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In 1988 I was called to serve as the Associational Director (Director of Missions) for Suncoast Baptist
Association in Largo, Florida, where I still serve today. I found very little written about the work of the
Baptist Association from a practitioner’s perspective. What I know about Associational ministry I have
learned from observation, mentors, peers and experience.

It has been my dream for a long time to compile a user-friendly manual that might be helpful to
Associational staff and volunteer leaders. I wish someone had done this simplified version of
Associational leadership 20 years ago.

I want to thank some significant people in my ministry who have contributed to my life and in some way to
this manual. First, my mentor, J. Leon Boyd, retired from N.A.M.B. Also, some colleagues, Larry Rose,
former DOM in Ft. Worth, Texas, now deceased; Hugh Townsend, N.A.M.B.; J.C. Bradley, retired from
H.M.B.; Bill Agee, N.A.M.B; John Gardner, retired from Lifeway; Doyle Braden, DOM in Orange County,
California; Ellis Pitman, consultant and pastor in Orange County Baptist Association; and Lewis McMullen,
Church Planter Strategist, Suncoast Baptist Association.

I don’t consider this manual to be a conclusive statement on this ever-changing ministry called the Baptist
Association. There are 1,200+ Baptist Associations in the Southern Baptist Convention. That means there
are 1,200+ unique contexts or mission fields. Each has its own needs and priorities. Consider this manual
to contain some hints and suggestions from which you can hopefully gleam some help for your local
Association.

There are, however, at least ten common areas in which I think we can all identify. Even these ten would
have to be modified to fit any Association’s ministry context. Each of these ten areas is a chapter of this
manual.

1- We need to appreciate our heritage.

2- We need to build our organization on strong foundations.

3- We need to determine what God’s agenda is for us.

4- We need to organize ourselves to accomplish His agenda.

5- We need to have adequate resources to fulfill this task.

6- We need to have a leadership team to guide our process.

7- We need to continue to start new works for the unchurched.

8- We need to train and strengthen our existing churches.

9- We need to encourage and support our pastoral leadership.

10- We need to activate our churches to hands-on ministry/missions.

Another dream of mine has been to stimulate interest among my peers to document what they are doing
so that we can learn from each other. As I have traveled as a strategy consultant for HMB/NAMB it has
come to my attention that many Associations are doing very creative and effective ministries that God
could use on other local mission fields if they were only aware of them.

It’s all about Him, not us. May God bless us as we serve together to accomplish His purposes in the
ministry He has called us to in the local Baptist Association.

Ed Gilman, 2007

IIInnntttrrroooddduuuccctttiiiooonnn
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History of the Baptist
Association In America...

1707-1800: The Association is the “Only Denominational Body” in Baptist Life

The first Baptist Association in American was the Philadelphia Association formed in 1707. The first
Southern Baptist Association was Charleston, South Carolina. Baptist Associations in America formed
around a common theology for the purposes of fellowship, mutual assistance, and an organization through
which to work together.

1800-1845: New Forms of Denominational Life

William Carey’s missionary effort in 1792 provided a surge of interest in missions. Missionary “societies”
began to be formed in the early 1800s. Soon the Triennial Convention became the first national organization
of Baptists for foreign missions. Through the initiative of SBC Associations, State Conventions began to be
formed, starting in South Carolina in 1821.

1845-1917: Rise of State Conventions and Southern Baptist Convention

There were only nine State Conventions when the SBC was formed in 1845. The increasing concern for
missions on a broader scale than could be provided by local Baptist Associations led them to be actively
involved in establishing State Conventions and the Southern Baptist Convention. Associations began to
shift from a focus on their congregations to being promoters of the SBC and state convention programs.

1917-1935: Redefinition of Association

“Cooperation” became the watchword during this period. Between 1917-1924--The “75 million Campaign”
involved all levels of the denomination to raise money for the SBC. Influenced by this success, in 1925 the
“Cooperative Program” was established and the “Baptist Faith and Message” was adopted by the SBC. In
the 1930s the national agencies began to conduct Sunday School and other programs for the churches
using the Association as their main channel of cooperation.

111 --- SSS tttuuu dddyyy YYY ooouuu rrr BBBeee gggiiinnnnnn iiinnnggg sss

The Baptist Association was the first Baptist body outside the
local church. In 2007 Baptist Associations in America

celebrated their 300th Anniversary.
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“A Baptist Association is a self-governing fellowship of autonomous churches sharing a common faith and
active on mission in their setting… an association is a family of churches and a network through which
churches give and receive assistance.”

… J.C. Bradley, 1984, “A Baptist Association”

"There seems to be a lot of debate in Baptist circles, today, about why the Baptist association exists. Some
feel the Baptist association has served its purpose, and we simply need to conduct the funeral and lay her
to rest. Others have expressed their belief that the primary reason for the continued existence of the
association in Baptist life is for fellowship. I think not. Although fellowship is an important part of Baptist
life, I believe that it is the by-product of a unified commitment to cooperation in various areas of ministry
and missions on the part of Baptist churches.

"Having been a Baptist pastor for 18 years, a Foreign Mission Board/International Mission Board missionary
for seven years and seen the Baptist association function in other countries, and, now having the privilege
of serving as a director of missions in a Colorado Baptist association, I would like to add another opinion
from a broad-based viewpoint.

"Cooperation has always been the primary reason for the existence of the association in Baptist life. From
the viewpoint of a missionary, I have been able to see the validity of this truth from a perspective that I did
not have the benefit of seeing from a pastor's point of view. As a pastor, I usually saw things from the
perspective of the agenda of my church, i.e., `How is my church going to benefit from …?' While I suppose it
is normal for a pastor to think this way, it is not the kingdom or missional way of thinking found in the New
Testament. The kingdom mentality says, `How will God's kingdom benefit from …?'

... Kent Shirley, 2005, “Cooperation- Always the Primary Reason for the Existence of the Association”

Southern Baptist Associations
(Estimates as of June, 2005)

74% of all Associations have 39 or less churches. (895)

22% “ “ “ “ between 40 to 74 churches. (267)

4% “ “ “ “ 75 or more churches. (47)

N.A.M.B. has categorized SBC Associations into 3 sizes:

Mega (over 1 million population)- There are approximately 90 (10%)

Metro (metropolitan areas of less than 1 million)- There are approximately 250 (25%)

Town & Country (town & rural areas)- There are approximately 600 (65%)

(65% are in rural areas, 35% are urban areas)
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The Role of Associational Director
Is the Director a leader or a manager? Many view a leader as a visionary- type who is future-oriented and
a manager as more the person who does the day-to-day working of the organization. These
generalizations are probably accurate, but most leaders do not have the option of either-or when it comes
to leading an organization. This is especially true for non-profit organizations which normallyhave much
less of a financial base than their business counterparts.

J.C. Bradley, retired from NAMB, sees the role of the Associational Director in three main categories:

Manager/Leader

His main focus in this area is to help set the overall direction of the Association. Associations have
typically been program-driven in the past. This is changing. It has already changed in the business world
where in the past consumers had few choices to choose from. Today with international trade and
competition, companies are challenged more than ever to find out exactly what people will buy and then
produce it.

The first thing a leader of the Association must do is clarify the purpose of the organization. What is your
mission, and equally as important, what is not your mission? Every Association should be “mission-
driven.” The Association’s purpose should reflect its supportive role to its member churches. Here is one
possibility”

“A Baptist Association is a self-governing fellowship of autonomous churches sharing a common faith and
active on mission in their setting… an association is a family of churches and a network through which
churches give and receive assistance.”

… J.C. Bradley, 1984, “A Baptist Association”

The next thing an Associational leader must do is determine a current “God-given vision” based on the
mission of the Association, its values, and the needs of its churches and community. Chapter 3 of this
manual has detailed information about strategizing for the future and the steps required in this process.
The vision answers the question “where do you believe God wants you join Him in accomplishing the
vision he has given the Association.”

MANAGER/LEADER

MISSION STRATEGIST

MINISTER TO CHURCHES
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I like what George Barna says about vision: “it is a reflection of what God wants to accomplish through
you to build His kingdom.”

The Associational Director must also be a promoter of the vision. It is great to have a written vision
statement, but if it is not communicated to the churches it is of little value in the long run. There must be
a passionate appeal for followship and financial support for the vision.

The next steps in the strategy process is to determine the Association’s priority needs, and to develop
goals and action plans that are necessary in accomplishing the overall Associational vision.

The Associational Director must also generate and manage an organization that will be an adequate
“delivery-system” for implementing the strategy. All current programs should be evaluated as to their
effectiveness in accomplishing the Association’s strategy. Some will need to be given more visibility,
some may need to be given less visibility or even discontinued.

It is my conviction that the work of the Association can be most effectively done through a team-based
ministry organization. Each Associational organization will be unique as each strategy is uniquely based
on local needs and vision.

Mission Strategist

“You will receive power when the Holy Spirit comes to you. They you will be my witnesses to testify about
me in Jerusalem, throughout Judea and Samaria, and to the ends of the earth.” ... JESUS

The Associational Director also has the responsibility to lead the Associational churches to be “on-
mission,” both locally and globally. As a coordinating organization for the churches, the total focus
cannot be on just local missions if the Association hopes to fulfill the Biblical mission given by Christ.

Missions can take many forms, from financial support of missions,
to hands-on mission projects, and the starting of new churches in
areas where unchurched people groups are discovered. Chapter 7
of this manual specifically addresses church planting.

Chapter 10 of this manual address stimulating missions and ministry
projects. There are unlimited possibilities for conducting local mission
projects. These can be great unity builders for the churches as they
come together to meet a local need. It also highlights a role of the
Association as a coordinator for joint church projects.

Mission projects nationally and internationally can also be coordinated by the Association through the
state, national, and international agencies of the S.B.C. Most state convention have long-term
relationships with national and international partners. This gives churches an opportunity to develop
church to church partnerships nationally and to better understand cultural distinctives internationally.
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Minister to the Churches

The Associational Director should also be available for counsel and support of the churches and their
pastoral staff. Pastoral staff are limited as to where they can turn for council. I have found that pastors
generally do not have many friends outside their congregation. The Association would serve its churches
well to provide support services to their pastoral staff members.

Other support and development programs can help minister to pastors and churches. Highlighting
Pastoral Appreciation Month in October each year would assist in reminding local churches of this
opportunity to show their appreciation to their leaders. An Associational Appreciation Banquet for
ministers could be conducted during October as well. Everyone wants to be appreciated, those who
serve our Lord and us certainly deserve our personal affirmations.

Pastor’s retreats and continuing education opportunities could be coordinated through the Association
to provide on-going renewal and growth experiences for pastoral leaders. Leaders can get stale if they
isolate themselves or do not continue to grow in their spiritual and professional life. If they are to remain
the “salt” Christ speaks about in the gospels, they cannot afford to become stale or not continue to grow
in their walk with Him.

Each church in the Association has unique needs. These needs change over the course of the history of
the church. It is the role of the Associational Director attempt be stay aware of these needs and to
network these needs and with resources that are available. He serves as a “broker of resources” as he
stays aware of current literature, programs, people, and organizations that can assist the churches. The
Associational Director cannot be “all things to all people,” in the sense of being an expert in all areas, but
he can be aware of where the “experts” are that can meet local church needs.

Recommended
Resources

“The Mustard Tree”- Harold Gregory & Paul Stripling, 1960-2002

“A Baptist Association”- J.C. Bradley, 1984

“The Association In Baptist History”- Baptist History & Heritage, April, 1982

“Principles of Administration For A Baptist Association”- Allen Graves, 1978

“The Baptist Association”- E.C. Watson, 1975

“The Fellowship of Kindred Minds”- Russell Bennett, 1974

“The Association and the Churches”- Allen Graves, 1974

“Superintendent of Missions for an Association”- E.C. Watson, 1969

“Keystone of All Missions”- Harold Gregory, 1949
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Sample Baptist Association

CONSTITUTION/BY-LAWS

ARTICLE I - NAME

The name of this association shall be SAMPLE BAPTIST ASSOCIATION, INC., (LOCATION)

ARTICLE II - PURPOSE

Section 1: MISSION

Sample Baptist Association is a family of New Testament churches, partnering together to fulfill the Great Commission,
both locally and globally.

Section 2: VISION

To join God and each other in the making of new disciples and the multiplication of new churches for His kingdom, until
every person on our Associational mission field has had the opportunity to hear and respond to the life-changing
gospel of Jesus Christ.

Section 3: AUTHORITY

This Association accepts the Scriptures as its authority for faith and practice. A summary of the basic beliefs of this
Association is found in the "Baptist Faith and Message," of the Southern Baptist Convention.

The government of this Association is vested in the body of members who compose it. It concedes control over its
affairs to no other authority, except as it may legally bind itself to carry out its purposes. Neither shall this Association
seek control over the affairs of any other body but in the spirit of cooperation and helpfulness it shall seek to counsel
and be counseled toward the accomplishment of mutually agreed objectives.

ARTICLE III - MEMBERSHIP

Section 1: DEFINITION

The membership of Sample Baptist Association, Inc., shall consist of all duly admitted Southern Baptist churches of
_______________Counties, which cooperate* with the Association, and as follows:

Section 2: FULL MEMBERSHIP

Any Baptist church within the area defined,

(1) having expressed by resolution its desire and intent to cooperate with the Sample Baptist Association, the (state)
Baptist Convention, and the Southern Baptist Convention, and

(2) having presented such resolution to the Administrative Team, using the current application
form approved by the Executive Board, at least six (6) months prior to the Annual Meeting. The Administrative
Team, after thorough investigation of the applying church, shall make their recommendation to the Executive
Board of this Association not later than its regular meeting prior to the Annual Meeting of the Association as a
petition to be included in the fellowship of this Association and to be represented in its membership, and, if
approved by the Executive Board and having been received into the fellowship of this Association by a majority
affirmative vote of the messengers present at any Annual Meeting,

(3) shall be deemed in full fellowship with the Sample Baptist Association and shall be entitled to representation in
its membership. Churches in fellowship with the Association at the time these articles are adopted shall be

222--- SSSeeettt YYYooouuu rrr FFFooouuu nnndddaaa tttiiiooo nnnsss
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judged as having already met these criteria. A mission church is considered part of the sponsoring church and
therefore shares with that church in privileges of membership.

* "Cooperation", as defined by this Association means each year the church will:
1- participate in its various programs, 2- financially support its work by giving to the budget, 3- share a church
report by means of the Annual Church Profile.

Any church failing to cooperate for a period of three consecutive years or more, may be excluded from
membership in the Association. It is the responsibility of the Administrative Team to resolve any problems
in these matters. If resolution is not possible, it is the Administrative Team's responsibility to recommend
appropriate discipline as provided for in Section 6 of this Article in the By-Laws of the Association.

Section 3: WATCHCARE MEMBERSHIP

The Association reserves the right to receive churches into its fellowship under the Watchcare plan. The
Watchcare plan is a one year non-voting membership in the Association, and requires evaluation of the
Administrative Team for that year. The Administrative Team would be responsible to make any further
recommendations concerning membership, consistent with the regular basis for membership.

Section 4: NUMBER

Each church received into the full fellowship of this Association shall be entitled to elect five (5) messengers to
the Association for the first one hundred (100) members on its church roll and one (1) messenger for each
additional fifty (50) members or larger fraction thereof, but no church shall be represented by more than twenty
(20) messengers.

Section 5: CERTIFICATION AND TENURE

The names of all messengers, and their alternates, if any, shall be certified to the Clerk of the Association by the
church electing them. This shall be done by means of the annual Church Letter to the Association in October, or
subsequent satisfactory supplement thereto; and messengers so certified, or their alternates, shall serve for the
annual and called meetings of the Association occurring within the Associational year of their election.

Section 6: DISCIPLINE

This Association shall have disciplinary authority over its membership.

For cause, the Association may refuse to seat messengers at any annual or called meeting, provided that such
disciplinary action shall first be considered by the Administrative Team and shall come as a recommendation
from them to the Executive Board of the Association.

For cause, the Association may deny to churches continual representation in its membership, provided that such
disciplinary action shall first be considered by the Administrative Team and then brought as a recommendation
to the Executive Board and shall come as a recommendation from the Executive Board to the Association.

To be adopted by the Association, any recommended disciplinary action shall require two-thirds (2/3) vote of the
messengers present and voting.

ARTICLE IV - OFFICERS AND MEETINGS

Section 1: OFFICERS

The officers of the Sample Baptist Association shall be: Moderator, Vice-Moderator, Clerk and Treasurer. The
Vice-Moderator shall serve as Moderator-Elect.

Section 2: ELECTION AND TENURE

Upon nomination of the Administrative Team, the Association shall elect at each Annual Meeting the moderator,
vice-moderator, treasurer and clerk. Should additional nominations for any of these offices be offered from the
floor, election for that office shall be by ballot. The officers thus elected shall assume office immediately
following the Annual Meeting and serve through the close of the next Annual Meeting.

The Moderator and the Vice-Moderator shall not succeed themselves in their offices. The Clerk and Treasurer
may be elected to succeed themselves in their offices without limit. Should a vacancy occur in any of these
offices, upon nomination by the Administrative Team, the Executive Board shall elect a nominee to fill the
unexpired term.
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Section 3: DUTIES

The duties of the officers of the Association shall be found in the Association's Policies & Procedures Manual.

Section 4: MEETINGS

This Association shall meet at least annually at a time and place agreed upon at a preceding annual meeting.
Business conducted at the meeting shall include, but not be limited to, an adoption of the association’s budget
for the upcoming year, vote on any petitioning churches, and team reports.

Upon vote of the Executive Board, special meetings of the Association shall be called by the Moderator.
Through its leadership and teams the Association shall hold such meetings as are necessary to the achievement
of its goals and objectives. These meetings, as far as practical, shall be announced annually in a calendar of
activities, which shall be adopted by the Association at the annual meeting.
In cases of necessity, the Executive Board shall have power to change the stated time and/or place of regular
and called meetings of the Association.

ARTICLE V - EXECUTIVE BOARD

The Sample Baptist Association shall have an Executive Board to transact the business of the Association ad-
interim.

Section 1: MEMBERSHIP

The Executive Board shall be composed of all officers, the pastor of each church represented in the membership
of the Association, including recognized mission churches; all full-time ministerial staff of each church
represented in the membership of the Association; and two additional lay persons from each church represented
in the membership of the Association, including recognized missions, who shall be certified annually to the
Association as having been elected to serve by the church represented.

Executive Board members from newly constituted churches shall continue to serve with all rights and privileges
for a period not to exceed twelve (12) months from the date said church is constituted, pending reception of said
church by vote of the Association into its fellowship. The Associational Director and Associational Associate
staff members shall be ex-officio members of the Executive Board.

Section 2: OFFICERS

The Moderator, Vice-Moderator, Clerk and Treasurer of the Association shall be the officers of the Executive
Board respectively.

Section 3: MEETINGS

The Executive Board shall meet regularly, as agreed, to receive reports, hear recommendations, adopt plans of
action, vote on its officers, and otherwise sustain, promote and enhance the work of the Association. Special
meeting may be called by the Moderator when necessary.

Section 4: QUORUM

Twenty-five (25) members present for any regular or called meeting shall constitute a quorum, provided that
these shall represent at least one-third (1/3) of the churches, and provided that notice of any meeting shall have
been given by mail at least seven (7) days prior to convening.

Section 5: DUTIES AND RESPONSIBILITIES

(1) To be and act for the Sample Baptist Association, Inc., ad-interim.
(2) To have oversight of and to manage the business and financial affairs of the Association.
(3) To conduct all legal affairs of the Association, in their legal aspects only.
(4) To employ and direct staff personnel of all Associational programs and agencies.
(5) To keep under review all plans and projects of the Association, and to promote Associational goals and

objectives.
(6) To carry out the directives of the Association.



19

Section 6: OTHER MEETINGS

Through its leadership and teams the Association shall hold such meetings as are necessary to the achievement
of its goals and objectives. These meetings, as far as practical, shall be announced annually in a calendar of
activities, which shall be adopted by the Executive Board.

ARTICLE VI - LEADERSHIP AND TEAMS

This Association shall have such leaders and teams as it may from time to time deem necessary and useful.

Section 1: QUALIFICATIONS

Only persons from churches represented in the membership of the Association, including recognized mission
churches, are eligible to serve as a leader or on leadership teams of the Association.

Section 2: ELECTION OF LEADERS

Upon nomination by the Administrative Team, members of all teams, including their team leaders, shall be
elected by theExecutive Board. Additional nominations for any of these positions may be offered from the floor.
Leaders and leadership teams thus elected shall assume office at the appropriate interval in the association’s
calendar. Leaders and members may succeed themselves in office without limit.

Section 3: DUTIES

The duties of the Leaders and Leadership Teams shall be found in the Policies & Procedures Manual of the
Association.

ARTICLE VII - STAFF

Section 1: ASSOCIATIONAL DIRECTOR

This Association shall have as its chief executive officer an Associational Director, whose qualifications and
responsibilities shall be determined by the Executive Board. He shall be elected by the Executive Board upon
nomination by a special search committee of five members, who shall be nominated by the Administrative Team
and approved by the Executive Board.

Section 2: ASSOCIATES

This Association shall have such Associate staff members as, in the judgment of the Executive Board, are
needed and available resources justify. These shall be elected by the Executive Board upon recommendation by
the Administrative Team. Staff Assistants may be employed by the Administrative Team.

ARTICLE VIII - GENERAL

Section 1: PROPERTY

This Association shall hold by bequest, devise, gift, grant, purchase, lease or otherwise any property, real,
personal, tangible or intangible or by any undivided interest therein without limitation as to amount or value; and
shall sell, convey or otherwise dispose of any such property, or invest, re-invest or deal with the principal or the
income thereof in any such manner as, in the judgment of the Executive Board, will best promote the purposes of
the Association without limitation, except such limitations, if any, as may be contained in the instrument under
which such property is received, these By-Laws, the Articles of Incorporation, or any laws applicable thereto.

The purchase, sale, exchange, mortgage of any real property, except real property held or to be held for mission
sites, shall require the vote and affirmation of the Executive Board.

Section 2: RULES OF ORDER

Roberts Rules of Order, as revised, shall govern questions of parliamentary procedure.



20

Section 3: AMENDMENTS

The Constitution/By-Laws of this Association may be amended, altered, or rescinded upon a 3/4 affirmative vote
of the members present and voting at any Annual Meeting of the Association, provided that notice of the
proposed amendment, alteration, or rescission shall have been given at the previous regular meeting of the
Executive Board and published in the Association's newsletter not less than thirty (30) days prior to the vote.

The Associational Director, with the approval of the Executive Board, will update all titles and terminology when
the need arises. This will not require an amendment to the Constitution/By-Laws.

Section 4: INCORPORATION

The Sample Baptist Association, Inc., also referred to as the "Association" or the "Sample Baptist Association"
is incorporated as a corporation not for profit under the provisions of Chapter _____ of the (state) statutes, its
Articles of Incorporation and amendments thereof having been filed with the Secretary of State and recorded in
the official records of that office in (state capitol), on the 28th day of May, 1976, on the 17th day of December,
1977, on the 23rd day of February, 1973, on the 28th day of March, 1980, on the 17th day of November, 1981, on
the 25th day of November, 1987, on the 27th day of October, 1988, on the 20th day of October, 1994, and on the
16th day of October, 2003.

The existence of this corporation shall be perpetual. In the event of dissolution of this corporation, all of its
assets remaining after payment of all costs and expenses of such dissolution shall be distributed to an
organization which has qualified for exemption under Section 501 (C)(3) of the Internal Revenue Code, that
organization being the (STATE) BAPTIST CONVENTION, and none of the remaining assets shall be distributed to
any member, officer or trustee of this corporation.

An Association of Churches
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SECTION 1
GENERAL PROCEDURE GUIDELINES

1. The Association is organized to accomplish its mission through a team-based structure.

(see Section 6) Members of the teams are non-rotating, unless they are members by virtue of their elected

office. The Executive Board approves any changes in team members or their leadership.

2. Each Associational priority area functions through a leadership team. Their task is to assist the churches

in fulfilling their mission.

3. An Administrative Team administrates the Association’s organization. They give guidance to the

Association in the areas of finance, property operations, personnel, credentials, nominations, and

document interpretation and revision. They will present the annual budget to the association for approval

at the Annual Meeting.

4. The staff team plans and coordinates the Association’s calendar and programs, in consultation with the

Association’s leadership teams. The calendar will be approved each year by the Executive Board.

5. All teams are requested to file reports of each meeting in the Associational Office within one week of each

meeting.

6. At the discretion of the team leader, any member who does not attend at least 60% of their team meetings

or functions, will be replaced.

7. The Associational Director serves as a non-voting ex-officio member of all teams. He may delegate

responsibilities to SBA staff team members as necessary.

8. Each team shall have the authority to spend the funds budgeted for their area of ministry(as overall

budget funds are available).

9. A quorum for a team is a majority of its members present.

10. Ex-officio membership in the Association means membership by virtue of the elected office held, and

shall have the right and responsibility of voting. Staff team persons who serve as ex-officio members

shall be non-voting members.

11. The Association shall govern itself as per its Constitution/ By-Laws.

12. Any changes in the Policy Manual must be considered by the appropriate team for that section, and

recommendations presented in writing at an Executive Board meeting. All changes must be approved by

a two-thirds majority vote of members present.
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SECTION 2
STAFF POLICIES / PROCEDURES

1. Relationships:

A. Churches: Each staff position is the result of the specific needs of the churches of the Association
and shall benefit the Association in accomplishing its mission.

B. The Association: Staff members - associate staff and staff assistants - are employed to serve the
churches, the officers, and the teams of the Association, under the leadership of the Associational
Director. The Administrative Team will have the responsibility to establish policies and aid in
interpreting these to the staff and the Association.

C. The (state) Baptist Convention: Cooperation with the (state) Baptist Convention staff is expected, as
per current leadership assignments.

D. The Southern Baptist Convention:

1. Knowledge of and cooperation with Convention programs and activities related to his/her work
or program is expected. Close cooperation with cconvention personnel related to the position is
encouraged.

2. Attendance at such retreats, conferences and conventions as pertain to the work, in
consultation with the Associational Director and as schedule and finances permit, is
encouraged.

2. Employment:

A. The Association’s staff are all employees of the Association.

B. Employees are classified as:

Full-time, salaried Associate staff

Part-time, salaried Associate staff (less than 30 hours per week)

Full-time, salaried Staff Assistant (at least 30 hours per week)

Part-time, hourly Staff Assistant (less than 30 hours per week)

C. Employment Procedure: The Executive Board is responsible for securing the Associational Director.
He, then, in consultation with the Administrative Team, is responsible for selecting and
recommending employees for staff positions. All Associate staff persons shall be approved by the
Executive Board. A job description is to be prepared for every staff position, full-time and part-time.
The job descriptions are included as part of this policies and procedures manual.

1. References: It is desirable to follow through on references concerning education and work
experience of applicants by letter. This letter of reference request should contain a description
of the Association’s function and role, plus a description of the job to be filled.

2. Personal Interview: Appointment to a position shall be on the basis of personal interview with
the applicant and the persons responsible for hiring. (See “employed by” in Job Description).
When the interview requires the applicant to travel, the expenses incurred will be paid by the
Association.

3. Moving Expenses: When an Associate staff person is secured, their moving expenses will be
paid by the Association.

4. Orientation: All new Associate staff persons are encouraged to attend the appropriate
workshops and training conferences, as time and finances will permit, during the first two years
of employment. Permission must be given by the Associational Director.
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D. Termination:

1. Resignations: It is assumed that all staff members will give as much notice as possible.
Associate staff members resigning from their positions shall advise the Associational Director
and the Administrative Team, in writing, of their intention at least one month in advance of the
effective date. Staff Assistants shall give two weeks advance notice. No more than one-half of
the period of notice shall coincide with vacation time. Adjustment may be made by the
Associational Director in regard to the period of notice where necessary.

2. Dismissals: The Association may dismiss employees for the following reasons.
(The Associational Director, in consultation with the Administrative Team, may initiate such
action as necessary).

a. Misconduct:

Definition - Misconduct shall be considered any unlawful or immoral behavior which is
detrimental to the continued relationship with an employee.

Procedure: The Associational Director may suspend said employee with full pay and
benefits until such time as the appropriate entities may be notified and actions determined.

b. Incompetence:

Definition: Competence shall be measured in terms of such factors as: (a) the adequacy
of the employee’s personality for sound relationships with membership, volunteers, staff,
supervisors, etc.; (b) growth and progress on the job; (c) skill in the performance of duties;
(d) understanding and acceptance of the philosophy and purpose of the Association; and
(e) professional community relationships. These factors shall be weighed in relation to the
extent that each applies to the job in question.

Procedure: When the work of a staff member appears to be unsatisfactory, the staff member
shall receive a written evaluation citing specific concerns and specific actions necessary, to
be followed by a reasonable opportunity for improvement. The period for improvement shall
be specified and shall generally not exceed three months for Associate staff and one month
for others. If, at the end of this period, the supervisor finds insufficient improvement, the
process of dismissal shall be initiated.

3. Reorganization and/or Downsizing:

Definition: Reorganization shall be considered to include any change in the philosophy,
purpose, organization, program or techniques of the Association, or one of its departments,
which alters the job in question, changes job requirements, eliminates a position, or results in
the creation of a newly-defined position, and which provides no suitable place for the person
concerned. Downsizing shall cover the elimination, or reduction in the working schedule of a
position, arising from organizational or program changes in the Association necessitated by
insufficiency of funds.

Conditions: It is assumed that the Administrative Team and the Executive Board will give as
much notice as possible, with a minimum of four months for full-time Associate staff dismissed
on this basis, and of two months for full-time Staff Assistants. It is suggested that severance pay
amount to two weeks’ salary for the first full year of service and one additional week’s salary
each full year thereafter, up to a maximum of three month’s salary. In the event of dismissals for
these causes, the Association shall give first consideration to the dismissed staff member in
filling another position for which the worker is qualified, and shall make every effort to assist
him in securing another position. Any plan for downsizing and/or reorganization shall be
discussed thoroughly with the Administrative Team, the Executive Board and the staff before
decisions are reached.

4. Motions from the floor:

Any motion presented to the Executive Board or the Association in Annual Session by a person
or team other than the Administrative Team to dismiss a paid employee, shall be referred to the
Administrative Team for action, and a report/recommendation presented at the next regular
meeting of the Executive Board.
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3. Employee Administration:

The Associational Director shall serve as overall administrator for the work of the Association and its staff. In
the absence of the Associational Director and/or to assist him, he may so designate a member of the Associate
staff. Delegation of certain staff as supervisors may likewise be established.

A. The Associational Director, or appropriate staff supervisor, will counsel with each new employee,
discussing the individual’s job description thoroughly, interpreting personnel policies, and reviewing
salaries and allowances. He will furnish each employee with copies of these materials.

B. All of the Association’s employees are to be supervised by the Associational Director.

C. The Association maintains an Administrative Team whose responsibilities include: recommending staff
policies, salary, and benefit schedules; developing job descriptions; and serving to counsel with those
employees who desire this or with whom it becomes necessary - with majority concurrence of the team
membership. The team is responsible, in consultation with the Associational Director, to employ and
dismiss all Staff Assistants and to recommend to the Executive Board the employment and dismissal of
all Associate staff.

4. Vacation, Holidays, Convention, Study Leave:

A. Vacation:

1. All full-time Staff Assistants will be entitled to two weeks vacation. After five years of employment
they will be entitled to three weeks vacation .

2. Full-time Associate staff will be entitled to three weeks vacation each year for the first five years of
employment and four weeks vacation each year thereafter.

3. An employee shall be expected to be in the employ of the Association for six months before taking
vacation time. After six months, the employee may take one week, and after the completion of the
remainder of the year, the other time allowed.

4. As soon as feasible after employment, vacation time will be established on the calendar year basis.

5. Part-time employees will be entitled to one week vacation each year.

6. Accumulative vacation is allowable up to a total of one week upon approval of Associational Director.

7. Upon termination, an employee will be paid for any vacation time not taken during that year,
including approved accumulative vacation time.

8. Vacation schedules must be approved in advance. Every effort will be made to adhere to the
employee’s vacation wishes. However, vacation in excess of two (2) weeks at one time will be at the
discretion of the Associational Director according to the pertinent circumstances.

B. Holidays: The Associational Office will observe the following: New Year’s Day, Martin Luther King Day,
Easter, Memorial Day, Fourth of July, Labor Day, Thanksgiving (2 days) and Christmas week.

When a holiday falls during vacation, the vacation time will be extended one day. If the supervisor feels it
is necessary for employees to work on a holiday, he may require this and designate two additional days
off.

If a holiday comes on a non-working day, the day preceding or following will be observed, at the
discretion of the Associational Director. Part-time employees will be paid only for holidays they are
scheduled to work.

C. Personal Illness: One day per month may be accumulated to a maximum of thirty (30) days for illness.
(This provision is to meet genuine need and shall not be understood as additional vacation time). In the
event illness exceeds leave time, it will be referred to the Administrative Team. Upon termination of
employment, no monetary reimbursement will be given for unused leave.

D. Personal Leave: Each employee is allowed five (5) days of personal leave each year, to be taken in either
half day or whole day increments for valid purposes such as visits to the doctor or dentist, personal
business, deaths in the family, etc. Leave will be granted by the Associational Director.
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E. Jury and Witness Duty: An employee will be paid for any time on jury or witness duty, with the
understanding that he shall work during any days or parts of days when jury is not in session.

F. Continuing Educational Opportunities: Associate staff members may take work-related courses at some
local institution, where such will not interfere with his normal work load, with tuition and fees paid from
the personal expense item of the budget. This may be granted on approval by the Associational Director.

G. Conferences and Conventions: Attendance is encouraged for the Associate staff as time and finances
permit, in consultation with the Associational Director, so as to benefit the general work of the
Association.

H. Other Work-Related Absences:

1. The Associate staff may participate in or lead:

a. Revivals, Bible Conferences, World Mission Conferences, Leader Training events, and for
conferences outside the association for which the employee receives honorarium.

b. Time away will be approved by the Associational Director for further professional growth and
development.

2. Full-time Staff Assistants may be granted opportunity for in-service training which would be
beneficial to their professional growth and development. The employees, in consultation with their
supervisors, will determine the in-service training desired and submit the request to the
Associational Director.

5. Compensation:

A. Prior to the annual budget process, the supervisor will review with each employee the job description and
work record, and evaluate work and progress.

B. The Associational Director, working with staff supervisor, will recommend to Administrative Team
salary/benefits for inclusion in the budget process.

C. Hospitalization:

Within restraints of the budget and insurability, appropriate medical insurance for all full-time employees,
including their immediate families, is provided and required, but cannot exceed a cost of more than 20%
of their base salary (and housing) per year. Premiums will be paid by the Associational bookkeeper or a
copy of the annual insurance premium will be provided to the bookkeeper by the employee.

An employee may elect to secure similar or better insurance coverage outside of the Associational
program if such action does not adversely affect the current Associational insurance program. A
statement will be required, giving the name of the company (or plan) and an outline of the coverage
provided if the Associational plan is rejected. In such instances, an employee will continue to receive
supplemental compensation approximating the additional expense to the Association had the employee
not originally exercised this option.

D. Retirement:

1. ASSOCIATE STAFF - The full-time ordained staff shall be provided retirement benefits in the amount
of 10% of their remuneration (salary/housing). Non-ordained staff shall receive 5% retirement
benefits, plus their social security retirement benefit.

2. STAFF ASSISTANTS - After a full year of employment, all other full -time staff persons will be
provided the retirement program of 5% of the salary. An employee will not be allowed to preempt
participation in the program and take the money in cash.

Social Security will be provided all full and part-time non-ordained employees, with the Association
paying the employer’s part.

E. Disability: The Association shall seek to provide disability insurance for all employees.

F. Workman’s Compensation: Workman’s Compensation is provided in a plan covering all Associational
employees.



27

6. Office Management Policy:

A. Office Hours:

1. The Sample Baptist Association maintains office hours of 8:00am - 4:00pm, Monday through Friday,
certain holidays as prescribed herein are exceptions.

2. The office may be closed at other appropriate times, such as days of Associational meetings, etc.

B. Work Week:

1. The Associational associate staff are expected to work a minimum of 40 hours weekly. Compensation
“time” for excessive hours may be given in consultation with the Associational Director.

2. Compensation time for other staff will be handled by their supervisors, in consultation with the
Associational Director.

7. Expenses:

Employees may be reimbursed for authorized expenses incurred in performance of their work. These include
travel, meals during meetings, and any other expenses required and authorized as part of the job. The budget
of the Association should have sufficient allocation to allow reimbursement to workers for expenses in
attending local, state, regional, and national conferences related to tasks they are performing in the
Association.

8. Anniversary Recognition's:

5th Anniversary 1.5% of total annual salary remuneration and an appropriate plaque
10th Anniversary 2% of total annual salary remuneration and an appropriate plaque
15th Anniversary 3% of total annual salary remuneration and an appropriate plaque
20th Anniversary 4% of total annual salary remuneration and an appropriate plaque
25th Anniversary 5% of total annual salary remuneration and an appropriate plaque

9. Interim:

The Association’s staff may not be employed by churches in an interim capacity.

10. Christmas Cash Gifts:

The Association Budget shall contain an amount equal to at least 1% of amount paid staff construed as salary.
Base pay for ordained staff shall include salary and housing.
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SAMPLE JOB DESCRIPTIONS

Associational Director

RECRUITED BY: A search committee of five members, serving as defined in the associational by-laws.

EMPLOYED BY: Executive Board SUPERVISED BY: Administrative Team

PRINCIPLE FUNCTION: To serve as Associational Director, responsible for leading SBA in accomplishing its mission.

RESPONSIBILITIES:

MANAGER/LEADER

1. Provide leadership for SBA in the developing and implementing of a strategy that will fulfill its God-given vision.

2. Coordinate the work of the Association as it seeks to accomplish its goals through a team-based ministry
organization.

3. Provide assistance to the Administrative Team of the Association in the management of the Association’s Staff Team,
office facility, calendaring and budgetary processes, leadership nominations, and credentialing of new church
applications.

MISSION STRATEGIST

4. Serve as a mission strategist by leading the SBA churches to be on-mission, both locally and globally, and provide
counsel and support to the churches and their pastoral staff.

5. Provide supervision for new work through the Church Planting Strategist of the Association.

MINISTER TO THE CHURCHES

6. Serve as Staff Resource Person to the Association’s Healthy Churches Team, working closely with the team leader
and members in fulfilling their purpose.

7. Serve as Staff Resource Person to the Pastoral Support Team, working closely with the team leader and its members
in fulfilling its purpose.

Perform other tasks as assigned by the Guidance Team or Executive Board.

Administrative Assistant

RECRUITED BY: Associational Director

EMPLOYED BY: Administrative Team SUPERVISOR: Associational Director

PRINCIPLE FUNCTION: To serve as Administrative Assistant, responsible to perform the administrative tasks related to
the work of the Associational Director.

RESPONSIBILITIES:

1. Perform the necessary administrative and secretarial tasks related to the on-going work of the Associational
Director.

2. Assist the Associational Director in developing and coordinating the Associations two main training events in the
spring and fall. (Usually called “Leadership Extravaganza” and “Key Leader Conference”)

3. Be responsible for the producing of the Association’s Newsletter.

4. Be responsible for maintaining the Association’s Media Resource Center.

5. Be responsible for preparing and maintaining the Association’s Calendar.

6. Serve as team advisor in regard to the office computer technology.

7. Assist with processing telephone calls, visitors, and the checking in and out of media resources.

Perform other tasks as assigned by the Associational Director.
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Church Planting Strategist

RECRUITED BY: Associational Director and the Administrative Team

EMPLOYED BY: Executive Board SUPERVISED BY: Associational Director

PRINCIPLE FUNCTION: To serve as the Church Planting Strategist, responsible to facilitate the beginning of new church
starts in Sample Baptist Association.

RESPONSIBILITIES:

1. To serve as the Staff Resource Person to the Church Multiplication Team of the Association, working closely with
the team leader and members in fulfilling its purpose.

2. To assist the Church Multiplication Team in developing and implementing a comprehensive church planting
strategy and multi-housing strategy and in determining priority areas for new church starts in the Anglo, Ethnic,
African-American and Multi-housing communities.

3. To enlist and assess potential church planters for the Association in an effort to maintain the highest possible
success ratio of new starts in the Association.

4. To initiate and implement leadership development for church planters, church planting start-up teams, new
church congregations, and to facilitate church planter networks in the Association.

5. To serve as a mentor/supervisor to the church planters of the Association and to hold monthly meetings with each
church planter, assisting them in developing growth strategies.

6. To serve as the Staff Resource Person to the Missions & Ministries Team, working closely with the team leader
and its members in fulfilling its purpose.

7. To assist the Missions & Ministries Team in developing strategies and emphases in the areas of prayer,
evangelism, and missions.

Perform other tasks as assigned by the Associational Director

Strategist Assistant

RECRUITED BY: Church Planting Strategist and Associational Director

EMPLOYED BY: Guidance Team SUPERVISOR: Church Planting Strategist

PRINCIPLE FUNCTION: To serve as Strategist Assistant, responsible to perform the administrative tasks related to the
work of the Church Planting Strategist.

RESPONSIBILITIES:

1. Perform the necessary administrative and secretarial tasks related to the on-going work of the Church Planting
Strategist.

2. Be responsible to receive and deposit all monies received by the Association.

3. Serve as the Associational Clerk, coordinating the Annual Church Profile, clerk’s Key Leader Conference, taking
minutes at associational meetings and maintaining the Associational leadership computer database.

4. Inventory and purchase the office supplies, including supplies for the work room, kitchen, and Associational
programs.

5. Be responsible for processing and mailing of the Association’s Key Leader Packet.

6. Be responsible for processing and mailing the Associational Newsletter.

7. Assist with processing telephone calls, visitors, and the checking in and out of media resources.

Perform other responsibilities as assigned by the Church Planting Strategist.
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SECTION 3
FINANCIAL POLICIES AND PROCEDURES

GENERAL GUIDELINES:

1. The Associational Director, in consultation with the Administrative Team, and shall be responsible to the Executive
Board for overseeing the processing of all Associational monies.

2. The bookkeeper shall post and disburse all funds as per the associations financial policies and procedures. A
report of all funds shall be made available to the Associational Director monthly and for each Executive Board
meeting.

3. The Associational Director, in consultation with the Administrative Team, shall oversee the invested monies of the
Association and be responsible for the appropriate use of such interest and appreciation as may occur from those
funds .

4. The Executive Board will approve any new investment programs.

5. The Association’s Petty Cash Fund is established at $500.00 maximum. Expenditures shall be accompanied by
vouchers and/or receipts.

6. The financial records and accounts of the Association shall be reviewed annually and examined by an accountant
each third (3rd) year.

7. There shall be no special solicitation of funds from our churches, other organizations, or individuals, for any
Associational ministry for either budget or non-budget ministries.

8. All checks for Associational activities, events, programs, or ministries, are to be made payable to Sample Baptist
Association.

BUDGET FUNDS:

1. The Associational Director, in consultation with the Administrative Team, is responsible for planning and
administering the annual budget of the Association.

2. The proposed budget for the upcoming year shall not require church receipts to exceed the previous two year
average of church receipts by more that a 5% increase. Each year’s budget will be approved by the Association at
its Annual Meeting.

3. All “undesignated” receipts shall be interpreted as being for the Budget General Fund.

4. “Designated” monies for budgeted accounts shall be applied to the appropriate budget account and utilized for
their intended purposes before budget monies are expended for those purposes.

5. Expenses for budgeted programs or events shall be charged only to the appropriate programs involved.

6. All surplus funds generated from “Budget Accounts” will show as a surplus in that account but will remain in the
General Fund. All deficit funds generated from Budget Accounts will show as a deficit in that account. However, all
accounts within that program area cannot exceed the total for their section of the budget.

7. There shall be written documentation of any financial agreements with outside agencies
(such as NAMB, Lifeway, state convention ).

8. The fiscal year for the Association shall be January 1 - December 31.

9. At the end of the year, all budget account balances are to be transferred into the General Fund.



31

NON-BUDGET FUNDS:

1. All projects and proposals which require funding not provided for in the budget, shall be submitted to the
Associational Director or Administrative Team “prior” to presenting to the Executive Board for approval.

2. “Designated” monies for non-budget items shall be accepted, and placed in a non-budget account. The
Administrative Team reserves the right to decline any designated monies that are not, in their judgment, in the best
interest of the Association.

3. The Associational Director, in consultation with the Administrative Team, will handle the following:
a) Allocation of interest income earned on fund balances,
b) Reallocation of designated fund balances remaining after a project is completed,
c) Distribution of a designated account deficit where project expenditures exceeded the deposits.

EXPENDITURES:

1. The Associational Director, in consultation with the Administrative Team, shall see that expenditures are consistent
with budget allocations as approved by the Association. Appropriate documentation (invoices, receipts, etc.) are to
be submitted within fifteen (15) working days of purchase and/or conclusion of the event.

2. A “Fund Requisition Form” for checks or cash must be completed and approved prior to purchase.

3. The Associational Director may authorize non-budgeted fund requisitions up to $1,000.00. Approval of requisitions
over $1,000.00 must be made in consultation with the Administrative Team or Executive Board.

4. Reimbursement for approved job related travel expenses outside the Association shall be reimbursed at the current
IRS regulation, less five cents per mile, for automobile or economy airfare, whichever is the least. Lodging and
meals, if incurred, will also be included in the reimbursement.

5. Honorariums paid to individuals for services rendered on behalf of the Association shall be based on the current
(state) Baptist Convention guidelines.

6. All business related meals, documented by original receipts, shall be charged to the staff member’s Business
Expense Account.

7. Any employee using Associational materials (postage, paper, copies, stamps, long distance calls, etc.) for personal
use shall reimburse the Association at the time of use.

8. Except in cases of emergency, all checks will require dual signatures. The following persons are authorized to sign
checks for the Association:

1) Bookkeeper 2) Treasurer

3) Associational Director 4) Administrative Team Leader

5) Moderator 6) Vice-Moderator

(Any exceptions to these Financial Policies and Procedures require the approval of the
Associational Director, Administrative Team, or Executive Board.)
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SECTION 4
CHURCH MULTIPLICATION

OBJECTIVES:

The objectives of Church Multiplication and the Church Multiplication team is to facilitate the multiplication and
establishment of healthy reproducing churches within the Sample Baptist Association.

PASTORAL ASSISTANCE FUNDING

Pastoral Assistance Funding for Church Multiplication Comes from Four Sources:

Funds provided by the sponsoring church or churches.
Funds provided by the new church core group
Funds provided by the Association through the Missions for A New Century program.
Funds provided by the (state) Baptist Convention through the Church Pastoral Assistance Program.

(These funds are requested for the new church only after the endorsement of the associational Church
Multiplication Team.)

PASTORAL ASSISTANCE GUIDELINES

(the following guidelines pertain to any new church or sponsoring church that request funds from the Missions for A
New Century Program or from the (state) Baptist Convention Church Pastoral Assistance Program).

Sponsoring Church Guidelines

1. The request must be for a true “church plant.” A church plant is defined as an effort to establish a Southern
Baptist congregation in a specific location and among specific people who has not previously been a
congregation.

2. The sponsoring church must make a formal commitment to provide proper financial support for the church plant
pastor . The following is strongly recommended:

a. Salary support that will allow for the church planter to adequately provide for family and housing needs. If the
church planter is a full time church planter, then the sponsoring church should consider at least $_____ to
$_____ a month for 1 year (this amount can be from a single sponsor or from several sponsors). If the church
planter is bi-vocational, then the sponsor should consider at least $_____ to $_____ a month for 1 year.

b. The sponsoring church should see that the church planter participates in some type of health insurance
program and retirement program.

3. The sponsoring church or churches must be an active and participating church within the Sample Baptist
Association, (state) Baptist Convention and the Southern Baptist Convention.

4. The sponsoring church and the church planter will establish a covenant agreement that will describe their
relationship and should clarify in writing the expectations and responsibilities of both churches (or more if
multiple partnerships are employed). It should be signed and dated by all parties.
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SBA MEMBERSHIP APPLICATION FORM

Name of Church: ____________________________________________________

Address: __________________________________________________________
__________________________________________________________

I. For a Church that was a Mission sponsored by a Member Church of the Sample Baptist Association at the
time it was organized as a Church.

A. Name of Sponsoring Church ______________________________________________________

B. Date Mission Began _____________________________________________________________

C. Date Church Organized (Attachment A)

D. Date of Church vote to request membership in the Association (Attachment B)

II. For a church that was not sponsored by a Member Church of the Association at the time it was organized
as a Church.

A. Church/Mission History (Attachment C)

B. Date of Church Vote to request membership in the Association (Attachment B)

III. Statement of Participation and Cooperation

A. To what extent has the Church voted to participate and cooperate with the Sample Baptist Association,
(state) Baptist Convention and the Southern Baptist Convention? (Attachment D)

B. Are the following Mission Programs included in the Church budget?

Associational Missions Yes/ Not Yet/ % of Budget .

Cooperative Program Yes/ Not Yet/ % of Budget .

Other Mission support by the Church .______

IV. Church constitution and By-Laws (Attachment E)

We, the undersigned, affirm this application has been read to the Church and approved.

_____________________________ _____________________________
Pastor Date

_____________________________ _____________________________

_____________________________ _____________________________
Clerk Date
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LIST OF REQUIRED ATTACHMENTS for
SBA MEMBERSHIP APPLICATION FORM

ATTACHMENT A:
Copy of Sponsoring Church Meeting Minutes recording the vote authorizing the Mission to organize as a
Church.

ATTACHMENT B:
Copy of the Church Meeting Minutes recording the vote to request membership in the Sample Baptist
Association.

ATTACHMENT C:
Narrative which provides a brief history of the Church and/or Mission (including the circumstances of the
organization.)

ATTACHMENT D:
Narrative statement which explains the extent the Church has voted to participate and cooperate with the
Sample Baptist Association, the (state) Baptist Convention and the Southern Baptist Convention.

ATTACHMENT E:
Copy of the Church Constitution, By-Laws, and Church Covenant.
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SECTION 5
GENERAL OFFICERS - DUTIES

1. The duties of the MODERATOR shall be:

A. To preside over the deliberations of the Association, to keep order, to take the vote on all questions

properly brought up, and to perform all other duties usually performed by a presiding officer.
B. To serve as Chairman of the Executive Board, to preside over the deliberations of that body, and to

discharge such other duties as may be directed to or as are generally incumbent upon such officer.
C. To appoint work groups as authorized by the Association or its Executive Board.
D. To serve as ex-officio member of all Association and Executive Board teams.
E. To serve as President of the Corporation.

2. The duties of the VICE-MODERATOR shall be:

A. To perform all the duties of the Moderator in the absence of the Moderator, and to preside over the
deliberations of the Association when requested by the Moderator to do so.

B. To serve as Vice-Chairman of the Executive Board, to perform all the duties of that office in the absence of the
Chairman, and to preside over that body at the request of the Chairman.

C. To serve as Vice-President of the Corporation.
D. To serve as Moderator-Elect to the Association.

3. The duties of the CLERK shall be:

A. To make and keep an accurate record of all minutes of the Association, and to keep or cause to be kept in a
safe place a cumulative file of such records.

B. To serve as Secretary of the Executive Board and to perform all the duties incumbent upon that office.
C. To serve as Secretary of the Corporation.
D. To distribute the Annual Church Profile forms to the SBA churches/missions and be responsible for seeing

they are collected, compiled, and included in the statistical tables of the Associational Annual.
E. To coordinate the registration of messengers for the Annual Session of the Association.

4. The duties of the TREASURER shall be:

A. To support and promote the ministries of the Association by whatever appropriate means are available to him.
B. To be available to advise in matters pertaining to procedures, investments, funding, or other financial matters.
C. To sign necessary legal documents as Treasurer of the Corporation.
D. To serve as one of the persons authorized to sign checks and withdrawals in the name of the Association.
E. To serve as ex-officio member of the Administrative Team.
F. To serve as a member of the Executive Board.


