BRENTWOOD BAPTIST CHURCH

ORGANIZATION MANUAL
2016

SECTION |
GENERAL CHURCH INFORMATION

Brentwood Staff éééeeéeéééeeceééececeeééeeececée
Church Forms & Guidelines ééeéeéeééeeeéeéee
Announcements/ Bulletin/ Space Requestseé
Attendance éééeecéeééececeeééececeéeeceeéeeecececé.
Finance

Off-Campus

Communication Guidelineséééeée. éééeeééécée

Website

SECTION Il
ORGANIZATIONAL INFORMATION

Facility Use
Tot al Quality Management (TQM) ééééeéecéce

Mi ni stry Devel opment Meeting




BRENTWOOD STAFF

FACILITATORS

Lydia Alston
Joseph Ford
Mary Frazier
Augusta Green
Paul Jefferson
Albert Kemp
Jimmie Lee
Carolyn Pickens
Lillie Seals
Barbara Thomas
Kevin Williams

lalston@brentwoodbaptist.org
fford@brentwoodbaptist.org

mfrazier@brentwoodbaptist.org
agreen@brentwoodbaptist.org
pjefferson@brentwoodbaptist.org
akemp@brentwoodbaptist.org
jlee@brentwoodbaptist.org

cpickens@brentwoodbaptist.org
Iseals@brentwoodbaptist.org

bthomas@brentwoodbaptist.org
kwilliams@brentwoodbaptist.org

ADMINISTRATIVE STAFF

Debra Jordan
Velekia Jordan
LaPorsche Morrison
George Micheaux
Gloria Ruffin

EINANCE STAFF

Dorothy Bey
Princess Chaisson
Angela Queen

djordan@brentwoodbaptist.org
viordan@brentwoodbaptist.org
Imorrison@brentwoodbaptist.org
gmicheaux@brentwoodbaptist.org
gruffin@brentwoodbaptist.org

dbey@brentwoodbaptist.org
pchaisson@brentwoodbaptist.org
aqueen@brentwoodbaptist.org

MAINTENANCE STAFF

Maria Chavira
Grover Fortenberry

mtorres@brentwoodbaptsit.org
gforten@brentwoodbaptist.org

BRENTWOOD RECEPTIONISTS

Bettye Connor, Brenda Johnson & Ethel Murray

LLC RECEPTIONISTS

Lena Davis

Sean Porter (Recreational)

713.852.1425
713.852.1417
713.852.1440
713.852.1485
713.852.1433
713.852.1439
713.852.1413
713.852.1414
713.852.1430
713.852.1441
713.852.1416

713.852.1486
713.852.1415
713.852.1412
713.852.1426
713.852.1409

713.852.1454
713.852.1456
713.852.1455

713.852.1488
713.852.1488

713.852.1400

713.852.1480


mailto:lalston@brentwoodbaptist.org
mailto:jford@brentwoodbaptist.org
mailto:mfrazier@brentwoodbaptist.org
mailto:ggreen@brentwoodbaptist.org
mailto:akemp@brentwoodbaptist.org
mailto:jlee@brentwoodbaptist.org
mailto:cpickens@brentwoodbaptist.org
mailto:lseals@brentwoodbaptist.org
mailto:bthomas@brentwoodbaptist.org
mailto:kwilliams@brentwoodbaptist.org
mailto:djordan@brentwoodbaptist.org
mailto:vjordan@brentwoodbaptist.org
mailto:gmicheaux@brentwoodbaptist.org
mailto:gruffin@brentwoodbaptist.org
mailto:dbey@brentwoodbaptist.org
mailto:pchaisson@brentwoodbaptist.org
mailto:aqueen@brentwoodbaptist.org
mailto:mtorres@brentwoodbaptsit.org
mailto:gforten@brentwoodbaptist.org

CHURCH PROGRAMMING

Statement of Quality

0Brentwood Baptist Church is committed to rendering m
the overall congregation. Our goal is to continually assess the needs of our congregation and develop programming
that corresponds to those needs in ways that are wegllanned, welle x e cut ed and spiritually

Definition of Ministry
We define ministry as meeting the physical, spiritual and social needs of people, in such a way that it causes the
benefactor to assess the state of his/her relationship with Jesus Christ or the lack thereof. It is our mission that
individuals come to know Jesus Christ as their personal Savior and grow in their relationship with Him.

Ministry Dissolution
The Church reserves the right to dissolve existing ministries. This is for cases where the ministry ceases to serve its
purpose and is renderedneffective and/or inefficient. This may be caused by lack of interest, insufficient personnel
or any other reasoning given by the Pastor or Facilitator.

ROLE OF THE FACILITATOR

A Facilitator is a member of the Church Staff assigned to a particular organization to act as the liaison between the
organization and the Pastor/Staff. This ensures that all organizations of the church are covered administratively and
ministerially.

To The Organization

Assists in the proper planning of ministry activities to ensure that each activity is
§ In accordance with the vision of the church
§ Adheres to the quality standards set by the church

Approves all necessary administrative forms related to planned events, such as Vouchers, Space
Requests, Announcements, etc.

Note: Administrative formgvillnotbe processed without the Facilitatords

In The TQM Process

Gives preliminary approval to all Quarterly Proposals
Presents preliminary approved Quarterly Proposals to the TQM Review team for final approval
Informs the organization of the status of proposals (approved, disapproved, pending)



SECTION I: GENERAL CHURCH INFORMATION
_CHURCH FORMS & DESCRIPTIONS

The descriptions that follow provide information on the forms that are available to assist members, organizations and
staff in transacting dayto-day business.

CLERICAL REQUEST

This form is used to request any clerical duties to &
duties cover the following areas: typing, programs or flyer design, invitations, handouts, mailing labels, printing and
general mailing. Special instructions must be written in detail.

CONSENT FORM

This form must be completed by a parent or legal guardian for children 18 years and under participating in a
Brentwood OffCampus Event (Ex. Children On Tour) and some@ampus Events (Ex. Youth Lotk).

SERVICE REQUEST
This form is to be used when requesting security, catering, maintenance or any other service related functions.

MONIES REPORTED

This form is used when reporting any collected funds. Monies (cash or checks) accompanying this form are processed
by the Finance Department.

QUARTERLY ORGANIZATION REPORT

This form is used to outline the proposed activities for the upcoming quarter. Organizations are encouraged to use
this form when planning their activities throughout the year.

VOUCHERS

Vouchers are the internal mechanism for requesting funds. This form and supporting documdiftapplicable)are to
be completed and submitted to your Facilitator for approval. Once approved, processing will begin.

ADVANCE PAYMENT EXPENSE REPORT (New)
This form is used to report expenditures from advance payments.

@ LGMt ; P; CF; <F?t1 Ht 1 OLt Q?<MCN?t Yy

Quarterly Proposals (TQM)
Services Requested

Sick Report

Sign Up to Serve

Space Request

Scholarship Application (seasonal)
Transportation Request

Voucher

Website/Email Request

Announcement

Baby Dedication

Death Report

Membership Update

Ministry Development Meeting
Off Campus Events

Organization Elections
Organization Membership Update
Prayer Request

=4 =4 -4 -4 _-9_-4_95_-°9_-2
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BRENTWOOBAPTISTCHURCH

CLERICAL REQUEST

Please allow at least 5 working days for completion.

Todayds Date:

Organization:

Requestords Name:

Email Address:

Date Needed:

C Type Letter C Design Flyer
C Copies #of Copies: C Congregational Insert
C Design Program C Mailing Labels
C Design Invitation C Other:
Finishing:

C Staple C Print Front/Back C Fold C Other:

Additional Instructions/Comments:

Facilitator Signature: Date:

Date Received: Received By: Completed By:

White Copy Office Yellow Copd Facilitator Pink Copy Originator

Revised 10.13.11



BRENTWOOBAPTISTCHURCH

CONSENT FORM

Organization:

ACTIVITY INFORMATION

Event:

Event Location:

Event Date(s): Start Time: End Time:

Group Leader:

Facilitatords Signature:

PARTICIPANT INFORMATION

Please Print
Childdéds Name:
Parent/Guardian Name:
Address:
Phone: Alt. Phone:

PLEASE CHECK ONE OF THE SPACES BELOW!
In the event of an emergency, you have my permission to take the following action:

C Administer First Aid and secure medical assistance if needed. Call Parent/Guardian.
C Administer First Aid. Call Parent/Guardian immediately. Do not secure medical assistance.
C Secure medical assistance and do not administer First Aid. Call Parent/Guardian.

Please state any restrictions or special needs of your child:

My child has permission to participate in the activity listed above. | understand that | will not hold Brentwood Baptist
Church, Houston, Texas or any of its representatives responsible for any accidents, injuries or liabilities that mighd arise
a result of his/her participation in this activity.

Parent/Guardian Signature: Date:

THIS RELEASE MUST BE IN THE HANDS OF THE AUXILLARY LEADER RESPONSIBLE FOR ORGANIZING THIS
PRIOR TO THE ACTIVITY OR YOUR CHILD WILL NOT BE ALLOWED TO PARTICIPATE.



BRENTWOOBAPTISTCHURCH

SERVICE REQUEST

Date:

Event:

Date of Event: Start Time: End Time:

Event Location:

Organization/Individual Making Request:

Address:

Phone: Alt. Phone:

Email Address:

SERVICE REQUESTED

C Audio Visual C Maintenance
C Music C Security
C Catering: # of people C Other:

Description of service needed:

C Request Approved C Request Denied
Comments:
Facilitator: Date:
White Copy Service Requested Yellow Cop Facilitator Pink Copy Originator



BRENTWOOBAPTISTCHURCH

MEDIA SERVICE REQUEST

Event:

Date:

Date of Event:

Start Time: End Time:

Event Location:

Type of Event:

Organization Making Request:

Contact Person:

Phone:

MEDIA REQUESTED

AUDIO REQUIREMENTS

VISUAL REQUIREMENTS

C CD Player

C Microphone: C Corded # C Wireless # C Projector CTV C DVD Player

C Are you providing playback device (MP3, iPod, etc.)

Laptop:

C Please supplgonly Windows based laptop available)
If Brentwood supplies PC, what software/connection device are
you providing or need? (Flash drive, special software, etc.)

Explain:

C 1 will supply my own
CWindows C Mac (Please bring connection cable)
Display Connection.C VGA CHDMI C Other

C Audio

RECORDING REQUIREMENTS

Only complete if recording is desired

C Video(Additional fee may apply)

Please give any additional information pertinent to-sgt (Number of Singers, Musicians, etc. and attachgetayout if posdile):

C Request Approved C Request Denied
Comments:
Facilitator: Date:
White Copy Service Requested Yellow Cop¥ Facilitator Pink Copy Originator

Revised 10.16.13



_GENERAL CHURCH INFORMATION

BABY DEDICATION

Dedicated is held the Third (8) Sunday of each month during the 10:45am worship service. Infants to be dedicated
must be registered on the Second (#) Sunday at the designated table or online.

All participants must report directly to the Worship Center no later than 20 minutes prior to the start of the service.
Reserved seating will be provided for all participants near the front of the church. A Baby Dedication Committee
representative will be present to assist.

BAPTISM

Baptism is every Second (2) Sunday at the 10:45am worship service. Baptism registration is every First)(Sunday.
Each candidate is to bring a towel and a change of undergarments. All candidates should report to the Baptistery no
later than 10:15am.

BULLETIN ANNOUNCEMENTS

An Announcement/Article/Activity form must be submitted by theéh%of the month for items to be considered for the
foll owing mont ho s thdfarthé Felriany Bulletin).e. January 5

CENTER FOR CHILD DEVELOPMENT (CCD)

The Center for Child Development is available for children age5.0The Center is open Mondalyriday from
6am-6pm. Registration forms and shot records are necessary before any child is admitted. If childcare is needed for
your organizational event or meeting, please contact 713.852.1475 at least 24 hours in advance to check availability.

FIG LEAVES CLOTHING MINISTRY

This ministry provides assistance for persons needing emergency and crisis clothing items. Figs Leaves is opernthe 2
and 4t Saturdays of each month from 10:00am to 12:00noon. Please refer all persons to Rev. Carolyn Pickens at
713.852.1414 or Gloria Ruffin at 713.852.1409.

FOOD PANTRY

Food assistance is available to persons in need of supplemental food aid. The Food Pantry is open evegy £h
Monday from 10:00amd 11:00am.

MEDIA MINISTRY

CD6s and DVD6s of all Sunday and special worship serv
each worship service. CD6s and DVDO6s mblediaOrdefoommatleyr ed a
calling 713.852.1426. You may al so pur chase CWwivsbrentoddbdpsst.omistordiP 3 6 s

NO LOAN POLICY

It is the policy of the church not to loan or rent tables, chairs or any other equipment for-Cdimpus Activities.

OUTREACH ASSISTANCE

Crisis assistance is available as funds permit to persons in need of emergency financial aid. Should you or someone
you know need such aid please call 713.852.1429.

SICK, SHUIN & DEATH REPORTS

To report an iliness or the death of a member or relative, call 713.852.1410 or 713.852.1415. You may also
complete a report by visiting our website at www.brentwoodbaptist.org.

8
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GENERAL CHURCH INFORMATION (Continued)

USE OF CHURCH FACILITIES

The Maintenance Staff will move equipment and furniture as necessary and-sgtrooms for scheduled activities, as
outlined on the Space Request form.

The use of decorations, rearranging furniture, attaching of materials to the walls and activities of a similar nature shall
be done only with written consent from the Minister of Facilities Management.

No temporary structure shall be built anywhere on the premises without the written consent of the Minister of
Facilities Management. This refers to such structures as platforms, as well as devices attached to floors, walls or
ceilings that may damage surfaces or surface coverings.

USE OF FELLOWSHIP HALL / KITCHEN

Individuals and organizations requesting the use of the kitchen and its equipment are responsible for all related clean
up. Failure to do so will result in the loss of kitchen privileges for that individual or organization. For Lifelong Liegrni
Center Policy, please refer to pages 338.

WEDDINGS

The Worship Center, Sanctuary, Lifelong Learning Center and Prayer Chapel are available for weddings. If you are
interested in reserving one of these facilities for your ceremony, contact the Scheduler at 713.852.1486 to receive a
copy of our Wedding Procedures/Fee Policy.

ANNOUNCEMENT FORM

This form is used when submitting announcements for the Church Bulletin and Pulpit Announcements. This form is to
be submitted bythe ®of t he mont h for items to be considered for
January 39 for the February Bulletin). Pulpit Announcements must be received two weeks prior to the Sunday they
are to appear.

SPACE REQUEST
Request for general meetings must be submitted via$pace Requestorm seven (7) working days in advance of the

date requested. The form must have the Facilitator s
between the hours of

§ Monday- Friday 9:00am -9:00pm

§ Saturday 9:00am 8 3:00pm

§ Sunday 8:00am 4 1:00pm

The Space Request Form may also be used to reserve tables in the foyer on Sundays. Tables for events will be limited
to six weeks. This six weeks may be used as deemed necessary. Space on both sides of the foyer is limited to 2
weeks prior to the event. Reservations are approved on a fiusime, firstserved basis.

TRANSPORTATION RE roval required for all Churchelated travel

This form is to be used when requesting the use of vehicles (bus, van or limousine) for chuetéited purposes. The
requestor must complete the form providing the date, time, organization, type of activity, transportation type and
quantity, description of use and destinatiomelated information. Consent Forms are also required for all minors
(children/youth).



BRENTWOOBAPTISTCHURCH

ANNOUNCEMENT REQUEST

Please fill out completely and return no later than 7 working days prior to date to be announced.

Check All That Apply: C Church Bulletin

ORGANIZATION:

C Pulpit Announcement C Other:

Announcement Title:

Wording for announcementmay be attached on a separate sheet)

Start Date: End Date:
Start Time: End Time:
Event Location:
CONTACT INFORMATION
Name:
Address:
Phone: Alt. Phone:
Email Address:
Facilitator Signature: Date:
Date Received: Received By:
White Copy Office Yellow Cop¥ Facilitator Pink Copy Originator

10




BRENTWOOBAPTISTCHURCH

SPACE REQUEST

Please submit4 daysin advance of event/meeting!

Todayds Dat e:

Organization:

Type of Activity(Meeting, Fellowship, etc.)

Describe Room Setylassroom, Banquet, Reception)

Event Start Date: Event End Date:
(Example: 2d Tuesday of each month or 6/3, 5, 9, 12)

All activities must end by 8:30pm Monday, Tuesday, Thursday and Friday; 7pm Wednesday, 2:30pm Saturday and
2pm Sundays.

Event SetJp Time: Event Start Time:

Event End Time: Event Break Down Time:
(You must &it the building 30 minutes prior to closing)

Number of Persons Expected:

Childcare Neede@Special Events Only) CYes CNo If yes, how many children are expected:
Childcare is available for childreib§ears of age upon request

Check all equipment needed and indicate quantity:

C Tables C Chairs C Kitchen C Fellowship Hall
C TV/DVD/VCR C Overhead Projector C Other

Contact Person:

Address: City/Zip:

Phone: Alt. Phone:

Email Address:

Signature of Person Responsible:
By signing above you agree to complete reasonable clean up of the area used.

Quarterly Proposal Related; Yes CNo Quarterly Proposal #:

Facilitatords Signatwure : "
Meeting Approved:C Yes CNo Scheduler:
Childcare Approved:.C Yes CNo CCD Director:

11



Busi ness Administration

Confirmati on

Cust omer Reservation 6516 (Confir me
Jane Doe Event: Book Club
Jane Doe Phone: 713.999. 9999
1234 No Street Fax:
Houston, TX 77041 Event TMepee:i ng
Bookings / Details Quantity Price Amount

Saturday, November 08, 2014
9: 00-180m 00 am Book Club (Confirmed) Room E334

12



BRENTWOOBAPTISTCHURCH

TRANSPORTATION REQUEST

Todayds Dat e:

Organization;

Requestords Name:

Email Address:

Check transportation type requested and indicate number needed:

C Bus: ¢ Van: C Limousine:

Type of Activity:

Description of Transportation Use:

Departure Date: Return Date:

Departure Time: Return Time:

Destination Contact:

Destination Address:

Destination Phone:

Facilitatords Signature:  _ _ _ _ _ _ _ _ o _ o oo __________
Approved:C Yes CNo
Comments:
Order Completed By: Date:
White Copy Administrator Yellow Copd Originator Pink Cop¥ Facilitator

13



MEDIA REQUESTS

The Media Department is eager to assist you with your Media needs. Media services are extended to all
ministries within the church. Each request will be handled on an individual basis whatever the request, Video,
Audio, Publication, Photos or Website.

For consideration, please complete a Service Request form via our website or in person and submit to the
Music Office (Attn: George Micheaux).

We will give each request our full consideration. Should you have questions or need more information please
call 713.852.1426 or send e-mail to: lalston@brentwoodbaptist.orgr gmicheaux@ brentwoodbaptist.org.

Please use this form to ask for help with a medieelated issue or to make a request to reserve media
equipment.

DEADLINES

Each organization of the church is to comply with the deadlines set forth as follojpkease allow time for your
Facilitator to approve your requests):

5t of the month- 30 days prior to

Sunday Bulletin applicable bulletin

Two weeks prior to the Sunday they

Pulpit Announcements are to appear

Thursdays by 4:00pm. The check will
Vouchers/Invoices be released the following Wednesday
after 12noon.

14
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ATTENDANCE UPDATING & REPORTING

ORGANIZATION MEMBERSHIP UPDATE FORM & ROSTER PROCEDURES

The following steps are required of each Brentwood Baptist Church Organization, Committee and Ministry:

The President of each organization will be responsible for submitting each Organization Membership Update Form(s)
to their Facilitator.

1. Organization Membership Roster / Membership Update Form
a. The Organization Membership Roster will enable Brentwood to generate various reports and forecast for
coming events and activities.

b. Anytime you receive a new member, an Organizatislembership Update~orm should be submitted to
your Facilitator. Be sure to check thEl New box at the top of the Organization Membership Update Form.

c. If your member(s) information should change during the calendar year a new Membership Update Form is
required. Be sure to check thd_lUpdate box at the top of the Organization Membership Update Form and
submit to your Facilitator.

d. A current Organization Membership Roster will be placed in your organization mailbox based on your
organization meeting frequencies. Please verify and update all information during each meeting.

e. Organization Membership Roster should be submitted to your Facilitator after each meeting. Please make
sure A- Absentor P - Presentis clearly marked on your Organization Membership Roster.

f. All corrections and changes will appear on your
2. Forms
Copies of all Organizational Forms are located in the Brentwood Information Centers.
1 BBC Maind Across from receptionist desk.
3. Submittals

All Organizational forms may be left with the BBC Main Receptionist Desk or LLC Control Desk for your
Facilitator. Please make sure your form(s) are enclosed in an envelope addressed to your Facilitator.

4. Request
If you have any questions, please contact your Facilitator or their administrative assistant.

16



Brentwood Baptist Church

ORGANIZATION MEMBERSHIP UPDATE FORM

ORGANIZATION NAME;

DEPT./CLASS:

CHURCH: C MEMBER
ORGANIZATION MEMBERGC NEW  CUPDATE

C NONMEMBER

C INACTIVE

PLEASE PRINT

Date:
Office Held: Membership#
Current
Name:
LAST FIRST MI
Name
Change:
LAST FIRST MI
Current
Address:
STREET CITY/STATE ZIP
New
Address:
STREET CITY/STATE ZIP
Employment:
Company Position
Home Phone Work Phone
Fax #: Email:
Date Of Birth: ( / / ) Gender: CMale CFemale
MM DD YY

The best way to contact me between the hours of 9:00AM5:00PM:

CEmail CFax

CHome #

CWork #

Other relatives who are members of Brentwood Baptist Churctise back of card if necessary)

Last Name First Name Relationship
Last Name First Name Relationship
Facilitatorés Name:

17



INACTIVE ORGANIZATION MEMBERS

The guidelines for placing an organizational member inactive are as follows:

1. The member has to have 90 days of ngparticipation.
or
2 The organizational member notifies the organiza
participate for more than 90 days due to:

a. Personal lliness

b. lliness of a family member
c. Relocation

18






HANDLING OF MONIES WITHIN ORGANIZATIONS

Monies to be used by organizations fall into two categories:

1 Operational or Budgeted Funds
1 Organizational Expenditures

The following are guidelines to be used in handling each category of funds.

COLLECTION OF ORGANIZATIONAL FUNDS

Organizations are permitted to collect funds for dues, benevolent concerns and ministry activities.
1 All funds collected by organizations must be submitted to Financial Services via khenies Reportediorm. A
ledger account will be setip specifically for the organization.
1 All monies collected at tables onsite should be processed through the Receptionist for deposit the same day.
Please follow the proper documentation procedure.
f Monies collected during the weekEx. Meetings, Rehearsals, etcthust be submitted within (3) working days.
Monies should be processed through the Receptionist for deposit in safe. The Receptionist is available:

Monday, Tuesday, Thursday, Friday: 9:00am & 7:00pm
Wednesday: 12:00noon & 7:00pm
Sundays: 7:30am & 1:00pm

A report will be prepared monthly reflecting deposits, withdrawals and account balances for distribution to organizations.

Questions regarding your account should be addressed to your Facilitator.

Note: Organizations are prohibited from establishing accounts outside of the church.

REQUESTING ORGANIZATIONAL FUNDS

Organizational funds may be requested by submitting a completéduchert o t he organi zati onds
Facilitatords approval, the voucher or invoice is the
working days for processing. Checks may be mailed or picked up at the receptionist desk:

Monday, Tuesday, Thursday, Friday: 9:00am 8 7:00pm

Wednesday: 12:00noon & 7:00pm

Sundays: 7:30am 8 1:00pm

REQUESTING OPERATIONAL FUNDS

Operational funds are monies budgeted for program/educational ministries of the church. These expenditures are
approved during the Quarterly Proposal proces¥.ouchersare the mechanism for requesting these funds.

Every expense item on the Quarterly Proposal must be accompanied by appropriate support documents, such as
Vouchers, vendoprepared quotes or cost estimates.

After the Quarterly Proposal has been given the final approwdguchersrelating to the proposal may be submitted for
processing.

Please allow five (5) working days for processing. Checks may be mailed or picked up at the receptionist desk:

Monday, Tuesday, Thursday, Friday: 9:00am 8 7:00pm
Wednesday: 12:00noon & 7:00pm
Sundays: 7:30am 8 1:00pm

Note: Vouchers are the internal mechanism for requesting funds. Invoices are the mechanism for requesting funds from aereat
contractor.

20



BRENTWOOBAPTISTCHURCH

MONIES REPORTED

Organization: L L C FI TNESS Event: BOOT CAMP
CHECKS CASH/COINS
NAME CHECK# AMOUNT NAME AMOUNT
1I/M. Brown 8547 12.00]|1/A. White 36. 0040
2 | H. Hal | 2839 36. 0040 2|/ D. Washington3s. 0(¢
3 3
4 4
5 5
6 6
7 7
8 8
9 9
10 10
11 11
12 12
13 13
14 14
15 15
TOTAL CHECKS $48.00 TOTAL CASH/COINS $71.00
CASH COINS SUMMARY
# of TOTAL #of | TOTAL
1006 s $ Quarters 4 $1 0 TOTAL CHECKS $_48.00
5008 $ Dimes $ TOTAL CASH ¢ 71.00
2005 $ 40.00 Nickels $ TOTAL COINS $ 1.00
1065 1 |$ 10. 00 |[Pennies $
56s| 4 |$ 20. 00 |TOTAL $1.00 TOTALALLRECEIPTS _120. 00
20s $
16s|] 1 |$ 1.00
TOTAL $ 71.00
Submitted By (Please Sign): A”Ce Jones Date: 82015
Submitted By (Please Print):Al i ce Jones
Received By (For Finance Use OnIy).D- Bey Date: 8-21-15

White &

Finance

Pink & Facilitator

Yellowd Originator
21



10.

11.

12.

13.

CRITERIA FOR VOUCHER PAYMENTS

Voucher Payment Requests must be signed by the organizations' facilitators before being submitted to the Finance
Department.Please Note: Approval for all expenditures must be received from your facilitator before making any
purchases and receiving reimbursements. Failure to do so may result in personal financial loss!

Vouchers must be submitted by 4pm Thursday in order for checks to be received on the following Wednesday.
FUNDS MUST BE AVAILABLE. EMERGENCIES CAN ONLY BE APPROVED BY THE BUSINESS ADMINISTRAT!(

All original receipts for reimbursements must be attached to a voucher before submitting to the Finance
Department.

A complete description (purpose, who, quantity of items, place, etc.) must be provided on the voucher when
requesting funds. Pertinent information should also accompany the voucher for special events, i.e. invoices,
guotes, and requests for sales tax exemptions.

For a voucher to be considered for payment, all data (payee name, address, telephone number, etc.) must also be
compl et ed. Complete all sections of the voucher ex

Voucher type must be completed (this determines where the funds will come from i.e. church or organization)

Checks are released oWednesdaysonly.The o0Check Rel ease too informatio
how the check is to be deliveredd ma i | edupo.ré6 pilcfk checks are not picked
they will be mailed Wednesday morning unless notification or contact is made to the Finance Department.

Voucher requests for invoice payments are paid on a funds availability and priority type basis. Invoices must be
signed by the facilitator and attached to the voucher. It should be noted tissles tax chargesshould not be
included on invoices. A sales taexempt form may be obtained from the organizations facilitator; however, the
Finance Department must be supplied with the vendor's name, address, telephone number and purpose of the
purchase before submitting the voucher.

Sales Tax Exemption Forms are generally accepted by most vendors, however, it is the sole discretion of the vendor
to accept or deny this form. Be prepared to use an alternative vendor whenever possiBRENTWOOD DOES NOT
HAVE A SALES TAX NDJMBERand is not a requirement on the sales tax exemption form.

Vouchers for services rendered for $600 or more to vendors who are not incorporated will receive a 1099
reporting from. (Example: speaker honorariums.)

Stop payments will not be placed on checks until three (3) weeks from the date of issuance. Any bank fees
incurred will be passed on to the organization requesting the stop payment. The three (3) week period will allow
sufficient time for recovery of the check if misplaced or returned in the mail.

Do not hold organizational moniegespecially checksfor more than one week before submitting them to the
Finance Department.Holding checks for a long period of time could increase the chances of the organization
having NSF checks, causing a negative impact on the

Advance Payments
Receipts for advance payments must be returned to the Finance Department within 10 business days from the
date of travel or event.Please make separate purchases for church expenditures; do not include personal
purchases on the receipts.

1 Complete the Advance Payment Expense Report

1 Attach Receipts

1 Complete Monies Report if returning funds
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BRENTWOOBAPTISTCHURCH

VOUCHER

Todayds %%17]95

CHI LDRENMI NI STRY FALL FESTI VAL

Organization: Event:
Funds requested:
C ADVANCE P EXPENSEITEM C REIMBURSEMENT
Description:
Fee for clown rent al & face painting
Date Needed: _9-2 31 5 Date of Event: 1 01 01 5 Estimated Cost: $ 50 . 00
Release Check To:J ane Lewi s cMail  EWill Pickup
PAYEENAME: Freckl es the CIl own
PAYEEADDRESS: 123 Main Street
City: Houst on State: _ T X Zip: 77050
SubmittedBy: _Jane Lewi s
Phone: 7 1-83949 123 Alt. Phone:
Voucher Type: C OPERATIONS E ORGANIZATIONS
Quarterly Proposal RelatedC Yes CNo Proposal#:
Facilitator RseVSBgIQQmaS: ___________________________
FOR OFFICE USE ONLY!
A/P Vendor#: G/L Account#: Voucher#:
Project Code: Date Paid: Check#: Amount: |
White 8 Finance Pink d Facilitator Yellowd Originator
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BRENTWOOBAPTISTCHURCH
OFF CAMPUS EVENT PLANNING
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