Our Vision

A Provocative Proposal of the
Reality We Seek to Live Into
As Coastal Carolina Presbyterians

Empowered by our large size and rich diversity we help one another to share Christ’s ministry and
mission in a changing world.

1.

As an entire Presbytery, we bear witness to our historic Reformed faith and learn from one another
how to be God’s sent-out church in our own day.

Gathered in Three Covenant Communities, we strengthen our relationships by finding ways to
partner with nearby congregations, joining in God’s mission in our communities, and learning from
one another how to be Christ’s Spirit-filled apostles to the whole world.

When we gather in worship, in prayer, and in study, we awaken our own spiritual imagination and
stir one another to greater congregational vitality.

In times of fellowship, in occasions of learning, in ministries of compassion, and in joint worship
of God, our various congregations become increasingly open to the movement of the Spirit in our
lives.

As each of us brings our gifts and skills to the table, we effectively develop the leaders that our
Presbytery and our congregations need.

Presbytery of Coastal Carolina

Presbyterian Church (U.S.A))

Manual of Administrative Operations
(With Appendices)

The Presbytery of Coastal Carolina is a middle council of the Presbyterian Church (U.S.A.), part of the
Synod of the Mid-Atlantic, and, as such, acknowledges the Book of Confessions and seeks always to order
its affairs in accordance with the Book of Order of the Presbyterian Church (U.S.A.). The Presbytery
adopts this Manual of Administrative Operations, with appendices, to establish the organization of the
Presbytery for its life and mission and the operating procedures and interrelationships of the various
administrative units of the Presbytery. All committees or other work groups authorized by the Preshytery
shall conduct their work in accord with the Book of Order as well as this Manual.

A copy of this Manual of Administrative Operations, with Appendices, shall be made available on the
Presbytery’s website.
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1.00 Governing Principles

1.01 Presbytery

The name of the Presbytery shall be the Presbytery of Coastal Carolina. The Presbytery is a corporate
expression of the church, consisting of all of the churches and teaching elders within its bounds. (Book of
Order, G-3.0301)

1.02 Incorporation

The Presbytery is incorporated as a non-profit corporation under the laws of the State of North Carolina
and with corporate name “The Presbytery of Coastal Carolina, Inc.” and for purposes defined in the
Book of Order, F-1.0304. The Board of Directors of the corporation shall consist of the Chair of the
Mission Cabinet, one representative of each Missional Community (selected by the Mission Cabinet), the
General Presbyter/Stated Clerk of Presbytery and Treasurer of the Presbytery. The Chair of the Cabinet
shall serve as Chair of the Board of Directors; the General Presbyter/Stated Clerk shall serve as the
Secretary of the Board of Directors; the Treasurer of the Presbytery shall serve as the Treasurer of the
Board of Directors. The Board of Directors constitutes the Executive Committee of the Mission Cabinet.
(See Section 6.02 below.)

1.03  Jurisdiction

The Presbytery shall exercise ecclesiastical jurisdiction over the churches and teaching elders in the
southeastern portion of North Carolina assigned to the Presbytery by actions of the Synod and General
Assembly. This geographical district includes the following counties:

All Bladen, Brunswick, Carteret, Columbus, Cumberland, Duplin, Harnett, Hoke, Jones, Lee, Moore,
New Hanover, Onslow, Pender, Robeson, Sampson, and Scotland Presbyterian Churches; and also
including Pink Hill Presbyterian Church in Lenoir County, Trinity and Croatan Presbyterian Churches in
Craven County, Rios de Agua Viva Presbyterian Church in Wayne County, and Biscoe Presbyterian
Church in Montgomery County.

1.04 Membership

Presbytery is a corporate expression of the church in the geographical area of its jurisdiction, consisting of
all the churches and teaching elders. Meetings of the Presbytery shall be composed of ruling elders
commissioned by the Sessions, according to the provisions of the Book of Order, G-3.0301, and the
member teaching elders. A ruling elder elected to serve as Stated Clerk, as Moderator or Vice Moderator
of Preshytery, as Chair and Vice Chair of the Preshbytery Mission Cabinet, as Chair of Committees of the
Presbytery, as Chair of one of the Sub-Committees of the Mission Cabinet, or as Moderator of
Presbyterian Women or Presbyterian Men of the Presbytery shall be enrolled as a member of the
Presbytery for the term of office, whether or not commissioned by his or her Session. Ruling elders
currently appointed to serve churches as Commissioned Ruling Elders in particular pastoral service or in
other validated ministries shall be enrolled as members of the Presbytery for the period of such service.

In order to maintain parity between the number of teaching elders and ruling elders as members of the
Presbytery congregations with membership over 500 members shall be represented as follows:

o  501-1,000 by 2 ruling elders

o 1,001 -1,500 by 3 ruling elders

o 1,501 -2,000 by 4 ruling elders
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o 2,001 - 3,000 by 5 ruling elders
o From 3,001 members there shall be an additional ruling elder representative for each 1,000
additional active members or major fraction thereof.

1.05 Responsibilities

The Presbytery is responsible for mission and government of the church throughout the geographical
jurisdiction. The listing of specific responsibilities for Presbytery given in the Book of Order, G-3.0301
shall always be determinative for the work of this Presbytery, and no programs, projects, or activities
which conflict with the Book of Order shall be undertaken.

1.06 Sacrament Authorized

The Sacrament of the Lord’s Supper may be celebrated when authorized by Presbytery at events spon-
sored by entities of the Presbytery. When a request to celebrate the Lord’s Supper in such an event is
made between meetings of Presbytery, a committee consisting of the Chair and the Vice Chair of the
Presbytery Mission Cabinet and the General Presbyter/Stated Clerk is authorized to approve celebration
of the Sacrament, with such approval to be reported to the next stated meeting of Presbytery.

1.07  Missional Communities

In order to facilitate the building of closer relationships among members of the Presbytery, to nurture
opportunities for shared mission locally, and to support the vitality of each member congregation the
Presbytery is organized into three Missional Communities as follows:

East Missional Community

Brunswick, Carteret, Craven (Croatan and Trinity/Havelock Churches), Duplin, Jones, Lenoir
(Pink Hill Church), New Hanover, Onslow, Pender Counties and Wayne (Rios de Agua Viva
Church) Counties.

Central Missional Community

Bladen, Columbus, Cumberland, Robeson, and Sampson Counties

West Missional Community

Harnett, Hoke, Lee, Moore, and Scotland Counties, Montgomery (Biscoe Church), and
Robeson (Lumber Bridge Church) Counties.

1.08 Synod of the Mid-Atlantic

The Presbytery of Coastal Carolina is located within the bounds of the Synod of the Mid-Atlantic. The
synod is a middle council responsible for the mission of the church within its geographic boundaries
(Book of Order, G-3.0401). Each Presbytery shall participate in the synod’s responsibility and service
through elected commissioners (Book of Order, G-3.0401). The manner in which commissioners from
the Presbytery of Coastal Carolina are elected is outlined in an appendix of this manual.

Manual of Administrative Operations 3 Adopted by Presbytery on 12-05-2015



87

88
89
90
91

92

93

94
95
96

97

98
99

100
101
102

103
104

105
106

107
108

109
110

111
112

113
114

115

116
117
118
119

120
121
122
123
124
125

1.09 General Assembly

The General Assembly is the highest council of this church and is representative of the synods,
presbyteries, sessions and congregations of the Presbyterian Church (U.S.A.) (Book of Order, G-
3.0500). The manner in which commissioners from the Presbytery of Coastal Carolina are elected is
outlined in an appendix of this manual.

2.00 Missional Communities (East, Central, and West)

2.01 Purpose

In order to facilitate the building of closer relationships among members of the Presbytery, to nurture
opportunities for shared mission locally, and to support the vitality of each member congregation the
Presbytery is organized into three Missional Communities as outlined in 1.07 above.

2.02  Authority

The Presbytery of Coastal Carolina hereby commissions each of the three geographic (West, Central,
and East) Missional Communities to act on the following items:

a. Election of its own leaders according to its own procedures;

b Formation of its own committees respecting our commitment to diversity;

C. Election of three representatives to the Presbytery’s Mission Cabinet;

d Adoption of budgets and allocation of resources necessary to carry out its mission in

consultation with the Presbytery Mission Cabinet;

e. Welcoming of ministers (teaching elders) to ministry in its congregations after action by
its Community Commission on Ministry;

f. Examination of candidates for ordination upon recommendation of the Commission on
Ministry for that Community;

g. Action to approve the sale or encumbrance of property by its congregations (G-4.0206)
in consultation with the Presbytery’s Finance and Property Committee;

h. Authorization of the celebration of the Lord’s Supper at events hosted by units of the

Missional Community;
i Review of sessional records for congregations within its bounds;
J- Other powers may be added by the full Presbytery from time to time.

2.03  Membership

While gatherings of each of the three Missional Communities should be designed to appeal to a wide
cross-section of members of the Community, those who are entitled to vote on any of the actions
properly before the Community shall be those from the particular Missional Community who are
eligible to serve as commissioners to the full Presbytery meeting. (See Section 1.04 above.)

a. Teaching elders who serve congregations within the particular Missional Community
shall be members of that Community. Members at Large or Honorably Retired Ministers
will ordinarily be members of the Community in which they reside. Those who live
outside the bounds of the Presbytery may choose to be members of one of the three
particular Missional Community. No teaching elder shall be a member of more than one
Missional Community.
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b. Ruling elders from congregations in the Missional Community who fulfill the qualif-
ications for voting membership of the Presbytery (Section 1.04 above) shall also be
voting members of the Missional Community when gathered for the transaction of
business.

C. An official roster of each Missional Community will be kept by the Stated Clerk.
2.04  Frequency of Gatherings

The Missional Communities shall meet at least once per year and more often if desired. Not every
gathering held within the Missional Community needs to have business to transact. Gatherings may be
organized for a variety of reasons and take a variety of forms.

2.05 Agenda

The agenda for gatherings of the Missional Community (whether for business, fellowship, mission,
education or other reason) shall be prepared by the Moderator of the Missional Community and the
Mission Coordinator in consultation with the Community’s Steering Team.

Missional Communities are encouraged to include one or more of the elements of the Presbytery Vision at
each of the gatherings.

2.06  Business at Community Gatherings

Any reports or recommendations pertaining to business to come before the Community Gathering shall
be made available online not less than ten days before the scheduled meeting. Printed copies shall be
made available on request.

If the Moderator of the Missional Community and the Mission Coordinator agree that additional new
business needs to come before a Community Gathering they can ask the Missional Community to set
aside the Standing Rules and receive the business in accordance with Sections 7.05 and 13.00 below.
Written copies of the recommendations or action shall be made available to all voting members.

2.07  Quorum

The quorum for transacting business at a Gathering of a Missional Community shall be 20 persons
including at least 10 teaching elders and 10 ruling elders representing at least 7 different congregations.

2.08 Other Rules of Order

The same rules of order as apply to meetings of the full Presbytery shall apply when transacting
business at a gathering of one of the Missional Communities. (See Sections 7.03 and 7.04 below.)

2.09 Officers of Missional Communities

a. Moderator and Vice Moderator

Each Missional Community shall elect a moderator and vice moderator following the
principles for the election of the moderator and vice moderator of the Presbytery
(Section 4.01 through 4.04 and 4.06).
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160 b. Clerk

161 The Stated Clerk of the Presbytery shall ordinarily serve as the Clerk of the Community
162 Gathering. If the Stated Clerk is not available to serve, the Missional Community shall
163 elect a Deputy Clerk to serve as parliamentarian and to take the minutes.

164 2.10 Mission

165  The mission of the three Missional Communities is to assist the congregations of the Presbytery to live
166 into the mission of the Presbytery as expressed in its Vision:

Our Vision

168 A Provocative Proposal of the
169 Reality We Seek to Live Into
170 As Coastal Carolina Presbyterians

171  Empowered by our large size and rich diversity we help one another to share Christ’s ministry and
172 mission in a changing world.

173 1. Asan entire Presbytery, we bear witness to our historic Reformed faith and learn from one another

174 how to be God’s sent-out church in our own day.

175 2. Gathered in Three Covenant Communities, we strengthen our relationships by finding ways to

176 partner with nearby congregations, joining in God’s mission in our communities, and learning from
177 one another how to be Christ’s Spirit-filled apostles to the whole world.

178 3. When we gather in worship, in prayer, and in study, we awaken our own spiritual imagination and
179 stir one another to greater congregational vitality.

180 4. Intimes of fellowship, in occasions of learning, in ministries of compassion, and in joint worship
181 of God, our various congregations become increasingly open to the movement of the Spirit in our
182 lives.

183 5. Aseach of us brings our gifts and skills to the table, we effectively develop the leaders that our
184 Presbytery and our congregations need.

185 2.11 Missional Community Steering Committee

186  Each of the three Missional Communities shall elect a Steering Committee representative of its
187  community to coordinate its work. The number of members and their selection shall be determined by the
188  Community.

189 2.12 Responsibilities

190  The three Missional Communities shall discern their own mission priorities. In doing so they shall be
191  guided by the vision expressed above and keep in mind responsibilities in four critical areas:
192 a. Shared Mission

193 b. Leadership Development
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C. Congregational Transformation/Vitality
d. Sessional Records Review

3.00 Administrative Organization of Presbytery

The Presbytery shall organize administrative units for carrying out the mission program and the governing
functions of Presbytery. All such units shall be established only by the Presbytery or according to
procedures established by Presbytery. All such units shall conduct their affairs in accordance with the
Manual of Administrative Operations, and shall be accountable to the Presbytery, reporting regularly and
fully to Presbytery.

Administrative units of Presbytery shall include: the Presbytery Mission Cabinet; Missional
Communities; Missional Community Committees; Presbytery Committees; and Temporary/ad hoc
Committees or Task Groups/Forces.

4.00 Officers of Presbytery

4,01 Elected by Presbytery

Officers of the Preshytery shall be elected by the Presbytery, after due process of nomination including
opportunity for nominations from the floor, for terms and duties as specified for each office. The
Moderator and the Vice Moderator shall be member teaching elders or ruling elders eligible for
membership in Presbytery; if a ruling elder, he or she shall be enrolled as a member of the Presbytery for
the duration of the term as Moderator or Vice Moderator. The General Presbyter/Stated Clerk shall be a
person eligible for membership in the Presbytery.

4.02 Moderator and Vice Moderator

The term of the Moderator shall be one calendar year. The Moderator shall first be elected to the office
of the Vice Moderator for one year and shall serve as a member of the Presbytery Mission Cabinet
during that year and during the year of service as Moderator. The year following the term of office, the
Moderator shall serve as a member of the Presbytery Mission Cabinet. Preshbytery shall be faithful to
the principles of inclusion (G-3.0103, F-1.0403), in electing persons to serve as Moderator and Vice
Moderator. Ordinarily these offices shall be filled alternately by a ruling elder and a teaching elder.

4.03 Moderator

The Moderator shall have the authority to preserve order and to ensure the efficient conduct of business
of the Presbytery, in accordance with the Book of Order, this Manual, and Robert’s Rules of Order.

It is expected that during the term of service, the Moderator will seek to be a visible presence of the
Presbytery among its member churches, visiting congregations to worship and to interpret the ministry
and mission of the Presbytery.

Annually at the Fall Stated Meeting of Presbytery, the Moderator, in consultation with the Executive
Committee, shall recommend for Presbytery’s consideration and election persons to serve in the new
class and any vacancies on the Presbytery’s Committee on Nomination and Volunteer Development,
including the name of a person to Chair that committee, keeping in mind the Presbytery’s commitment
to inclusiveness and representation. Nominations may be made from the floor.
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If the Vice Moderator is unable to serve the following year as Moderator, the Committee on Nomin-
ations and Volunteer Development shall nominate a teaching elder or a ruling elder eligible for the
office of Moderator in accordance with the principles described in Section 4.02 above. A person is not
eligible to serve a second successive term as Moderator.

4.04 Vice Moderator

Presbytery shall elect a Vice Moderator to serve for one year in that office. The Vice Moderator shall
preside over meetings of Presbytery in the absence of the Moderator, or when requested by the Moder-
ator. The Vice Moderator serves as a member of the Presbytery Mission Cabinet.

Ordinarily a new Vice Moderator shall be elected and installed at the last stated meeting of a calendar
year, to serve during the following year, while the current Vice Moderator shall ordinarily be installed
as Moderator for the following year.

4.05 Stated Clerk

The Stated Clerk of Presbytery shall also serve as General Presbyter and head of staff of the program and
support staff of Presbytery. Details concerning nomination, election, and the term of office are given in
Section 8.03 in this Manual. Duties are detailed in the Position Description in the Appendix.

406 Compensation

The Moderator and Vice Moderator shall serve without compensation. The General Presbyter/Stated
Clerk shall be compensated, the amount established annually in the budget process.

5.00 Committees

510 Committees of the Full Presbytery

For the development and supervision of the mission of the Presbytery the following Committees shall be
established according to the General Provisions found below:

1. Committee for African-American Ministries
Bills and Overtures Committee (B&O)
Committee for Latino-Hispanic Ministries
Commission on Ministry (COM)

Committee on Nominations

Committee on Preparation for Ministry (CPM)
Committee on Representation

Committee on Stewardship Development
Committee on Strategic Planning and Organizational Review (SPOR)
10. Permanent Judicial Commission (PJC)

11. Response Coordinating Team

12. Self-Development of People Committee (SDOP)

© XN R WD

The mission and responsibilities of each committee are spelled out in an appendix to this Manual.
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5.20 Committees of the Missional Communities

Missional Communities are authorized to set up committees as needed to develop its mission according
to the established General Provisions found below (section 5.30)

5.30 General Considerations

531 Membership Formula

Membership of the Committees of Presbytery, insofar as possible, shall include a balance of teaching
elders and laypersons; females and males; and shall give full expression to the rich diversity of the
Presbytery’s membership as advocated in G-3.0103 and in Principle V of the “Principles of
Agreement.” This membership standard shall apply to committees and temporary/ad hoc committees of
the Presbytery with the exception of those specifically mandated by the Book of Order or the Manual of
Administrative Operations to have a different membership.

5.32 Representation

a. Committees of the Full Presbytery:
Unless otherwise provided in specific cases, each committee of Presbytery, insofar as possible,
shall have elected members from all three geographical communities of Presbytery as outlined
in section 1.07 above with ordinarily no more than one person from one particular church,
except for committee representatives on the Mission Cabinet.

b. Committees of the Missional Communities:
When a Missional Community creates a committee to advance its mission, it shall honor our
commitments to diversity of membership.

5.33 Terms and Classes

All committees of Presbytery, except as otherwise required by the Book of Order, shall have three classes
of approximately equal size. Terms of service shall be three years, except that members may be elected to
shorter terms to establish classes or to fill unexpired terms. The Committee on Nominations shall
nominate persons to serve on committees. No person shall serve consecutive terms, full or partial, totaling
more than six years on the same committee or sub-committee or on the Presbytery Mission Cabinet,
except where the Book of Order requires otherwise.

5.34 Quorum

Unless otherwise stated in the Book of Order the quorum for any committee of the Presbytery shall be
one-third (1/3) of its elected membership but not less than 3 persons. Reasonable notice shall always be
given to all elected members of the committee.

5.35 Limited Membership

Unless otherwise provided by this Manual of Administrative Operations, no person shall serve
concurrently on more than one committee of Presbytery, with the exception of ad hoc committees or
committee representatives to the Presbytery Mission Cabinet.
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5.36  Failure to Serve

Members who miss two consecutive meetings of a committee without an excuse approved by the com-
mittee will be contacted by the Chair as to their willingness or ability to continue serving. In the event that
a committee member needs to be replaced, the Chair will inform the Committee on Nominations. If a
member of the Committee on Nominations is removed, the Moderator of Presbytery shall be informed.

5.37 Reports

a. Committees of Full Presbytery:
Committees of the Full Presbytery shall report fully and regularly to Presbytery on the work
done in fulfillment of assigned responsibilities. Each shall report at least annually according to
a schedule established by the Presbytery Mission Cabinet or more frequently when matters
need to be presented for information or action of Presbytery. Reports shall be presented first to
the Presbytery Cabinet before being presented to Presbytery. Ordinarily, written reports to
Presbytery should not be read to the meetings of the Presbytery.

b. Committees of Missional Communities:
Committees of the Missional Communities shall report fully to their Missional Community on
the work done in fulfillment of assigned responsibilities. Reports shall ordinarily be presented
first to the Steering Team of their Missional Community before being presented to the
Missional Community.

5.38 Expenses

Each committee of Presbytery shall project its own expenses and any associated revenue for consideration
in the preparation of Presbytery's budget, and each chairperson shall monitor expenses and revenues so as
to remain within budgeted allocations approved by Presbytery. Net expenditures by any committee
beyond budgeted amounts shall be reported by the Finance and Property Committee to the Presbytery
Mission Cabinet and to Presbytery at their next respective meetings and action taken if deemed necessary.

Expenses of Committees of the Missional Community will be included in the Community’s budget and
administered through the Presbytery’s finance department.

5.39 Minutes and Records

Each committee of the Presbytery or its Missional Communities shall keep a full and accurate record of
its work and proceedings, which shall be maintained as records and property of the Presbytery. A copy of
records and reports shall be sent to the administrative office of Presbytery after each meeting of the
committee. Records shall be available for consultation by committees, churches and ministers of
Presbytery as may be needed for the work of Preshytery or for other legitimate concerns.

5.40 Annual Program Goals, Objectives and Action Plans

Each committee of Preshytery and its Missional Communities shall project goals, objectives and action
plans for each year's program based on its assigned responsibilities and in light of priorities adopted by
Presbytery or its Missional Community. As each unit sets its program goals, these goals shall be shared
with the Presbytery Mission Cabinet and with the Committee on Strategic Planning and Organizational
Review. Each year the committees shall evaluate their work, specifically in terms of the accomplishment
of adopted goals. This evaluation shall be used in projecting goals and work program for the coming year.

Manual of Administrative Operations 10 Adopted by Presbytery on 12-05-2015



340
341

342

343
344
345
346
347

348
349

350

351
352
353
354
355

356
357
358

359
360
361
362
363

364

365

366
367
368
369

370
371
372

373

374
375
376

Members of the Presbytery staff will provide annual training/orientation for new committee members and
chairs.

541 Committee Officers

a. Each committee of the Presbytery shall have a Chair elected by the Presbytery upon
nomination by the Committee on Nominations and VVolunteer Development. The committee
shall elect from its membership persons to serve as Vice Chair and Clerk of the committee.
The term of office for these officers shall be one year; committee officers may be re-elected,
but no person shall serve more than three years in the same office.

b. Missional Communities shall establish their own process for selecting the Chair of any
committee(s) they create.

5.42  Sub-committees

To establish effective sub-committees with clearly-defined tasks, the committees of the Presbytery or of
its Missional Communities have authority to form sub-committees that may be assigned specific portions
of the responsibilities of the full committee. Members of sub-committees shall include some members of
the full committee plus other persons who may be co-opted on the basis of interest, training, or
experience.

The full committee shall name one of its elected members to chair each sub-committee. Co-opted
members of sub-committees shall serve a term of one year, which may be renewed. No one shall serve as
a co-opted member on more than one sub-committee concurrently.

Sub-committees shall function with the powers delegated to them by the full committee. They shall report
fully on their work to the full committee. Reports and other communications to the Presbytery, including
participation in the budget process, from any sub-committee shall be through the full committee. Minutes
and other records of sub-committee work shall be filed promptly with the full committee and with the
administrative office of Presbytery.

550 Limited Term Temporary/Ad Hoc Committees or Task Groups

551 Established By Presbytery Mission Cabinet

Presbytery may establish, as needed from time to time, temporary committees or task groups. The
proposal for such a temporary group may arise from the Presbytery Cabinet, from one of the committees
of Preshytery, or from one of the Missional Communities, but because of budget considerations such
temporary groups need to be approved by the Mission Cabinet.

Membership of any limited task group shall be defined in the motion or resolution which authorizes the
task group. Nominations of persons to be elected to the task group shall be made in accord with the
provisions of this Manual, Section 5.31 above.

5.52  Specific Responsibilities

Each committee or task group approved by the Mission Cabinet shall be created with specific
responsibilities which clearly limits the authority of the committee or task group and define its area of
responsibility in relation to the responsibilities of other committees.
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5.53 Accountability Established

Each time a committee or task group is established by the Mission Cabinet, it shall be clearly defined to
whom the committee or task group is to report. Schedule for reporting should normally be established
from the beginning; at least, a schedule for interim reports shall be clearly defined.

554 Expense and Program Funds Budgeted

No committee or task group shall be established without having committee expenses and/or program
funds provided through regular funding procedures, either through the budget of Presbytery or through
special allocation. Projected costs and authorizations of funds to cover those costs shall be one of the
necessary concerns for the establishment of any temporary committee.

5.55  Specific Term Determined

Each committee or task group established by Presbytery shall have the term of existence of the committee
or task group defined at the time the group is created. All committees or task groups shall be established
for limited periods of work; if the need for the work extends beyond that anticipated limit, then
consideration shall be given to assignment of responsibilities to an existing committee or the
establishment of a new committee.

6.00 Presbytery Mission Cabinet

6.01 Mission

To nurture the development of our Vision, to foster a deeper relatedness, to coordinate the work of the
three Missional Communities, and to oversee the implementation of all aspects of the mission and
ministry of the Presbytery of Coastal Carolina.

6.02 Membership

The Presbytery Mission Cabinet shall be elected by the Presbytery and the three Missional
Communities with membership to be made up as described below. Terms of service shall be 3 years,
except that members may be elected to shorter terms in order to establish classes or to fill unexpired
terms.

The following persons serve as voting members of the Mission Cabinet:
1-2.  Chair and Vice-Chair of Mission Cabinet — elected by Presbytery
3-11. Three representatives from each Missional Community (9 people)
12-13. Moderator and Vice-Moderator of Presbytery — elected by Presbytery
The following persons serve as ex officio members of the Mission Cabinet with voice but without vote:
1. General Presbyter/Stated Clerk
2. Presbytery Treasurer
3-5.  Mission Coordinators

The Board of Directors of the Presbytery shall form the Executive Committee of the Mission Cabinet.
(See Section 1.02 above.) The Executive Committee shall have the authority to act in emergency
situations within the authority of the Mission Cabinet when such action cannot wait for the next
meeting of the full Mission Cabinet. Any such action taken shall be reported to the next meeting of the
Presbytery Mission Cabinet.
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6.03 Responsibilities of the Presbytery Mission Cabinet

The Presbytery Mission Cabinet is the guardian and advocate of the Vision of the Presbytery. The
Mission Cabinet serves as a venue where the Missional Communities can explore and develop shared
programs. It provides the fiduciary oversight of the Presbytery’s finances, personnel, and structure
necessary for the Presbytery to achieve its mission. The Mission Cabinet establishes its own goals and
objectives, urges the Preshytery’s committees and working groups and the three Missional Communities
to do the same, and prepares evaluation reviews and annual reports to the Presbytery. In carrying out its
mission the Cabinet has these responsibilities:

a.

Manual of Administrative Operations 13

to establish and maintain working relationships and open lines of communication with
the leadership of the three Missional Communities;

to coordinate the mission and program of the Presbytery,

to oversee the finances of the Presbytery and its three Missional Communities including
the preparation and oversight of the budget of the Presbytery;

to promote the mission of the Presbytery and its three Missional Communities to its
member congregations and to assist our congregations in stewardship development;

to oversee the development of new worshipping communities across the Presbytery and,
with the Commission on Ministry, plan for their eventual chartering as congregations;

to receive reports from the Committee on Representation;

to make sure that the concerns of special groups are welcomed (African American,
Latino-Hispanic, Presbyterian Women, Presbyterian Men, Youth);

to develop strategies for informing members of the churches of the work and
opportunities of the Presbytery;

to recommend personnel policies to Presbytery for all Presbytery employees which shall
include implementation of the inclusiveness required by the Book or Order G-3.0103
and affirmed in Principle Six of the Principles of Agreement for the formation of new
Presbyteries in North Carolina;

to develop and review descriptions for all staff positions; and to review annually the
compensation and benefits of staff members, recommending changes when needed;

to exercise oversight of maintenance and use of the physical facilities and equipment of
the Presbytery, except as this responsibility may be assigned to other committees; to
conduct an annual review of all real property of the Presbytery; and to maintain a
current inventory of all Presbytery furnishings and equipment;

to provide for regular collection and distribution of historical information on
Presbyterian work, churches and people in this section of North Carolina;

to consider all proposals to the Manual of Administrative Operations of the Presbytery
and make recommendations for approval or disapproval to Presbytery;
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n. to consider requests from churches for permission to sell, mortgage or encumber their
real property or lease their property, and to make recommendations to Presbytery in
accordance with G-4.0206 of the Book of Order. The Executive Committee of the
Mission Cabinet is empowered to act on Presbytery’s behalf to give or to withhold
permission under G-4.0206, if in the judgment of the Chair of the Presbytery Mission
Cabinet, the Chair of the Finance and Property Committee of the Mission Cabinet, and
the General Presbyter, it will prove to be an undue hardship on the church requesting
such permission to wait for Presbytery’s action at its next stated meeting, with all such
actions to be reported to Presbytery at the next stated meeting. (See Attached “Chapter
VIl Exemptions”.); and

0. to conduct an annual review of all committees and a celebration of the events and
achievements of the three Missional Communities and the Committees of Presbytery
from the past year.

6.04 Standing Committees of the Presbytery Mission Cabinet

The Chair of the Presbytery Mission Cabinet shall nominate chairs and members of standing committees
of the Mission Cabinet for the approval of the Mission Cabinet. Chairs and members of Committees of
the Mission Cabinet may be appointed from among any of the voting and non-voting members of the
Presbytery Mission Cabinet as well as from any non-Cabinet members of churches or teaching elders in
the Presbytery of Coastal Carolina. The Preshbytery Mission Cabinet shall determine the size and duties of
all committees of the Mission Cabinet and shall specify the length of terms of service. All members of
Mission Cabinet Committees shall have voting rights in their committees. Mission Cabinet Committees
shall elect their own Vice Chair and Secretary. Members of Presbytery staff may be appointed as non-
voting members of Mission Cabinet Committees by the Cabinet, upon recommendation of the General
Presbyter.

Standing Committees of the Mission Cabinet include:

a. Executive Committee — acts on behalf of Cabinet in urgent matters, is made up of the Board of
Directors of the Presbytery Corporation

b. Personnel Committee — supports and evaluates staff

c. Finance and Property Committee — builds budget and manages finances and property
Other Workgroups — the Mission Cabinet may create standing committees or work groups to fulfill its
responsibilities in the following areas:

a. Communications as a resource to committees and communities and maintains the website, e-
news and other media;

Hunger Action to allocate funds gathered by the Presbytery to address hunger issues;

Mexico Partnership to coordinate our partnership with the Presbytery of the Gulf of Mexico in
Tabasco, Mexico;

d. New Church Development to guide the Presbytery in the development of new worshiping
communities and chartering of new congregations;

e. Peacemaking to keep before the Presbytery our calling to be peacemakers and to offer
strategies to assist congregations, Missional Communities and the whole Presbytery in
supporting peacemaking efforts; and

f. Other temporary or ad hoc committees as needed. (Examples: disaster preparation and
response, history, etc.).
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6.05 Relationship of Presbytery Mission Cabinet to Committees of Presbytery

While the Presbytery Mission Cabinet has responsibility for coordination of the mission and program of
Presbytery, the Committees of Presbytery have specific responsibilities entrusted to them by Presbytery
and are accountable to Presbytery for their stewardship. All committees of Presbytery report to Presbytery,
but all reports shall be presented to the Presbytery Mission Cabinet before being presented to the
Presbytery. The purpose of the Cabinet’s review is for coordination and review of each report in
relationship with all other committees and their work. The Cabinet may, if it deems it necessary, make a
recommendation to Presbytery regarding any committee’s report.

6.06 Relationship of Presbytery Mission Cabinet to the Three Missional Communities

Each Missional Community (either alone or in cooperation with another Missional Community) is free
to develop its own programs, events, etc. Missional Communities may request resources from the
Mission Cabinet as needed and available to support its mission. The Three Missional Communities
shall report regularly to the Mission Cabinet and the whole Presbytery on its plans, activities, and
results. All funds used or collected by the three Missional Communities shall be deposited with and
requested from the Finance Office of the Presbytery and shall be under the control of the Finance
Committee of the Presbytery and its Treasurer in accordance with the fiscal rules of this Manual.

6.07  Officers of Presbytery Mission Cabinet

The Chair and Vice-Chair of the Presbytery Mission Cabinet shall be nominated to the Presbytery by the
Committee on Nominations, and shall be elected for a term of one year. These officers may be re-elected,
but no person shall serve more than three years in the same office.

The Administrative Assistant to the Stated Clerk shall serve as Recording Clerk for the Presbytery
Mission Cabinet.

6.08 Reports

Presbytery’s Mission Cabinet shall report to each stated meeting of Presbytery as needed. Any actions
taken by the Mission Cabinet on behalf of the Presbytery between stated meetings of the Presbytery shall
be reported to Presbytery at its next stated meeting, along with recommendations to Presbytery for action.

6.09 Expenses

The Presbytery Mission Cabinet shall project its own expenses for consideration in the preparation of
Presbytery's budget and shall monitor its expenditures so as to remain within budgeted amounts.

6.10 Minutes and Records

The Presbytery Mission Cabinet shall keep full and accurate records of its work and proceedings. These
records shall be kept in the office of Presbytery, and shall be available for consultation by committees,
churches and teaching elders of the Presbytery as may be needed for the work of Preshytery or other
proper concern.
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7.00 Meetings of Presbytery

7.01 Frequency

The Presbytery shall hold stated meetings at least twice each year, at times and places determined by the
Presbytery on recommendation from the Presbytery Mission Cabinet. Ordinarily the dates of stated
meetings shall be established for the full year to enable better scheduling of activities by units of the
Presbytery. The first stated meeting of each year will include the celebration of the Lord's Supper as a part
of worship.

Special meetings of the Presbytery shall be called as needed, with notice of such meetings being sent not
less than two weeks in advance to each teaching elder and to the session of every church in the Presbytery.
The notice shall state the purpose of the meeting, and no business other than that stated in the notice shall
be transacted at that meeting.

7.02 Agenda

The agenda for each stated meeting of the Presbytery shall be prepared by the Stated Clerk in consultation
with the Presbytery Mission Cabinet and recommended to the Presbytery for consideration and adoption.
Each agenda shall intentionally reflect some element of at least one of the five commitments in the
Presbytery’s Vision.

The agenda for each stated meeting shall give priority to corporate worship and to the constitutional
business of Presbytery. Worship at stated meetings shall ordinarily be planned by Community Mission
Coordinators in consultation with the host church(es) and the Presbytery Mission Cabinet. Presentations
by institutional representatives or by ecumenical agencies may be scheduled as time allows.

The agenda of business for a special called meeting shall be the consideration of the matter or matters
specified in the purpose for which the meeting is called.

7.03 Reports and Recommendations

Reports and recommendations to be considered at a meeting of Presbytery shall be made available online
not less than ten days before the meeting. Printed copies shall ordinarily be made available on request.

7.04  Supplemental Reports

Matters that arise after the Presbytery Mission Cabinet has approved the agenda for the upcoming meeting
of the Presbytery, but which need to be considered by the Presbytery, shall be distributed in writing at the
time of registration at the meeting. If such supplemental matters require a modification in the agenda,
those responsible for the material in the supplemental report shall contact the Stated Clerk before the
meeting to request the agenda change. If at all possible, supplemental reports should be reviewed by
Presbytery Mission Cabinet prior to being submitted to Presbytery either by a called meeting of
Presbytery Mission Cabinet or by electronic distribution.

7.05 Resolutions and Overtures

Resolutions (other than the resolution of thanks for a particular meeting) or overtures to Synod or General
Assembly shall be in the hands of the General Presbyter/Stated Clerk of Presbytery at least thirty days
before the stated meeting at which the resolution or overture is to be considered. The General
Presbyter/Stated Clerk shall immediately place the resolution or overture in the hands of the Bills and
Manual of Administrative Operations 16 Adopted by Presbytery on 12-05-2015
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Overtures Committee for study and recommendation to Presbytery, including recommendation of a
process for consideration and debate if necessary. Any resolution or overture received by the General
Presbyter/Stated Clerk less than thirty days before a stated meeting shall be referred to the Bills and
Overtures Committee for study and recommendation to a later stated meeting, normally the second stated
meeting following receipt by the General Presbyter/Stated Clerk.

If the General Presbyter/Stated Clerk and Moderator conclude that it is advisable for a stated meeting to
consider a resolution or overture that was not delivered to the General Presbyter/Stated Clerk at least
thirty days before, the matter shall be presented to the stated meeting in writing, with copies available for
all members of the Presbytery, with explanation of why normal procedure should be set aside. The
Presbytery may vote by two-thirds majority of those present and voting to suspend the rules and to place
the resolution in the hands of the standing committee on Bills & Overtures (or other group named by the
Presbytery to consider) for study and recommendation later in the meeting.

7.06 Rules of Order

All meetings, stated and special, of the Preshytery, as well as meetings of administrative units of the
Presbytery, shall be conducted in accordance with the most recent edition of Robert’s Rules of Order,
except in cases in which the Constitution of the Presbyterian Church (U.S.A.) provides otherwise. These
rules of parliamentary procedure are always to be followed to ensure fairness of treatment and clarity of
procedure and are never to be used to take unfair tactical advantage in the midst of debate.

Quorum: A quorum for stated meetings of the Presbytery shall be 70 persons, including 20 teaching
elders, and 20 ruling elders commissioned by at least 20 sessions. The quorum for special meetings shall
be 50 persons, including 20 teaching elders, and 20 ruling elders commissioned by at least 20 sessions.

7.07 New Business

Items of new business shall be brought to the General Presbyter/Stated Clerk prior to the adoption of the
agenda by the body and shall be introduced at the time specified on the agenda. No additional items shall
be received for consideration subsequent to the adoption of the agenda. Some items of new business may
be referred to the Presbytery Mission Cabinet or other units of Presbytery for consideration and report to a
later stated meeting.

7.08 Floor Privilege for Committee Members

Members of the Presbytery Mission Cabinet, members of all Committees, and Commissioners shall have
the privilege of the floor when matters being considered relate to the work of the Mission Cabinet or
Committees of which they are members.

7.09 Moderatorial Appointments

For the efficient conduct of meetings of the Presbytery, the Moderator shall make appointments as
follows:

Committee on Resolutions of Thanks, to prepare for consideration and adoption an
appropriate expression of thanks to those responsible for arrangements, leadership, and other
facets of the meeting;

Committee on Attendance, to review the registration of teaching elders and ruling elder
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commissioners, and to report to Presbytery on attendance, with recommendations on excused
absences as appropriate;

Committee on Bills & Overtures (consisting of members present of the Bills and Overtures
Committee) to consider any matter referred to the committee by the plenary, and to report later
in the meeting with recommendation for Presbytery action; (see Section 2.05 in this manual). If
fewer than three members of the Bills and Overtures Committee are present, the Moderator,
with the consent of the Presbytery, shall appoint an additional (or additional) members to the
Bills and Overtures Committee.

Temporary Clerks, to assist in counting votes as needed, and to distribute materials if
necessary;,

Others as may be necessary.

7.10 Approval of Minutes

Minutes of each meeting of the Presbytery shall be prepared by the Recording Clerk and the General
Presbyter/Stated Clerk and presented to the Presbytery Mission Cabinet for review and approval.

8.00 Staff of Presbytery

To facilitate the mission of the Presbytery and the support of the churches of the Presbytery, exempt
program staff and non-exempt support staff shall be employed.

8.01 Exempt Program Staff
8.02 Search Process

All search committees shall observe the provisions of the Book of Order, F-1.0403 “Unity in Diversity,”
and the church-wide plan of equal employment opportunity affirmed in Principle Six of the Principles of
Agreement for the formation of new Presbyteries in North Carolina. (See Appendix #1.)

8.03 General Presbyter/Stated Clerk

A teaching elder or ruling elder shall be elected by the Presbytery to serve as General Presbyter/Stated
Clerk (GP/SC) for a term of three years, which may be renewed. This person shall serve as the Stated
Clerk of Presbytery, as chief executive officer of Presbytery, as Secretary of the Corporation, and as
supervisor of exempt program staff and non-exempt support staff. The GP/SC shall be accountable to the
Presbytery (through the Presbytery Mission Cabinet) for timely and proper performance of the duties of
the Stated Clerk and for the implementation of decisions and matters of strategy, mission, program, and
resources. The GP/SC shall be an exempt program staff position.

More detailed duties and relationships are found in the position description approved by Presbytery and
included as an appendix to this Manual.

When a vacancy occurs in the office of the GP/SC, the Presbytery shall elect a search committee
representative of the entire Presbytery. Members of this Search Committee shall be nominated by the
Committee on Nominations and Volunteer Development in consultation with the Presbytery Mission
Cabinet. The search committee shall be faithful to the principles of inclusion of the Book of Order (G-
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3.0103, F-1.0403), and Principle Six of the Principles of Agreement for the formation of new Presby-
teries in North Carolina. When the search committee is ready to report, it shall notify the interim GP/SC
who shall include this report in the business of the next meeting of Presbytery.

When an incumbent GP/SC approaches the end of a term, it shall be the responsibility of the Presbytery
Mission Cabinet to make a recommendation concerning renewal of call, making use of the performance
evaluations required in paragraph 4-65 8.10 in this manual.

8.04  Other Exempt Program Staff

Other exempt program staff positions may be authorized and persons employed by the Presbytery.
Positions shall be authorized by Presbytery before persons are considered for nomination. All persons to
fill exempt program staff positions shall be elected by Presbytery upon recommendation of the GP/SC
after a proper process for search and nomination. Presbytery shall always proceed in full accord with the
principles of participation and representation found in the Book of Order, G-3.0103 and affirmed in
Principle Six of the Principles of Agreement for the formation of new Presbyteries in North Carolina to
“honor the principle of inclusiveness in employment.”

Exempt program staff positions may be full-time, part-time, or shared-time; they shall be clearly defined
in relationship with other staff positions, and also in relationship with other duties in the case of a joint
call. All exempt program staff shall be accountable through the GP/SC and the Presbytery Mission
Cabinet to the Presbytery.

Each exempt program staff person shall have a position description, approved by the Presbytery and
included as an appendix to this Manual.

8.05 Terms of Service

Employment is voluntarily entered into by an exempt program staff person and Presbytery, and either
party can end the relationship at any time, with or without notice. The exempt program staff person is
not hired or obligated for a fixed period of time, but serves at will. Neither the exempt program staff
person nor the Presbytery has any authority to state otherwise.

An exception is that Presbytery may retain the services of a General Presbyter/Stated Clerk for a
defined period of three years.

Though employment needs can and do change, the individual and the Presbytery will not end the
employment for any unlawful reason.

8.06 Non-Exempt Support Staff

Non-exempt support staff of Presbytery provides staff services for the GP/SC and for the Presbytery
Mission Cabinet and Committees of Preshbytery. All non-exempt support staff positions shall be approved
by the Presbytery Mission Cabinet upon recommendation of the GP/SC, and shall include accountability,
and salary level, with position descriptions attached as appendices to the Manual.

Non-exempt support staff positions may be full-time or part-time. Persons may be employed by the
Presbytery Mission Cabinet upon the recommendation of the GP/SC. A proper process for search and
selection shall be followed, in accord with the principles of participation and representation found in the
Book of Order, G-3.0103 and affirmed in Principle Six of the Principles of Agreement for the formation
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of new Presbyteries in North Carolina.

8.07 Temporary Non-Exempt Support Staff

Temporary non-exempt support staff workers may be employed when necessary for periods of heavy
workload or prolonged absence of regular employees. Decisions on temporary non-exempt support staff
shall be made by the GP/SC in consultation with the Executive Committee of the Presbytery Mission
Cabinet and the Chair of the Finance and Property Committee of the Cabinet. Temporary non-exempt
support staff shall not be engaged for more than ninety days at a time. Funds to cover these temporary
non-exempt support staff must be in the budget.

8.08  Position Descriptions

There shall be a position description for each exempt program staff position and each non-exempt support
staff position of the Presbytery. These descriptions shall include duties of the position, qualifications
required, lines of accountability, and salary range. They shall be approved by the Presbytery and included
as appendices to this Manual. The Personnel Committee of the Presbytery Mission Cabinet shall assist the
GP/SC in the development and revision of those position descriptions.

8.09  Supervision & Accountability

The GP/SC shall be the chief executive officer and supervisor of exempt program staff and non-exempt
support staff of Presbytery. Some positions may be immediately supervised by another staff member, as
determined by the GP/SC.

While all exempt program staff have specific responsibilities with different units of Presbytery, they shall
be accountable to the Presbytery through the GP/SC. Non-exempt support staff members will be
accountable through the GP/SC and the Presbytery Mission Cabinet.

8.10 Annual Performance Evaluations

All staff members shall receive confidential written performance evaluations annually. Evaluation of non-
exempt staff shall be done by the immediate supervisor in consultation with the GP/SC. Evaluation of
exempt staff shall be done by the GP/SC and be reported to Presbytery Mission Cabinet through the
Personnel Committee. Evaluation of the GP/SC shall be done by the Personnel Committee of the
Presbytery Mission Cabinet, with input from committee chairs, and reported to the Presbytery Mission
Cabinet in executive session.

8.11 New Exempt Program Staff Positions

New exempt program staff positions may be created by the Presbytery using the following procedure:

a. A proposal for a new position may arise from any administrative unit in Presbytery and
must be presented to the Presbytery Mission Cabinet with description of responsibilities
and rationale for the proposal.

b. The Presbytery Mission Cabinet will appoint a work group for initial evaluation and report
to the next meeting of the Cabinet. The work group will include the Chairs or representa-
tives of Personnel Committee, the Committee on Strategic Planning and Organizational
Review, the Finance & Property Committee of Cabinet, the General Presbyter/Stated
Clerk, and any other committee with related interests.
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C. The Presbytery Mission Cabinet will consider the report of the work group, and will
present the proposal for a new exempt program staff position to a stated meeting of
Presbytery, along with the Presbytery Mission Cabinet’s recommendation regarding it, for
a first hearing.

d. If Presbytery recommends further study of the proposal, it will be referred to one of the
following:
e Personnel Committee of the Presbytery Mission Cabinet;
o Committee on Strategic Planning and Organizational Review;
e Finance & Property Committee of the Presbytery Mission Cabinet;
o Other Committees with an interest determined by the Presbytery Mission Cabinet.

f. The proposal for a new exempt program staff position will be considered by the next
stated meeting of Presbytery, along with reports of committees regarding the proposal.
Presbytery will vote to approve or to disapprove the new position.

9.00 Subsidiary Properties

9.01 Oversight and Care

The Finance and Property Committee of the Presbytery Cabinet shall maintain oversight and overall care
of the various subsidiary properties of Presbytery.

Current contact will be maintained with individual management boards or committees where such groups
exist, leaving Finance and Property with direct management responsibility for properties where no such
local group exists. A report shall be given to the Presbytery Cabinet at least annually concerning the
management and stewardship of these properties.

9.02 List of Properties

These properties for which Presbytery has responsibility are listed in an appendix to this Manual.

10.00 Permanent Judicial Commission

10.01 Membership

Membership of the Permanent Judicial Commission shall be seven members, teaching elders and ruling
elders in as nearly equal numbers as possible, for six-year terms in three classes, in accord with the
requirements of Book of Order, D-5.0000.

10.02 Responsibilities

The Permanent Judicial Commission shall have responsibilities detailed in the Rules of Discipline of the
Book of Order and shall conduct its business in strict accord with the requirements of the Rules of
Discipline.

10.03 Initiation of Preliminary Procedures in Judicial Process

a. When the Stated Clerk receives notification that the Presbytery is a respondent in a
remedial case, as soon as possible the Stated Clerk shall notify the Moderator of
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Presbytery, who promptly shall appoint a committee of counsel of three persons provided
for in Section D-6.0300 of the Book of Order. These actions shall be reported to
Presbytery at its next stated meeting.

b. When the Stated Clerk receives an accusation filed according to section D-10.0100 of the
Book of Order, as soon as possible the Stated Clerk shall notify the Moderator of
Presbytery, who promptly shall appoint an investigating committee of three to five persons
as provided in Section D-10.0201 of the Book of Order. These actions shall be reported to
Presbytery at its next meeting.

C. When the Stated Clerk receives a request for an inquiry for vindication under Section
D-9.0000 of the Book of Order, the Committee on Ministry shall function as Presbytery’s
“appropriate committee” to ascertain whether it is proper to grant the request (D-9.0101a).

11.00 Special Organizations

11.01 Relation to Presbytery

Presbytery shall receive as information the annual reports and minutes of Special Organizations within the
bounds of the Presbytery, including annual financial reports. Presbytery also may receive from these
organizations for consideration in the regular budget process requests for financial support. Such requests
must be made in advance of any anticipated expenditures; and this provision for consideration of requests
shall not be interpreted to mean that a request will be granted in full or in part.

In receiving reports of the activities and finances of Special Organizations, Presbytery shall not have the
intention of exercising control over these organizations which are related to but not formally units of the
Presbytery. In order to make clear the relationship and to promote effective collaboration, Presbytery shall
identify areas of responsibility and parts of the administrative organization of the Presbytery through
which communications with each Special Organization are to be channeled.

11.02 Recognized Organizations

Special Organizations recognized in the bounds of the Presbytery are:

a. Presbyterian Women

b. Presbyterian Men

C. Black Caucus

e. Latino-Hispanic Caucus

d. Youth Council

Each of these organizations has the right to send a representative to meetings of the Mission Cabinet to
speak to issues that relate to their mission at these meetings. Expenses related to their presence at
meetings of the Mission Cabinet shall be borne by the recognized organization or within its budget from
the Presbytery.
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12.00 Financial Policies and Procedures

12.01 Financial Terminology

All money received by the Presbytery shall be classified in one of the following categories:
a. Mission Support

1. Shared Mission Fund are monies given to the Presbytery without any special
designation, to be used to support the program and mission of Presbytery, Synod,
and General Assembly, according to the annual budget of Presbytery.

2. Designated/Validated Fund are monies given to Presbytery with special
designation, and when accepted by the Presbytery, must be used for the purposes
that the donor has indicated.

b. Special Offerings

Special offerings are seasonal offerings received in the churches for a cause approved by a higher
governing body but not included in the budget of Presbytery. Such offerings are directed to the
specified recipients. All Special Offerings shall be remitted to the designated recipient by the
Treasurer of Presbytery within 60 days of receipt.

C. Per Capita Apportionments

Per Capita apportionments refer to the assessment per member set by General Assembly and
Synod to finance their administrative costs. Such apportionments are paid by and reflected in
Presbytery's annual budget.

12.02 Distribution of Benevolences

The annual budget adopted by the Presbytery shall determine the actual distribution percentages in any
particular year.

12.03 Balanced Budget

Each of the Three Missional Communities shall submit their budget requests to the Presbytery Mission
Cabinet by the end of June July each year. The Presbytery Mission Cabinet shall ordinarily submit the
next year’s annual budget to the Presbytery at its fall meeting for adoption.

In developing the proposed budget to be presented to Presbytery, the Finance and Property Committee of
the Cabinet shall develop a narrative budget to explain what the Missional Communities, the Presbytery
Mission Cabinet and the committees plan to accomplish with funds allocated to them. The budget shall
contain a brief budget message outlining the major goals and objectives of the proposed budget. The
proposed budget shall show the total funds allocated to the Cabinet and committees. The Treasurer shall
submit a financial report to each stated meeting of Presbytery for information. Presbytery shall operate
with a balanced annual budget based on realistic estimates of revenues and support.
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12.04 Expenditures Limited by Budget

All committees and the Presbytery Mission Cabinet shall adhere to the expenditure limits of the adopted
budget. Line item expenditures, and transfer of funds between line items within the budget, shall be
authorized by the chairs of committees or the Cabinet (or by persons designated by the Chairs and
identified in writing to the Treasurer). The Finance and Property Committee of the Cabinet shall bring to
the attention of the Presbytery the failure of any committee to adhere to this policy.

12.05 Presbytery Budget

The Presbytery shall operate with a unified annual budget rather than separate budgets for administration
and mission.

12.06 No Carry-over

No committee shall carry over budgeted funds from one year to the next unless specifically authorized by
the Presbytery upon recommendation by the Finance and Property Committee of the Presbytery Mission
Cabinet.

12.07 All Funds in Presbytery Accounts

No validated ministry or committee of the Presbytery shall hold program funds or establish a separate
bank account for its work. All funds collected by any validated ministry or committee of Presbytery must
be remitted to the Presbytery office on a monthly basis.

12.08 Benevolences to be Forwarded Monthly

The Treasurer of Presbytery shall remit to the proper entities in a timely manner, and in the correct
amount, all designated/validated funds and special offerings received.

12.09 Year-end Unused Balances

If total receipts for the fiscal year have been less than 100% of the annual budget, the unexpended monies
shall be used to fulfill budgeted commitments to Synod and General Assembly. If monies are available
after these commitments have been met, they shall remain in the General Benevolence Fund.

12.10 Investment of Funds

All monies from all funds of Presbytery shall be invested and managed properly by the Treasurer under
the supervision of the Finance and Property Committee of the Presbytery Mission Cabinet to ensure a safe
return. They should be invested in reputable financial institutions and in accordance with the socially
responsible guidelines of the PCUSA.

12.12 Operating Reserve (General Benevolence Fund)

Presbytery shall work toward establishing and maintaining a General Benevolence Fund operating reserve
equal to at least twenty percent (20%) of the current year's budget.

12.13 Annual Financial Review

Consistent with the Book of Order, G-3.0113, the Presbytery shall purchase annually an external financial
review or audit from a Certified Public Accountant selected by the Finance and Property Committee of
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the Presbytery Mission Cabinet. The results of this financial review or audit shall be reported to the
Presbytery and shall be made available for review by any church of the Presbytery or by any governing
body of the Presbyterian Church (USA) that shall request it.

12.14 Bonded Employees

Bonding shall be provided for all persons handling funds and other assets of the Presbytery in an amount
determined by the Finance and Property Committee of the Preshytery Mission Cabinet. In addition, all
checks written on Presbytery accounts shall require two (2) authorized signatures to be valid.

12.15 Priority of Salary Commitments

Salaries and salary-related expenses to which Presbytery has committed itself shall be paid as a first
priority.

12.16 Emergency Expenditures

Between meetings of Presbytery, the Presbytery Mission Cabinet shall have authority to approve
extraordinary expenditures outside the adopted budget when, in their best judgment, such expenditures
are necessary and cannot wait for the next meeting of Presbytery, provided that such expenditures do not
exceed twenty thousand dollars ($20,000.00). All such expenditures shall be reported to the next meeting
of Preshytery with a full explanation of the circumstances that required them. The $20,000.00 limit is the
cumulative total of one or more projects. These additional funds should come from uncommitted
designated fund accounts that require Presbytery approval to be spent.

12.17 Loan or Grant Funds

The Finance and Property Committee of the Presbytery Mission Cabinet shall administer and oversee all
loans and grant funds held by the Presbytery, taking care to ensure that all such funds are used according
to the purposes for which they were established.

12.18 Financial Statements of Related Institutions

Any institution of Preshbytery, Synod, or General Assembly, or any other agency not directly under the
supervision of the Presbytery, that requests funding from Presbytery shall be required to submit to the
Finance and Property Committee of the Presbytery Mission Cabinet a certified financial statement by the
officers of the institution, or a copy of the previous year's audit, as a part of the application for support.
Without such audit or financial statement, no application may be considered.

12.19 Financial Implications of Proposals

Any proposal to be presented to the Presbytery and having financial implications must be accompanied by
a rationale for the proposal, a projected budget, and a report from the Finance and Property Committee of
the Presbytery Mission Cabinet indicating the source of funding, before it may be considered.

12.20 Restricted Funds

Designations and/or restrictions that apply to funds and investments of the Presbytery shall be honored
and upheld, to ensure that said funds and their earnings will be used as intended, in perpetuity. The Asset
Management Manual of the Presbytery provides the requirements for implementation of this policy.
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12.21 Church Statements

The Treasurer shall provide to each church an annual statement of its giving to Mission Support, Special
Offerings, Validated/Designated Causes, and Per Capita Apportionments.

12.22 Budget Status Reports for Committees

The Treasurer shall provide on a monthly basis to each committee Chair a report of the budget and
expenditures-to-date for the work of that committee.

12.23 Mission Support from Aid-receiving Churches

All churches requesting and receiving program support or salary support from Presbytery are required to
support the general mission budget of Presbytery, including those churches for which Presbytery
guaranteed a loan.

12.24 Travel Reimbursement

The travel reimbursement rate for persons serving on committees and task forces of Presbytery shall be
determined annually by the Presbytery on recommendation from the Finance and Property Committee of
the Presbytery Mission Cabinet. Ordinarily the reimbursement rate for a particular year shall be
established at the final stated meeting of the preceding year.

12.25 Internal Accounting Procedures

The Treasurer is the chief financial officer of the Presbytery and shall be responsible for receiving,
depositing, disbursing, reporting and accounting for all monies given to or held by the Presbytery. In
fulfillment of these duties, the financial officer may delegate particular duties to an accountant or to
another staff member as a part of that person's assigned responsibilities. Nevertheless, the financial officer
shall be held accountable for ensuring that the work is done properly and shall have necessary authority to
carry out this assignment. All persons working with financial or other fiduciary responsibilities shall be
fully bonded by position. VVouchers, statements, receipts, or duplicate copies of remittance forms must be
presented and approved for all checks written.

12.26 Reporting Salaries and Benefits

The salaries, allowances, and benefits of all persons called or employed by the Presbytery and
compensated from Presbytery funds shall be reported to the Presbytery for approval upon issuance of a
call or an offer of employment. Any changes in terms of call or employment shall be reported for
Presbytery approval. The Finance and Property Committee of the Presbytery Mission Cabinet shall
provide annually to Presbytery a summary of the salaries, allowances, and benefits of all staff persons as
part of the proposed budget.

12.27 Requests for Campaigns

All requests by Presbyterian-related institutions or agencies for special campaigns, capital or otherwise,
shall be submitted to the Finance and Property Committee of the Presbytery Mission Cabinet for review
and recommendation, through the Presbytery Mission Cabinet, for approval by Presbytery. All requests
should be received at least six (6) months prior to the beginning of the campaign.
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13.00 Suspension of the Manual of Administrative Operations

A provision of this Manual of Administrative Operations may be suspended temporarily, with the
exception of the provision for amendment of the Manual, by vote of a two-thirds majority of those present
and voting at a meeting of the Presbytery, with the understanding that no suspension of the Manual may
contravene the Book of Order. Such suspension shall remain in effect through the remainder of the
meeting at which it is voted, unless the same meeting votes by two-thirds majority of those present and
voting to reinstate the suspended provision. In any event, the suspension does not carry over to the next
meeting of Presbytery.

14.00 Amendment of the Manual of Administrative Operations

Amendment of the Manual of Administrative Operations may be proposed by ruling elder or teaching
elder members of a meeting of Presbytery, by sessions, committees, Presbyterian Women and
Presbyterian Men of the Presbytery, the Black Caucus, the Youth Council, and the Stated Clerk/Executive
Presbyter. All proposed amendments to the Manual shall be referred to the Presbytery Mission Cabinet
for study and recommendations to Presbytery. Amendments can be made to the Manual in either of two
ways: 1) Recommended amendments to the Manual shall be submitted in writing to a stated meeting of
Presbytery for a first reading and then be brought to the next stated meeting of Presbytery for a second
reading. At the second reading, proposed changes to the proposed amendment may be acted on by
Presbytery through normal parliamentary procedure; or 2) Recommended amendments to the Manual
shall be submitted in writing to each session and teaching elder member of the Presbytery at least six (6)
weeks before a stated meeting of the Presbytery which can then discuss and vote on the proposed
amendment. At that meeting, proposed changes to the proposed amendment may be acted on by
Presbytery through normal parliamentary procedure.

15.00 Appendices to the Manual
15.01 Approved by Presbytery

Documents are appended to the Manual only by vote of Presbytery. These appendices are important parts
of the Manual and carry the same authority as guides for the corporate life of the Presbytery. Items to be
approved as appendices will include position descriptions, personnel policies, asset management program,
and administrative manuals of committees of Presbytery. Presbytery may vote to append other documents
as well.

15.02 Amendment of Appendices

Amendments to any of the Appendices of the Manual may be considered and voted on at any stated
meeting of Presbytery. A proposed amendment to an appendix shall be referred to the Presbytery Mission
Cabinet for study and report and shall be distributed in writing at least ten days before the meeting at
which it will be considered, along with the recommendations. Amendments of the appendices shall
require a two-thirds majority vote of those present at the time of the vote in order to be effected.

16.00 Editing Authorization Addition

Presbytery authorizes and empowers the General Presbyter/Stated Clerk, the Chair of the Presbytery
Mission Cabinet, and the Recording Clerk to make editing changes to the Manual of Administrative
Operations as needed to give internal consistency of content, language and format to the Manual. No
changes of substance will be made without the approval of Presbytery given through the normal
amendment process.

Manual of Administrative Operations 27 Adopted by Presbytery on 12-05-2015



