Article 6 – Officers

Designation of Church Spiritual Officers

Identification: Senior Pastor is the leader, while the Staff Pastors are the support leaders with particular and specific areas of ministry and responsibilities {see Church Polity: Article 4} which are related to their roles as Staff Pastors. Staff Pastors perform ministry services that may or may not be directly assigned to them by the Senior Pastor. Staff Pastors may represent the pastoral ministries in the absence of the Senior Pastor.   
By-Laws:  
1. The roles and functions of the Senior Pastor and Staff Pastors have been clarified and explained in the Church Polity portion of the Church Constitution. 
2. The Spiritual Officers are not to be considered on a board of trustees, and they cannot have the legal title of President of the corporation.

Designation of Corporate Officers
Identification: As an accommodation to legal relationships outside the church, the Chairman of Trustees shall serve as the President of the Corporation. The Vice Chairman of the Trustees shall serve as the Vice President of the Corporation. The Church Clerk shall serve as the Secretary of the Corporation. The Church Treasurer shall serve as the Treasurer of the Corporation. 
By Laws:

1. The Corporate Officers are responsible for the day to day legal operations of the corporation.
2. The Corporate Officers have legal check signing authority with a two party signature rule enforced.

Designation of Financial Secretary

Identification:  The Financial Secretary will be under the authority of the Senior Pastor and Corporate Officers. The Financial Secretary is a Church Staff position. The Financial Secretary reports to and works weekly with the Financial Committee Chairperson. The position must be occupied by a person who is held to the highest confidentiality level with regard to financial matters associated with the church finances and individual finances.    
By-Laws
1. Report weekly funds and reports of contributions given to the church.

2. Balance all accounts and pay all expenditures.
3. Handle and process all  church payroll.
4. Responsible for all tax activities such as W-2, 1099, etc.

5. Responsible for the quarterly report to the church.

6. Works with the Finance Committee on all budget reports.
7. Handles the work associated with the purchase order system.  
Designation of Day Care Director

Identification: The Day Care Director will be under the authority of the Senior Pastor and Corporate Officers. The Day Care Director is responsible for all the daily activities and services of the Day Care. The Day Care Director is to be held accountable for the health and welfare of all employees, children enrolled, and any people who are involved with the operations of the Day Care. The Day Care Director is the direct contact to the parents of the children enrolled in the Day Care. The Day Care Director is responsible for all payroll and tax matters pertaining to the Day Care. 
By-Laws
1. Prepare, submit, and administer an annual itemized budget.
2. Order all supplies.

3. Responsible for all aspects of hiring and firing employees, including managing reports, administrating all responsibilities associated with security background checks, and responsible for all activities associated with the annual state inspections (Bright From the Start).
4. Accountable for managing the maintenance of all facilities and grounds associated with the daycare, after school care and preschool.

5. Schedule, organize, and supervise all field trips.

Designation of Church Ministry Directors
Identification:  Directors of particular and specific ministry disciplines and programs. Directors are volunteer leaders who are responsible for the guidance and direction of the ministries they are directing. The directors will come from the nominating committee, and the church body will confirm their calling by church vote.

Present Directors: Sunday School, Men’s Ministry, GROW Director, Greeters Director, WMU, Women’s Ministry, Church Training, Nursery and Extended Session, KFC, Children’s, Young at Heart (Senior Adult).

1. All directors answer to and work with the staff to help fulfill the Great Commission and help to realize the vision of the church ministry.

2. Directors are responsible for the guidance and for the leadership associated with organizing and planning activities within their ministry discipline.

3. Directors are responsible for setting meetings and training activities associated with their ministry discipline.

4. Directors are responsible for recruiting and staffing their particular ministry activities.
5. Directors are to submit financial budgets to the Finance Committee, and they are responsible for planning and maintaining their own budgeted line items.

Each Director is responsible for submitting purchase orders and securing materials granted by the purchase order.
Designation of Trustees as a Board of Trustees
Identification: The Board of Trustees will consist of three (3) permanent members and two (2) at-large members.  The Board of Trustees will be responsible for handling all legal matters that are associated with Chattanooga Valley Baptist Church.  Furthermore, the Board will be responsible for the oversight of the entire Church campus site.  These members will be considered people of high moral character, unquestionable integrity, and a broad range of knowledge associated with the entire Church site. Finally, they should possess good judgment, decision making skills, and good communication skills.
By-Laws: 


1. 
When a trustee can no longer serve and a trustee position needs to be filled with a new permanent trustee, the trustee at-large will assume the responsibilities as a permanent trustee. Any new at-large members will be recommended by the Board of Trustees and then voted on and confirmed by the church body.


2.
The Chairman of the Board of Trustees is the president of the corporation; he is to be under the authority of the Senior pastor. The Chairman of the Board of Trustees is to have no power or authority over the Senior Pastor.

3. 
The Board of Trustees shall represent the church in all legal matters.

4. 
The standing Board of Trustees will consist of three permanent members who have the legal authority to sign legal documents. The three standing permanent members are the president, vice-president, and secretary.
Designation of Expenditures by Pastors, Directors, Officers, and Trustees
Identification:  Pastors, Directors, Officers, and Trustees have the authority to spend funds both designated and non-designated. 
By-Laws:


1. 
A requisition system is utilized.


2.
A purchase order system is utilized.

3.
To spend funds that have been budgeted, a requisition form must be completed.  


4. 
Spending caps are as follows:  Pastors can spend up to $1000 from their budgeted line items; this will require only a requisition form.  To spend funds above $1000 will require a requisition form and a purchase order form.

5. 
Spending caps are as follows:  Directors, Officers, and Trustees can spend up to $250 from their budgeted line items; this will require only a requisition form.  To spend funds above $250 will require a requisition form and a  purchase order form.


6. 
All purchase order forms must be approved by the Finance Committee.

7. 
All purchase orders will be dispositional within a week (depending upon available funds).
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