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EXECUTIVE COMMITTEE

Members: President (Chair), Vice President, Secretary, Treasurer and Pastor(s).

Responsibilities: The Committee shall serve as the primary administrative body of the church and shall be primarily concerned with ensuring unity in the work and aims of the church, and in avoiding any possible conflict of plans and appointments.  The Executive Committee shall meet at regular intervals and be responsible for the overall coordination of the church’s programs.  A quorum is required.  

1. Council agenda/meeting
2. Financial/Legal responsibilities of the Church
3. Personnel Committee
4. Appoint or nominate committees
5. Review yearly checklist and update as necessary.

I. The Executive Committee shall serve as the Personnel committee and shall be responsible for determining the staffing needs to operate the functions and services of the church in a prudent and economical manner.  The need for staffing shall be put into the budget and requires congregational approval before the new staff may be hired.  Filling vacancies in current budgeted positions may be done so long as there is a need for the position to be continued.
II. The Executive Committee will be responsible for the advertising for candidates, application and preparing the job description/contractual arrangements for the position to be filled.  The interview should include the Chairperson or person directly supervising the position and at least one other member of the Executive Committee.  Contractual agreements are subject to approval by the Executive Committee.
III. Each staff member shall be evaluated at least annually; the Executive/Personnel Committee shall determine the form of evaluation.  The staff person’s supervisor/liaison shall be one of the evaluators.  Salary recommendations will be given to the Stewardship & Finance Committee.




  PRESIDENT  

The President shall be the chairperson of the congregation and of the congregational council.

· Preside at all business meetings of the church.
· Prepare an agenda for all Council and congregational meetings.
· Work in close cooperation with the Pastor in giving leadership to the church.
· Assure the presentation of a comprehensive report of the Council activities at the Annual Meeting of the church.
· Make appointments to positions as needed and notify such persons, chairs, committees, or organizations as may be affected by any Council action or appointment.
· Sign necessary legal papers as required.
· Preside over the Executive Committee.
· Nominating Committee will report directly to the President.


  VICE PRESIDENT  

The Vice President shall serve as President in the event the President is unable to perform the duties of the office.  Vice President shall perform such other duties as may be requested by the President or the Council.

· Serve as chair of the Nominating Committee and Executive Committee.
· Sign legal papers as required.
· Review Insurance annually to make sure coverage is adequate.


  COUNCIL SECRETARY  

The Secretary shall keep accurate minutes of all Council and congregational meetings, for approval at the next business meeting.  The secretary will also maintain complete records of the transactions of the Council and all pertinent communications and official written reports.

· Serve on the Executive Committee.
· Submit minutes to the church office for publication and distribution.  Place the official Council and congregation minutes in the church archives.
· Sign necessary legal papers as required.

  TREASURER  


The Treasurer shall be responsible for and supervise all church funds, paying them out only for purposes specifically directed and approved by the church Council.  All Treasurer’s accounts shall be in the name of the church.

· Communicate with Church Bookkeeper and sign payroll checks.
· Provide financial reports to the Council monthly.
· Submit a written report to the church at the Annual Meeting.
· Serve on the Executive Committee.
· Invest funds in accordance with the approval or direction of the church Council.
· Seek advice from the Church Council on financial matters.
· Sign legal papers as required.



  FINANCIAL SECRETARY  
Currently filled by Church Administrative Assistant

· The Financial Secretary shall provide training to counters using Church Trac.  
· Funds for contributions shall be established and approved by the Council.  
· Accounts shall be established on Church Trac for all contributing members and visitors.
· The Financial Secretary shall keep a record of memorials and send a card to the family to make them aware of the contribution.
· Financial Secretary shall send memorial cards to all donors to acknowledge receipt of the gift – including the name of the individual it was given in memory of and the amount that was given.
· Annually, a statement of giving shall be prepared and distributed to all contributing members and visitors.  Such statements are to be supported by church records in order that they may be used for tax purposes.
· An annual report shall be presented to the congregation at the annual meeting.  This report shall show all giving by fund.



  NOMINATING COMMITTEE 

· Nominating Committee elected at annual meeting.
· The Nominating Committee shall consist of five members including the Council Vice President who will serve as chair. 
· Church Council shall fill vacancies on the Nominating Committee.
· Nominations will be ready by the January Council meeting.
· Term on the Committee is one year.
· The Nominating Committee will be calling to fill positions on Committees, all officer positions and next year’s Nominating Committee.

Bylaws: A Nominating Committee of five voting members of this congregation, two of whom shall be outgoing members of the Congregation Council, shall be elected at the annual meeting for a term of one year.  Members of the Nominating Committee are not eligible for consecutive re-election.  Vacancies will be filled by the Congregation Council.  The pastor(s) shall be an advisory member with voice but not vote.  This committee shall:
· Nominate one or more candidates for each office to be filled and shall secure the consent of each candidate.
· Prepare a slate of officers and council members to be elected at the annual meeting which may include standing members of the nominating committee.
· Announce nominations to the congregation in conjunction with the announcements of the meeting of the congregation at which the elections are to take place.
· Also accept additional nominations made from the floor.
· At the request of the Congregation Council, nominate members to various congregational committees




  MUTUAL MINISTRY COMMITTEE 

The Mutual Ministry committee shall consist of 5 lay members and the pastor(s).  The members are chosen by the pastor(s) and Council president and approved by the Council.

The Committee meets quarterly with additional meetings as needed.   The role of the committee is to affirm and strengthen the mission of the congregation and the ministry of the staff through:

· Listening and Clarifying Expectations of the pastor(s) and congregation.

· Sharing and Communication of joys, frustrations, or concerns.

· Reviewing and Reflecting on the ministry of the pastor(s) and the congregation.


Bylaws: Everything discussed in the Mutual Ministry Committee must be kept strictly confidential with no minutes being kept, unless otherwise agreed to by the unanimous consent of the committee.


  EVANGELISM COMMITTEE 

Bylaws: Evangelism Committee
· Shall be responsible for the nurturing and care of the members of the congregation and evangelical witness to the community by forming programs to fulfill these goals.
· See job description.

	The purpose of the Evangelism Committee is to foster gracious welcome and hospitality in our church, encouraging all of us to share God’s love and grace inside our church as well as outside.  Our Evangelism Committee helps build a sense of community and belonging here at ALC through various activities: 

· Coffee Hours – Coordinating fellowship after church – coffee hours and potlucks, etc..

· Funeral Receptions – Coordinating receptions or luncheons after funeral and memorial services for the families of members.

· Greeters / Pineapple Welcome – Find someone to greet people at the door each week and offer new visitors a welcome gift and introduce them to someone.   (Make sure there is pineapple available.) 

· Caring Group – Reach out to congregational members during crises – provide meals when possible. Keep in touch with shut-ins and reach out to folks who have been gone.  Keep in contact with students (college) and members in the armed forces.

· Christmas Decorating / Undecorating - Arrange for Christmas tree and schedule Decorating the first week in Advent and Undecorating prior to Epiphany (January 6). 

· Name Tag Sundays – The committee will coordinate name tag Sundays as a way for us to better get to know one another.

· Fellowship - Plan and encourage fellowship opportunities for the congregation.  Examples:  Church picnics, Lenten Soup Suppers, Game nights, Movie nights, etc..

The committee is composed of at least three members elected at the annual meeting to service 3 years.  Others are welcome to serve on the committee as the committee so wishes.  In case of a vacancy on a committee, the Church Council will appoint someone to fulfill the unexpired term in accordance with the Church’s Constitution.

Chairperson:
Each committee will elect a chairperson to represent their committee on the Church Council.  When unable to attend a meeting of the Council, the chair shall appoint an alternate from the membership of the committee to represent the committee.
1. Chairperson will prepare an agenda, convene and conduct meetings as necessary and assure coordination of its programs.
2. Chair will see that the committee submits their budget recommendations to the Stewardship & Finance Committee.
3. The chair will prepare a report of the annual congregational meeting summarizing the committee’s year.
4. Chair or their alternate will briefly update the Church Council on projects completed, under way or planned for that month.








































  WORSHIP & MUSIC COMMITTEE 

Provide leadership, guidance and assistance to enrich the worship life of the church.  Committee will consist of the Pastor, Organist, Music Director and three elected members to review or research new worship services, music, lay participation, altar care, nursery and ushering responsibilities.  The committee is responsible to annually appoint in December coordinators for ushers, Altar Guild and lay participation.

· Music - Make recommendations for hymns, coordinate special music, etc.

· Worship – Choose liturgies for each season.  Make recommendations for special services and periodically review worship needs.

· Lay participation - Coordinate Lesson Readers and Acolytes.

· Altar Care – Appoint an Altar Guild chair to change and care for paraments and ensure we have worship supplies.  Coordinate Communion Assistants monthly to set-up and serve communion.  

· Ushers - Coordinate ushers for church services.

· Art and Design - Make recommendations on liturgical art, banners, signs, stained glass, and paraments for the enhancement of worship.
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The committee is composed of at least three members elected at the annual meeting to service 3 years.  Others are welcome serve on the committee as the committee so wishes.  In case of a vacancy on a committee, the Church Council will appoint someone to fulfill the unexpired term in accordance with the Church’s Constitution.

Chairperson:
Each committee will elect a chairperson to represent their committee on the Church Council.  When unable to attend a meeting of the Council, the chair shall appoint an alternate from the membership of the committee to represent the committee.
1. Chairperson will prepare an agenda, convene and conduct meetings as necessary and assure coordination of its programs.
2. Chair will see that the committee submits their budget recommendations to the Stewardship & Finance Committee.
3. Chair will prepare a report of the annual congregational meeting summarizing the committee’s year.
4. Chair or their alternate will briefly update the Church Council on projects completed, under way or planned for that month.


  PROPERTY/MAINTENANCE COMMITTEE 

Be responsible for the care (maintenance, repair and improvement) of all physical properties, periodically check all real and personal items in full detail for such care and bring to the attention of the council and/or congregation any necessary or large repairs and improvements.

· Arrange for Lawn Care and Snow removal.

· Change Lights, maintain furnaces/ filters, Monitor Septic pump.

· Propose necessary maintenance to the Council, including recommendations as to who will be responsible for it and the costs associated. 

· Revise the Custodian job description as needed.

· Yearly conduct an inspection of church property to determine if any maintenance/repairs are necessary.

· Inventory all personal property of the church for insurance and assign a value.

· Coordinate annual check of fire alarms, etc.




The committee is composed of at least three members elected at the annual meeting to service 3 years.  Others are welcome serve on the committee as the committee so wishes.  In case of a vacancy on a committee, the Church Council will appoint someone to fulfill the unexpired term in accordance with the Church’s Constitution.

Chairperson:
Each committee will elect a chairperson to represent their committee on the Church Council.  When unable to attend a meeting of the Council, the chair shall appoint an alternate from the membership of the committee to represent the committee.
1. Chairperson will prepare an agenda, convene and conduct meetings as necessary and assure coordination of its programs.
2. Chair will see that the committee submits their budget recommendations to the Stewardship & Finance Committee.
3. The chair will prepare a report of the annual congregational meeting summarizing the committee’s year.
4. Chair or their alternate will briefly update the Church Council on projects completed, under way or planned for that month.





  MISSIONS & SOCIAL CONCERNS COMMITTEE 

Bylaws: Missions & Social Concerns Committee
· Shall be responsible for all programs and projects of an outreach nature that benefit and assist not only people of our community but also the world in which we live.
· See job description.

The committee will meet as necessary to review the ways the congregations is reaching out and engaging in the wider work of the church – engaging mission partners in our community as well as the ELCA and addressing social issues and needs as a faith response to our world.

· The committee builds relationships with the organizations we support through our local benevolence and makes the congregation aware of our mission partners and makes sure our benevolence dollars are distributed according to our budget. 

· The committee engages the congregation in the wider work of the ELCA through Lutheran World Relief and ELCA World Hunger through special offerings and education opportunities.   

· The committee considers new ways the congregation might respond to the social issues or community needs. 

· Schedule for the following year’s Second Harvest in late fall




The committee is composed of at least three members elected at the annual meeting to service 3 years.  Others are welcome serve on the committee as the committee so wishes.  In case of a vacancy on a committee, the Church Council will appoint someone to fulfill the unexpired term in accordance with the Church’s Constitution.

Chairperson:
Each committee will elect a chairperson to represent their committee on the Church Council.  When unable to attend a meeting of the Council, the chair shall appoint an alternate from the membership of the committee to represent the committee.
1. Chairperson will prepare an agenda, convene and conduct meetings as necessary and assure coordination of its programs.
2. Chair will see that the committee submits their budget recommendations to the Stewardship & Finance Committee.
3. The chair will prepare a report of the annual congregational meeting summarizing the committee’s year.
4. Chair or their alternate will briefly update the Church Council on projects completed, under way or planned for that month.




  STEWARDSHIP & FINANCE COMMITTEE 

Bylaws: Stewardship & Finance Committee
· Shall be responsible for encouraging financial support and commitment from all members; and
· Preparing an annual draft budget for presentation to the Congregation Council.
· The Treasurer and the Financial secretary shall be ex-officio members of this committee.
· See job description.

Conduct regular meetings at such time and place as the committee may determine.  Promote a Biblical sense of faithful stewardship in the congregation, rooted in gratitude and generosity.

· Encourage participation by members in the work of the church with time and talents.

· Encourage financial support and participation in the wider church’s ministry – the Northwest Intermountain  Synod and the Evangelical Lutheran Church in America.

· Encourage memorial and legacy gifts to the congregation and to the Evangelical Lutheran Church in America.

· Yearly prepare a budget for Council review.  All Committees will submit a recommended budget..

· Organize a stewardship program. (Literature, program, stewardship moments, videos or announcement in Newsletter)

· Ensure an audit is done annually of the church finances. The audit cannot be conducted by any council member.

· Schedule Counters  to count offerings weekly using Church Trac.



The committee is composed of at least three members elected at the annual meeting to service 3 years.  Others are welcome serve on the committee as the committee so wishes.  In case of a vacancy on a committee, the Church Council will appoint someone to fulfill the unexpired term in accordance with the Church’s Constitution.

Chairperson:
Each committee will elect a chairperson to represent their committee on the Church Council.  When unable to attend a meeting of the Council, the chair shall appoint an alternate from the membership of the committee to represent the committee.
5. Chairperson will prepare an agenda, convene and conduct meetings as necessary and assure coordination of its programs.
6. Chair will see that the committee submits their budget recommendations to the Stewardship & Finance Committee.
7. Chair will prepare a report of the annual congregational meeting summarizing the committee’s year.


  EDUCATION COMMITTEE  

Bylaws:  Education Committee
· Shall be responsible for Christian education and spiritual growth of the entire congregation, i.e. Sunday School and Adult Education, Vacation Bible School, Confirmation, First Communion Class, and all educational aspects of congregational life.
· See job description.

The Education Committee shall develop an effective teaching ministry which includes opportunity for study by all members of the congregation.  They will supervise and coordinate all teaching programs in the congregation which may include:

· Material available for children from birth to three years

· Sunday classes for all ages

· Vacation Bible School / Day Camp 

· Summer Camp 

· Youth Retreats – Lutherhaven / Holden Village, etc..

· Confirmation - Pastor(s) is/are responsible for content

· Bible Distribution - Coordinate with Pastor(s) - Bibles will be given yearly to:
·  Pre-school (4-year-olds) - Bible story book
· 3rd grade (or any youth without a Bible) - CEV Bible
· 7th grade - Study Bible

· Teacher’s training 

· Teacher appreciation

· Library and video materials

· Safety policy and background checks for adults working with youth

· Children’s Christmas program

· Schedule Senior Sunday for mid-June.


  YOUTH & FAMILY COMMITTEE 

A separate youth and family committee may be established in the Education committee to coordinate and plan fellowship events and service opportunities and fund raisers for youth, grades 7 -12.



The committee is composed of at least three members elected at the annual meeting to service 3 years.  Others are welcome serve on the committee as the committee so wishes.  In case of a vacancy on a committee, the Church Council will appoint someone to fulfill the unexpired term in accordance with the Church’s Constitution.

Chairperson:
Each committee will elect a chairperson to represent their committee on the Church Council.  When unable to attend a meeting of the Council, the chair shall appoint an alternate from the membership of the committee to represent the committee.
1. Chairperson will prepare an agenda, convene and conduct meetings as necessary and assure coordination of its programs.
2. Chair will see that the committee submits their budget recommendations to the Stewardship & Finance Committee.
3. Chair will prepare a report of the annual congregational meeting summarizing the committee’s year.
4. Chair or their alternate will briefly update the Church Council on projects completed, under way or planned for that month.


