring healing to each of us and to 
our church as we continue to forgive and love each other as Christ 
has loved us.   
 
We pray that we learn to be better listeners and that all who 
worship with us will feel cared for and accepted.   

 
 We pray that we will work together to implement changes in our 

life together.  
 
We pray that we will hear God’s challenge for our congregation 
and dare to dream of how we can spread God’s love to each other 
and our neighbors in the future.    
 
 

AMEN 
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Pastor-Congregation Relations Committee Job Descr iption 
 
 
Overview:  
 
The purpose of the Pastor Congregation Relations Committee (PCRC) is to 
care for the relationship between the pastor(s) and the congregation and when 
necessary, to mediate conversations between pastors and members of the 
congregation, pastors and the church council/board and between pastors and 
other members of the pastoral team. “The pastor(s)”  include all 
congregational leaders who hold ministerial credentials, i.e., who 
are licensed, ordained or commissioned by the conference. In some 
congregations this means one or more senior/leading pastor(s), associate or 
assistant or co-pastors, youth ministers, ministers of music, retired pastors (if 
still active in ministry), lay ministers and others. 
 
The PCRC has a relational and mediating role. Although the agenda may 
include contractual issues such as salary negotiation and tenure reviews, the 
PCRC will serve in a consulting role and make recommendations to the 
church council or church board. 
 
Responsibilities: The PCRC attends to both sides of the pastor-congregation 
relationship. In order to be effective it must maintain a balanced, third-party 
stance and listen to all voices. PCRC members must be alert to the potential 
for inappropriate triangling between other congregational committees, the 
pastors and the PCRC. 
 
Confidentiality: It is of utmost importance that members of the PCRC hold 
all matters of concern or discussion with unwavering confidentiality. 
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The PCRC will do the following: 
 
A. Support and empower both congregation and pastor to voice concerns, test 
perceptions and resolve conflicts through active listening and mutual 
feedback. Be available to the pastor(s) to hear concerns, test perceptions and 
deal with conflicts in regularly scheduled meetings and upon request. Be 
available to the congregation to hear concerns, test perceptions and deal with 
conflicts upon request. Remind the congregation occasionally of availability 
and listen for undercurrents not clearly named. 
 
B. Support and empower pastoral team members to meet regularly to develop 
mutual support, unity of purpose and mutual accountability. At times, they 
may encourage the use of an outside resource person to assist the pastoral 
team when encountering challenges or difficulties. 
 
C. Assist the pastor(s) in assessing their goals in order to meet their job 
descriptions . (Pastors are responsible to the church council or board to 
develop job descriptions.) Assist the pastor(s) in identifying appropriate goals 
to accomplish the job description in light of the congregation’s mission and 
vision. 
 
D. Assist the pastor(s) to assess ministry load, responsibilities, priorities, 
limits and boundaries. 
 
E. Assist the pastor(s) to identify personal growth needs and determine a 
strategy for meeting those goals. Review progress toward these goals. 
  
F. Meet annually and be available on request more often to meet the pastor’s 
spouse and family to listen to concerns (e.g., inappropriate expectations, 
parsonage issues, work-load). Initiate appropriate congregational responses to 
any identified. 
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G. Communicate regularly and sensitively the responsibilities and needs of 
the pastor(s) to the congregation. Provide feedback regularly and sensitively 
to the pastor(s) of the needs, concerns and expectations of the congregation. 
Give input to annual reviews and tenure reviews.*  
 
H. Review the memorandum of understanding, including the salary for each 
ministerial staff person annually and recommend changes to the next year’s 
salary to the church council.*  

 
I. Initiate and oversee mediation between the congregation and pastor(s) in 
times of conflict. 
 
J. Participate in the pastoral search processes with representation on the 
search committee. *  
 
K. Consult with the oversight person (bishop, overseer or conference 
minister) as needed or when a pastor-congregation conflict has gone beyond 
the resources of PCRC and the church council or board. 
 
 
Membership: The committee shall be composed of three to five members 
(depending on the size of the congregation and/or the pastoral staff). 
Normally these will be persons who do not hold other major leadership 
positions in the congregation and who have skills in listening, counseling 
or mediation. They must be able to maintain strict confidence and exercise 
spiritually mature discretion with sensitive information. Members of the 
pastoral staff or members of their immediate or extended family should not be 
members of the PCRC. 
 
Meetings: The committee will meet separately with each pastoral staff 
member at least two-three times per year and with the entire staff at least two 
times a year. In a congregation with several pastors the lead/senior pastor 
should meet more often with the PCRC. Each meeting will include time with 
the pastor(s) and time spent as a committee alone. Annually a pastor’s spouse 
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and /or family shall be invited to meet with the PCRC to review their 
experience in the congregation. 
 
Accountability: PCRC is accountable to the church council or board of the 
congregation. Regular reports will be made to both the pastor(s) and the 
congregation. 
 
 

From a document by Anne Stuckey 
(with sections adapted from “Saved By the PCRC” by Del Glick) 

Revised by Sven Eriksson, January 2005 
 
 

*Some congregations will not assign these items to the PCRC, but it is recommended that 
the PCR C should at least have a representative on the task forces / committees that do 
these. 
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Leadership as Partnership between Pastor  and Council 

 
John Greenleaf, who wrote the seminal book, Servant Leadership, 
contends that all healthy institutions have two strong columns of 
leadership that exist in creative tension, holding each other accountable 
and doing together what neither could accomplish separately. The two 
columns are the executive leadership column and the trusteeship column. 
 
Greenleaf went on to say that if either of these columns of leadership is 
weak the institution will suffer. If you have a strong pastor and a weak 
board or a strong board and a weak pastor the congregation will be in 
trouble. What is needed is a strong board and a strong pastor who learn to 
work together. 
 
In a Presbyterian congregation the executive leadership consists of the 
pastor and staff team. The trustee leadership consists of the Session. The 
two are meant to be partners in leading the congregation.  
 
I confess a prejudice in favor of small boards. There is an illusion that 
large boards are more democratic. In fact large boards are usually clumsy, 
inefficient and subject to manipulation. Every pastor I have known who 
was a control freak (i.e. wanted to run everything) has always wanted a 
large board, sometimes of 24 to 36 people. It is easier to control and 
manipulate a large board than a small one. Fifteen is probably the outside 
limit for board size.  Jesus probably had it right when he chose twelve, 
although he discovered the hard way that he had picked one to many. I 
know strong large congregations that have boards of seven or nine. 
 
Participatory democracy comes, not from the size of the board but from 
the manner in which the board functions. 
 A large board may never share much information with the 
 congregation. 
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 A small board may share constantly and seek input from the 
 congregation on important matters. 
 A large board may never delegate authority and responsibility to 
 others but instead keep control of everything by micromanaging 
 everyone else. 
 A small board may delegate authority and responsibility for board 
 areas of the congregation’s life and not micromanage at all. 
 
If the Board is meant to be a partner in leadership with the Clergy and 
staff team it must be a cohesive group in which there is high trust, high 
energy and high creativity. The larger the Board, the less likely that it will 
fulfill this role 
 
Most congregations are over managed and under led. Council members 
usually chair the committees which is a management function. The board 
becomes engulfed in managing and micromanaging and never gets around 
to leading. These are appropriate leadership functions:  
 

1. Designing appropriate organizational structure and staffing pattern 
2. Leadership boards lead the congregation to achieve clarity about: 

 a. Who are We? –Identity 
  b. What Business Are We In?  -Purpose 
  c. What are Our Core Values? 
  d. Where are We Going? – Vision  
  e. What are Our Goals? – 
 
3.  To monitor results: 
  a. Accomplishment of goals 
  b. Quality of Relationships   
  c. Monitor health of the congregational culture- trust level 
   Assess the Quality of ministry. 
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There is no mention of managing. Effective boards delegate 
management responsibility and authority to others (staff and 
committees) so that the board can concentrate on leading. Leading 
involves staying focused on the big picture and central questions of 
congregational identity, mission, vision and health. Another way of 
saying it is that the board focuses on “ends”  or “outcomes” and leaves 
the “means”  decisions to others. 
 
I know one church board that meets one night each year with the 
leadership of each of the five “divisions’  of the church organization 
(education, congregational life, mission, worship and administration.) 
They review the past year’s work of the division and determine the 
extent that the goals set a year ago have been achieved. 
 
They then agree on the goals and the budget for the coming year and 
delegate authority and responsibility for carrying out the agreed upon 
program to the division. They will meet again a year from now. 
 
Thus this board spends five evenings a year meeting with the division 
leaders and the rest of their time focusing on the big picture and 
leading the congregation. This way of operating works if there is a 
climate of TRUST. 
 
A cohesive healthy and highly motivate board can make the leadership 
partnership a reality. Many boards are simply not developed enough to 
be an effective partner in leadership. That is why congregations 
become overly clergy dependent and clergy centered. Then when 
things go wrong it is ‘all the fault of the clergy” . 
 
Edward A. White 
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