
MINISTRY LEADERS

HANDBOOK

1st Edition ( December2016)

Rev. Delbert A. Mack, Sr., Pastor

2 Timothy 2:2



MINISTRY LEADERS HANDBOOK

TABLE OF CONTENTS

×LETTER FROM OUR PASTOR 1
×PURPOSE OF THE HANDBOOK 2
×ABOUT OUR CHURCH 3
×OPEN-DOOR POLICY 4

POLICIES AND PROCEDURES
× COMMUNICATIONS/INFORMATION TECHNOLOGY5-9
× PROCEDURES FOR PROOFING AND PRINTING MATERIALS10
× FINANCIAL POLICIES AND PROCEDURES
× COFBC FACILITY USE AND SERVICES
× CAMPUS ETIQUETTE
× MINISTRY SUPPORT (OFFICE SUPPLIES)
× LEADERSHIP INVITATION AND PLACEMENT
× MINISTRY POSITION DESCRIPTIONS
× CHANGE OF PERSONAL INFORMATION
× BACKGROUND CHECKS
× CONFIDENTIALITY 
× ATTENDANCE, ABSENCE AND AVOIDANCE
× GRIEVANCE PROCEDURES
× RESIGNATION
× GENERAL SAFETY STANDARDS AND EMERGENCY PROCEDURES
× USE OF CHURCH VEHICLES

APPENDIXES
× APPENDIX A  - FREQUENTLY ASKED QUESTIONS                       A1-3
× APPENDIX B  - FORMS
× APPENDIX C  - MINSTRY ORGANIZATIONAL CHART                              

11-13
14-15

16
17
18
18
19
19
19
20
21
22
23
24



LETTER FROM OUR  PASTOR

Hello Ministry Group Leader,

I thank God for you and your willingness to accept the awesome responsibility of
leading a ministry group. The church and I are depending on you to lead the group to
achieve itõsintended objectives. The objective of all ministry groups are aligned with
our mission statement, which is included in this handbook . It is imperative that all
leaders remember that we lead by example and therefore everything we say and do is
a part of leading . Thank you for modeling, as a leader, what is expected of a member.

Leaders are expected to be faithful, available and teachable. Paul advised Timothy in
2 Timothy 2:2, òAndthe things that thou hast heard of me among many witnesses, the
same commit thou to faithful men, who shall be able to teach others also.óTimothy
was to extend his ministry by enlisting people who were faithful or dependable. When
the Apostles were looking for people to help with a ministry project, they listed the
requirements for the position . These workers would need to be respected by the
congregation, show evidence of the presence of the Holy Spirit in their daily lives and
demonstrate the ability to make good decisions. I believe that you, as a ministry
leader, meet these requirements .

Ministry group leaders have a two-fold purpose of leading a group to perform a task
and minister to people. Exodus 18:13-23 is the biblical record of an organizational
structure designed to facilitate a large group of people, achieving their objectives and
building stronger relationships . Leaders were meeting needs by solving problems and
people were experiencing satisfaction with their membership in the congregation .
This church needs you to lead your group to achieve the assigned objective for the
group and to care for the members of the group. I thank God that you are willing to
do both.

Finally, I want to address the administrative aspect of your leadership . The desire of
this ministry is to do things decently and in order. Therefore, this handbook explains
the administrative process of COFBC as it relates to ministry groups. This handbook is
a result of the collaboration of the Pastor, staff, and various members of COFBC. It is
vital that all ministry group leaders follow the process which enables us to work as a
team for the glory of God. If you have questions or concerns, please voice them to the
contact person(s) listed at the conclusion of each section. You may also contact me if you
need more assistance than they can provide . Please provide your full cooperation so
that the administrative process goes smoothly, allowing us to focus most effectively in
ministering to people.

Again, thank you for being a cooperative and productive member of the team as we
serve God by serving people.

Yours In Christ ,

Pastor Delbert A. Mack, Sr.
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PURPOSE OF THE HANDBOOK

The pages of this handbook provide a general overview of

procedures and guidelines that Cathedral of Faith Baptist

Church has established for its Ministry Group Leaders &

Volunteers . Please read through it carefully .

The handbook should serve as a guide for you as you begin or

continue your service at the church . However, it is obviously not

possible to anticipate all situations that could arise in ministry or

provide information that addresses every possible situation . As a

result, the church reserves the right to modify, supplement, rescind,

or revise any policy or procedure as necessary or appropriate .

Nothing in this handbook creates a contract of employment . Both

traditionally and biblically, churches have relied on unpaid volunteers

to fulfill their calls to serviceðnot because of reward or remuneration ð

but out of a personal relationship with Jesus Christ . Of course,

different ministry roles require different skill sets and personality

types, and neither the church nor the servant can always predict

whether things will be a good fit . Therefore, while we hope that your

service is both long-term and rewarding, either you or the church can

terminate this relationship at any time .

Finally, it is important that you read and understand the contents of

this handbook. If you have any questions or need additional

information, please talk with your designated ministry leader and/or

church office. If your leader does not know the answers, he or she will

find the answers and get back to you in a timely manner .

WE LOOK FORWARD TO YOUR WORK AND SERVICE .

THE BEST IS YET TO COME !
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Church Motto : REACHING AND TEACHING SOULS FOR

CHRIST .

Church Mission Statement :
The Mission of Cathedral of Faith Baptist Church is to be a spiritual
worshipping fellowship of obedient Christian ministers, transforming
our community and world, by reaching and teaching souls for Christ .

MISSION STATEMENT EXPLAINED

Our mission statement declares what we seek to be, as well as what we
seek to do. It is paramount that we understand our mission and its
practical implications . Everything we do as a church ought to assist us in
accomplishing our mission . The Bible reveals to us that when God forms
a people, He gives them a mission .

The first objective of our mission is for our membership to be a spiritual,
worshipping fellowship of obedient Christian ministers . This objective
can be broken into five major components, which are: 1. We are to be
spiritual, which means to be Spirit -led and controlled, as opposed to being
worldly . 2. Worship (to love and pursue devotedly) of God leads to
greater appreciation for, and commitment to Him . 3. Fellowship
describes a group of Christians who are involved with each other and
God, in a loving, caring, and sharing relationship . 4. Obedient Christians
submit themselves to the Lordship of Christ . 5. Ministers and Christians
who are involved in meeting needs in the name of Christ . Therefore, we
must realize that not only preachers are ministers .

The second objective of the mission is to transform our community and
world by reaching and teaching souls for Christ . We seek to bring about
change (transformation) in our community and world . It must be our
belief that the community and world will be different because of our
involvement . Beaumont should not, and must not, remains the same
because we are here. This change will come about as a direct result of
evangelism and discipleship which seeks to reach and teach souls for
Christ . We must look in our homes, schools, jobs and neighborhoods.
Once we find the lost, we must tell all who will listen about Jesus Christ .
However, those who accept Jesus must be taught how to live for Him .
Then they will help us with the mission .
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OPEN DOORPOLICY

Cathedral of Faith Baptist Church encourages all ministry group
leaders to provide input and suggestions concerning both the
ministry area in which they serve as well as the overall operation
and ministry programs of the church . Your input and suggestions will
receive the timeliest attention and action .

This open-door policy is important in increasing the quality of the
church's ministries, as well as for correcting problems that may exist
in processes or relationships within areas of ministry . The church
welcomes all input by volunteers, who should feel the freedom to voice
any comments or concerns without fear of retribution or reprisal . We
know it can seem difficult to initiate such conversations, but Jesus
told us directly (see, Matthew 18:15) that we should take the initiative
to resolve such things .

Should you have any questions, please visit the office or reach us via

the following :

Email : cofbcboffice@gmail.com

Call : (409) 840-6163
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For leaders who wish to promote ministry events, we have
compiled the following communication guide as a resource to help
you.

1. Information Center

Defined : There are certain display racks / tables throughout the
church that are used to hold COFBC ministry event registration
forms and certain general church information . The specific locations
are as follows :
Å Information Center - FLC
Å Information Center - Middle Foyer
Å Information Center in the Sanctuary

Ministries may also hold registrations and/or sign-ups before and
after service on Sunday and Wednesday. **NOTE : No more than two
(2) ministries will be allowed to occupy the Information Center with
no more than two (2) ministry members per ministry .

Guidelines :

¶ All forms/brochures /flyers, etc. must be approved prior to being
displayed on the brochure rack and Information Center
locations . An Information Center Usage Form must be
submitted with your information, before use of the display table
or counter.

¶ Each ministry is responsible for stocking/maintaining it's
information .

¶ Brochures must be for a COFBC sponsored ministry, support
group, or outreach .

¶ Individual Ministry Brochures : Each major ministry has been or
can be supplied with a brochure created to showcase what they
are about .

¶ It is suggested that every ministry group identify a person within
the group to handle all administrative duties, i .e. typing letters,
creating brochures, etc. If this is not possible, contact the church
office for further assistance.

¶ For ministries that are interested in using the Information
Center for advertising or registration, an Information Center
Usage Form must be submitted at least two (2) weeks in advance.

¶ Ministries will be allowed to occupy the Information Center(s) for
registration/sign -up for a maximum of four (4) consecutive times
per event.

COFBC Contact : Church Office, cofbcboffice@gmail.com
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2. Mailing

Defined: A meansof distributinginformationvia theU.S. PostalService.

Å We stronglyencourageyou to usetechnology(email). However,if you

haveitemsthatwill requiremailing, pleaseincludethecostof postagein

yourannualbudget.

Guidelines:

Å Bring your preparedmail to the church office for postageto be

applied. Pleasemakesurethatall mail meetsCOFBCstandards.

Deadline: N/A

COFBC Contact Person: Lisa Minix, lhminix@cofbcb.org

3. Bulletin Announcements

Defined: A small sectionin the weekly bulletin usedfor communicating
informationto thecongregation.

Guidelines:
¶ Submissionsshould include the following information: title, date,

time, contact information (i.e., phonenumber). - no graphicsor
logos. Exceptions: Only church-wide events,suchasthe Church
Anniversary, will beallowedto usegraphics.

¶ Submissionsmay be publishedin the Weekly Bulletin for a maximum
of three(3) weeks.

¶ Submissionsshouldbe sentto COFBCvia a COFBCCommunication
Requestform or email.

¶ As a ministry group leader,we are placing confidencein you that all
communicationswithin your ministry are of thestandardsof COFBC.

¶ It is recommendedthatyou seekto establisha generalcommunications
formatwithin your ministry, suchasemailsor othertypemedia.

***NOTE : No announcementof a major eventwill be madeuntil the
EventPackethasbeensubmittedin completion.***

Deadline: Tuesdayby 12:00p.m.

Å Holiday Season(whenoffice may be closed): Announcementsshouldbe

submitteda weekprior/earlier.

Å ChurchRest(last two (2) weeksof the year): Announcementsshouldbe

submittedthree(3) weeksin advance.

COFBC Contact Person: Lisa Minix, lhminix@cofbcb.org 6
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4. PowerPoint Announcement

Defined: A communicationtool in which events/announcementsarebriefly
displayedon sanctuaryscreensandbuilding monitorsprior to andaftereach
service.

Guidelines:

GraphicDesign

ÅBasic information is displayed: ministry name, event name, date and

location.

ÅOverheadinformationis takenfrom roomreservationsandchurchcalendar

information.

ÅInformationmustbe reviewedprior to graphicdesignlayout. Submit text

in a Word document to cofbcbweb@gmail.com. Please submit your

information 30 days prior to event and allow a minimum of two (2)

weeksfor materials to be designed.

COFBC Contact Person: AndreaPitre,cofbcbweb@gmail.com

5. PastoralEmphasis

Defined: Pastoral emphasis is a communication tool in which
events/announcementsareemphasizedduringservicesby the Pastor.

Guidelines:
¶ Must beaspecificchurchinitiative.
¶ PastoralEmphasisannouncementswill bemadeat thediscretionof the

Pastor.
¶ NOTE: Due to time constraintsof our worshipexperience,thereis no

guarantee that a bulletin submissionwill receivepastoralemphasis,
evenif it wasrequested.

Deadline: NooneachThursdayprior to Sundayservice.

COFBC Contact Person: LisaMinix, lhminix@cofbcb.org
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6. Website

Defined: A COFBCinternetwebsiteusedto communicateinformationsuchas
service times, calendarof events,specialevents,prayer requestsand other
pertinentchurchinformation.

Guidelines:
Å Eachministry shouldhavea designatedpersonto handlesubmissionof

informationneededfor thewebsite.

Å Submit ñadd or changeòrequestsfor ministry advertisementvia email
below.

Deadline: Two (2) weeksleadtime. PleasecontactSis. Pitre for informationon

largerprojects.

Online registration:
ÅFor free events,an online registrationlink can be set up. (Outsidelinks
createdby ministriesarenotaccepted).
ÅRequestsfor online registrationmust be approvedby the Ministry Group
leader.
ÅApproved requestsmust be submittedto cofbcbweb@gmail.com at least
seven(7) businessdaysprior to thedesiredpostingdate.

COFBC Contact Person: AndreaPitre,cofbcbweb@gmail.com

7. COFBC Ministry Email Addresses

Defined: This is a COFBC email that hasbeenestablishedfor and availableto

each ministry at the church. This email is made available as a resourcefor

ministry leadersto network with other volunteersto discussministry and keep

eachother abreastof upcomingevents. This will also assistthe ministry group

leaderin quickly identifyingCOFBCrelatedemails.

NOTE: All emailssentmust be related to COFBC ministry .

Guidelines:

ÅMinistry leaders/membersshould NOT use COFBC email accountsfor non-

ministry-relatedactivities.

ÅThe ministry group leader(andhis or her designee)hasaccessto the ministry

email. Pleasedeleteall junk mail andSPAMuponreceipt.

ÅIf you areinterestedin gettingandusingtheassignedCOFBCemail,pleasesee

contactinformationbelow.

COFBC Contact Person: AndreaPitre,cofbcbweb@gmail.com 8
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8. Social-Media/Mobile (Twitter, Facebook,Instagram)

Defined: Forms of electronic communication (for social networking and

microblogging) through which users create online communities to share

information,ideas,personalmessages,andothercontent.

Guidelines:

Eachministry groupleadershould:

Å Be awarethat Facebook,Twitter, and Instagramare social mediaplatforms

thathavebeenapprovedby COFBC.

Å Agree to be responsible for what is written or posted. Electronic

communication should always be "TAPed" : Transparent - maintain

openness,visibility and accountability; Accessible- considerall electronic

communicationto be a matterof record; Professional- usecorrectgrammar

and tone, chooseappropriatesubject matter and choosewords that are

courteous.

Å Agree that organizationalpolicies that regulateoff-duty conduct apply to

social mediaactivity including, but not limited to, policies relatedto illegal

harassment,codeof conduct,nondiscrimination,and protectingconfidential

and/orproprietaryinformation.

COFBC Contact Person: AndreaPitre,cofbcbweb@gmail.com
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A. PROOFING

A standardprocedurehasbeenestablishedfor submittingprintedmaterialsto the
churchoffice for proofing. Theseprocedureshavenot beencreatedto makelife
difficult for you; thesestepshavebeencreatedto offer the bestpresentationof
the Cathedralof Faith ChurchFamily and the SeniorPastor,in regardsto the
circulation of printed materials. Additionally, it will offer clear procedures
regardingthismatter.

All printed materialsthat are distributed in the nameof Cathedralof Faith,
including any of its ministries,groups,teams,etc., must be submittedto the
church office for final proofing. This also includes website postings and
communications.

The final draft must be submittedby the ministry/group/teamleader,after the
following stepshavebeentaken:

1. The final draft hasbeenproofedandsignedoff by at leasttwo (2) peoplein
yourministry areabeforebeingsubmittedto thechurchoffice.

2. All printed materialsthat will be usedfor an eventmustbe turnedin at the
sametime. Example: If you havea flyer, a program and a hand-out, all three
(3) items must be turned in together.

3. The requestfor proofing is turned in at least one (1) week before your
printingdeadline.

** Please note that the actual printing of materials is not what requires 
time; however, it is the proofing procedure that may delay the processing of 

the print request.**

4. Once the final draft has been turned in to the church office, the
ministry/group/teamleader will be the contact person during the proofing
period. It will be the responsibility of the leader to communicate any
adjustmentsthat should be made to the printed materials. The leader must
provideagoodcontactnumberandemailaddress.

5. Once the adjustments(s)have been made, the leader must re-submit the
reviseddocumentfor a2ndproofingbeforeprinting takesplace.

6. RepeatStep2 eachtime adjustmentshavebeenmadebeforesubmittingto the
churchoffice.

7. All proofing requestsshouldbe submittedto the AdministrativeAssistantin
oneof thefollowing ways: emailpdf to llpollard@cofbcb.org or handdeliverto
churchoffice duringregularchurchoffice hours,Monday- Friday,9a.m. ï5p.m.
(Emailingis preferred.)

COFBC Contact Person: Lola Pollard,llpollard@cofbcb.org
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B. COPYING AND PRINTING SERVICES

If needed,copyingandprinting servicesareavailablethroughthechurchoffice.
A copy/printrequestform is neededfor ALL copiesrequested.

**NOTE: Copyrighted materials CANNOT be legally reproduced without a 
copyright release.

Guidelines:

Å If 100 or more copies are needed,it will be outsourcedand the request
shouldbesubmittedat leasttwo (2) businessdaysbeforecopiesareneeded.

Å Shouldyouneedlessthan100copies,a copierwill beprovidedat thechurch
office betweenthehoursof 9 a.m. and5 p.m., MondaythroughFriday. For
your convenience,we offer extendedcopytimeson Wednesdaysuntil 6 p.m.
Pleaseinform thechurchoffice if you planto comeduringtheextendedtime
onWednesdays.

Å Proceduresfor proofing must be followed. If your original copy needs
corrections/adjustments,your requestfor copieswill not becompleted. Once
thecorrectionshavebeenmade,your requestwill beprocessed.

Å You will receiveanemailor call whenthecopyrequestis complete.

COFBCContactPerson: ChurchOffice
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BUDGETSAND CALENDARS

Å All budgets,calendarsandeventpacketscanbesubmittedat thesametime; it is

encouraged.

Å Ministry leadersshouldsubmitthebudgetandcalendarto theChurchOffice no

later than the 1st Sunday in October, for the upcomingnew year. Ministry

leaderswill be notifiedwhenbudgetshavebeenapproved.

Å Eventhoughthebudgetmaybe approved, it is basedon availability of funds.

However,thevoucherproceduremuststill befollowed.

REQUEST FOR APPROVED BUDGET ITEMS

Å To requestfunds,completea voucherform. Be sureto attacha breakdownof
your expenses. (Seeexamplein AppendixB) Voucherforms can be obtained
from thechurchoffice, theeventpacketor on thechurchôswebsite.

Å Voucher requestsmust be turned in to the Administrative Assistantat the
churchoffice duringregularbusinesshours.

Å Voucherrequestsshouldbe turnedin at leastseven(7) daysbeforeyou need
thefunds,andnot seven(7) daysbeforeyour event.

* For example, if you need the check in hand by December 14th , the  

voucher should be turned in by December 7th .

Å All vouchersmustbesignedby theministry leader.
Å All purchasesshould be pre-approved. DO NOT SPEND YOUR OWN

FUNDS WITHOUT PRIOR APPROVAL. There is no guarantee of
reimbursement.

Å Check(s) will bemadepayableto thevendorwhenpossible.
Å Receiptsshouldbe turnedin to the office no later thanone(1) weekafter the

event, to include the completedCheck/VoucherReconciliation form. (See
examplein AppendixB)

Å In the caseof EFT (ElectronicFundsTransfer)andACH (AutomaticClearing
House) check processing,checksmay not be processedfor more than the
amountstatedon thecheck.

Å Checksare signedoncea week.
Å Administrative Assistantwill provide notification via phoneor email when

your checkis ready.

**NOTE : EFT/ACH defined: Whenthemerchantor otherparty,suchasa utility
company,changesyour papercheckinto anelectroniccheck.

FINANCIAL POLICIES AND PROCEDURES
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FINANCIAL POLICIES AND PROCEDURES
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REQUEST FOR NON-APPROVED ITEMS

Å Follow all guidelinesin previoussection.

EXCEPTION: 

Requestfor non-approved funds must be turned in at least two (2) weeksin

advance.

COLLECTION OF FUNDS FOR AN EVENT AND/OR MERCHANDISE

Å All fundscollectedfor an eventand/ormerchandisemay be turnedin to the

Finance Manager during regular office hours (9a.m. to 5p.m, Monday

throughFriday).

OR

Fundsmay be placedin the drop box of the finance office locatedin the

sanctuaryon Sundaysonly. If you use this method, a Ministry Event

Collection and Reconciliation Form must be included. If there is a

discrepancywith funds submitted,the Finance Manager will contact the

ministry leader.

Å Individual receiptsmust be given to eachpersonwho submitsfunds for an

event/merchandise/product. The receipt book is in three part form: white

copyïpurchaser; yellow copyïFinanceManager; pink copyïremainsin

the book for your records. Receiptbooksaresuppliedby the churchoffice

uponrequest.

AND/OR

A running spreadsheetmust be kept showingthe namesof all personswho

paid, the amount paid, the date paid, and the method of payment. This

spreadsheetmust be turnedin to the FinanceManagereach time fundsare

received.

Å Ministry leadersshouldsigna voucheroncethepurchaseis readyto bemade

andall fundshavebeencollected.

Å A checkwill bewritten to thevendor(s)for thetotal amountcollected.

Å Allow at leastone(1) weekto receivethevendorcheck.

EXCEPTION

If the memberdealsdirectly with the vendorfor purchaseof his/herindividual

products,theseguidelinesdonot apply.
** Example: The Audio/Visual Ministry wears uniforms. Each member purchases 

his/her shirt directly from Cotton Cargo .
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UNIFORMS/T-SHIRT/ROBES/DANCEWEAR, ETC.

Due to budget constraints,we are unable to provide funds for uniforms,

costumes,dancewear,etc.

Å Each person must pay in full before merchandise is ordered on their

behalf.

Å All designsmustbeapprovedbeforehand, sopleasebring your designto the

churchoffice andallow aweekfor review.

Å Screenprint shouldbe kept on file with the vendorso that new members

mayacquiretheproduct/uniform.

CONTRACTS

ÅMinistry leadersMUST NOT contractfor goodsand serviceson behalf of

COFBC.

ÅAll contractsbeingsecuredin the nameof COFBCshouldbe directedto the

FinanceManager,whowill obtaintheappropriatesignatures.

ÅNo contractsshouldbeobtainedprior to eventapproval.



In order to useANY room or building on the COFBC campus,a ñBuildingUseòform must be
completed.

¶ Room Usage: Roomswill be assignedand madeavailablebasedon informationgiven on the
Building Useform. It is of vital importancethat roomreservationsbewell planneddueto A/C and
heatingzones. You may requestyour room(s)of choice. However,the churchoffice will determine
thefinal roomassignment. No additionalroomswill bemadeavailableon thedayof your event.

¶ Set-up: Wheneverpossible,churchcustodianswill setup reservedroomswith tables,chairsand
requestedequipmentduringtheweekdays. Any eveningor weekendactivitiesmay requireministry
leadersto makearrangementsto setup theroomdueto time limits on churchstaff. For example: If
a room hasbeenrequestedin the eveningand thereis anotheractivity in that sameroom in the
afternoon,theremaynot bea custodianavailableto re-settheroomfor theeveningevent. Or if you
havea roomreservedfor theweekendandthereis anotheractivity prior to yours,theremaynot be
a custodian availableto re-set the room for your event. If your room is not set up, requested
equipmentwill bein theroomor nearby.

¶ Decorating: It is the ministry leaderôsresponsibility to make arrangementsfor set-up and
teardownof all decorations. Eachministry is responsiblefor supplyingtheir decorations. No room
décorsuchasplants,pedestals,wall hangings,etc., may be movedfrom the room they are in. If
you areusing the room wherethey belong,they may be used; however, be sureto put all items
backwhereyou found themand in the conditionyou found them. You may usethe propertyof
otherministriesonly with theirpermission.

¶ Child Care: Whenchild careis neededfor your event,it is theresponsibilityof ministry leader
to coordinatewith theNurseryministry prior toevent.

¶ Equipment: Any chairs, tables,flip charts,dry eraseboards,stools,music stands, overhead
projectors, andanyotheritem you needsuppliedby the churchmustbe listed on theBuilding Use
form. Foruseof thekitchenor kitchentools,pleaseseesectiononKitchenUse.

¶ Multi -Media Needs: All ministrieswith multi ïmedianeedsmustindicatesoon theBuilding
Use form. Only authorizedtechnicaloperatorsmay set up, operateand tear down all technical
equipment. This includeslighting, sound andvisualneedsanywherein thechurchfacilities.

¶ Music Ministry Needs: All ministriesthat requireany assistancefrom the Music Ministry
must indicateso on the Music Ministry Requestform. This form must be turned in at leastone
monthin advance. (SeeAppendixB for form)

¶ Clean Up: All ministriesare responsiblefor cleaningthe areausedduring their scheduled
event. This includeswiping tablesandchairs,picking up trashfrom flooring andcountertops,
wiping downall otherequipmentused,andstraighteningup furniture.

¶ Breakdown: All ministriesareresponsiblefor putting chairs,tablesandequipment awayafter
their event(i.e. backin storageor their original positionbeforethe event). For large events, chair
andtablerackswill beprovided,andit is theministryleaderôsresponsibilityto form a crewto put
all items away. For example: If a room is set up with tablesand chairs for an eatingarea,the
ministry leadermust make arrangementsto have chairsand tablesput on racks and equipment
returnedto anagreed-upon location. If possible,a custodianwill beavailablefor directionin these
areas. Turn off lights when you leavea room (evenfor only a few minutes)andespeciallywhen
your eventis finished. Rememberto closethedoorsto theroomwhenyour event startsandfinishes.
Finally, rememberto ensurethe exteriordoorsto thebuilding arelockedin theeveningwhenyour
eventis finished. 15
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¶ Kitchen Use:

CULINARY MINISTRY
Procedures/RulesFor UseOf Kitchen

Requestfor Useof theLargeKitchen:
1. Must completea KitchenUseRequestFormandturn it in to thechurchoffice. Thechurch

office will contacttheCulinaryDirectorregardingyour request.
2. Thefollowing informationshouldbeprovidedand/ormet:

A. Explanationof why you will needthelargekitchen
B. Startandendtime of event.
C. Turn in requestat leastseven(7) daysif no serversareneedandfourteen(14) daysin

advanceif serversareneeded.
D. Foodmanagermustbeonsitefor warmingfoodor anyuseof thelargekitchen.
E. Any utensilsneededmustbelistedon thekitchenusageform.
F. Anything that is usedfrom thekitchenmustbewashedandput backinto its respective

placethenightof theevent.
G. If you needice,besureto indicatethison theform.
H. TheCulinary/KitchenStaffonly cooksfor funeralsor churchevents.

Requestfor Useof theSmallKitchen:
1. Must completea KitchenUseRequestFormandturn it in to thechurchoffice. Thechurch

office will contacttheCulinaryDirectorregardingyour request.
2. Thefollowing informationshouldbeprovidedand/ormet:

A. Explanationof why you will needthelargekitchen.
B. Startandendtime of event.
C. Turn in requestat leastseven(7) daysif no serversareneedandfourteen(14) daysin

advanceif serversareneeded.
D. Foodmanagermustbeonsitefor warmingfoodor anyuseof thelargekitchen.
E. Any utensilsneededmustbelistedon thekitchenusageform.
F. Anything that is usedfrom thekitchenmustbewashedandput backinto its respective

placethenightof theevent.
G. If you needice,besureto indicatethison theform.
H. TheCulinary/KitchenStaffonly cooksfor funeralsor churchevents.

EXCEPTION *** Food that hasbeenpreparedaway from the churchcampusand doesnot
needthe use of the kitchen for warming or storing of food and supplies, is not requiredto
completethis form.

However,if you will needservers,pleasefill out theportionof the form that relatesto servers.
You will becontactedby theCulinaryDirectorto discussandconfirm theavailability of servers
for yourevent.

***Rules from the City of Beaumont:
1. All item(s)placedin anyof the refrigerators(in the largeor small kitchen)mustbe labeled
anddated.
2. Any andall foodnot labeledor datedwill bethrownoutafterone(1) week.
3. Kitchen must be cleaned after each use (counters wiped, dishes washed, stove and
microwavewipedcleaned). Thisappliesto boththelargeandsmallkitchens.
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SMOKING

For the health of all who attend or visit Cathedralof Faith

Baptist Church, the entire facility is considereda smoke-free

environment. No smoking is allowed inside the building or

outsidenext to thebuilding wherefresh-air intakeventsmaybe

located.

DRUGSAND ALCOHOL

Theuseof illegal, controlledsubstancesandtheconsumptionof

alcoholis notallowed onchurchproperty.

MUSIC

Out of respect,any music that is playedon campusshouldbe

appropriatefor thechurchatmosphere. If in doubt,askahead.

FIREARMS

Cathedralof Faith Baptist Church has a ñNoOpen Carryò

policy for anyfacilities locatedon theproperty.
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CAMPUS ETIQUETTE



A. Office Supplies

Cathedralof Faith is part of a group purchasingorganizationthat offers
substantialdiscountson all office products; therefore, ministries can order
standardsupplies (i.e. pens, pencils, paper clips, etc.) through the church.
Supply order form should be submittedat least one (1) week before date
needed. Thiswill allow usto adjustif someitemsareoutof stock.

ÅTo request standardsupplies in person, manually complete the Supply
Requestform andsubmittheform to thechurchoffice.

ÅSpecial order supplies (i.e. special paper, certificates, binders) require
authorizationfrom thechurchoffice. **NOTE : Specialorder suppliesshould
havealready beensubmitted on your annual ministry budget. **

ÅIn-stockstandardsuppliesaretypically availablethe sameday dependingon
thequantityrequested. Availability of specialordersuppliesvaries.

ÅWhen ordersare readyfor pick up, the point of contactwill be notified by
emailor phone.

ÅStandardsuppliesthat canbe restockedfor use(pens,pencils,etc.) areto be
returnedto the churchoffice, if applicable. Theseitemsshouldbe returnedas
soonaspossible.
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MINISTRY SUPPORT



COFBCgenerallyfollows theseguidelineswhenit comesto inviting volunteers
to servein theministriesandprogramsof thechurch.

1. Ministry leadersmustberegularattendeesand/ormembersof Cathedralof
FaithBaptistChurch.

2. All ministry leadersshouldbetithers.

3. Potentialvolunteerswho desireto work in areasof trust, especiallythose
who work with children and youth, will be required to undergo a
background check. All information relatedto backgroundcheckswill be
heldin strictest confidence.

4. Potentialleadersrequireameetingwith thePastor.

5. Volunteersshould attend all new and on-going training opportunities
offeredby thechurch.

When applicable,Cathedralof Faith Baptist Church will use and/or make
availableministry position descriptionsso that both servant leadersand the
churchknow what is mutually expected,andso that the ministry groupleader
canbeawareof theresponsibilitiesof theministry position. A ministry position
description summarizesyour duties and responsibilities and gives you
importantinformationaboutyourareaof service.

Pleasenotethat thechurchreservestheright to reviseandupdateyour ministry
descriptionfrom time to time, asit deemsnecessaryandappropriate. Of course,
if you arecurrentlyin a leadershipposition,you will beinformedandconsulted
aboutany proposedchanges.
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LEADERSHIP INVITATION AND PLACEMENT

MINISTRY POSITION DESCRIPTIONS



It is important that the churchhasup-to-date,complete,and accurateinformation about
eachof the peoplewho servein ministry. Pleasenotify the churchoffice immediatelyif
thereis a changeinvolving yourname,address,phonenumber,maritalstatus,etc.

Keeping your personalinformation updatedservesseveralpurposes. In a most practical
sense,it allows thechurchto contactyou, notify or remindyou of meetings,andto let you
know aboutchangesin schedules. It alsoallowsotherworkersto contactyou if theyareill
or injuredandneedto find asubstituteto fill theirministrypositiontemporarily.

In order to protectthe children,youth andothervulnerablegroupsof COFBC,volunteers
(in particular those who work with such groups) must submit to various screening
proceduresand backgroundchecks. The primary type of backgroundcheck includesa
United StatesCriminal RecordIndicator databasesearchand a Social Security number
search.

A United StatesCriminal RecordIndicator databasecheck searcheselectroniccriminal
files andrecorddatabasesof governmentagencies,including sexualoffenders' registries.
Manualrecordsof somerecordsmay alsobe neededin statesor countiesthat don't keep
electronicrecords.

A Social Securitynumbersearchverifies an individual's name,state,and last three (3)
addresses; this prevents people from providing false identification. Other screening
proceduresby the churchmight include a motor vehicle report or a local police record
check. The resultsof all screeningproceduresare kept in strictestconfidence. Most of
theseproceduresinclude certainrights for you as a volunteer,suchas disclosureof the
results.

Shouldtherebe a needto discussinformationobtainedin the resultsof your background
check, you will be contacted by an approved ministerial staff person for further
instructions. Thechurchoffice personnelcandirectyou to theapprovedstaffperson.

Volunteerswill, to the bestof their ability, ensureconfidentiality and privacy when it
comesto thehistory,records,andconversationsaboutCathedralof FaithBaptistChurch.

The bestadviceregardingthe releaseof informationaboutthe churchand the peopleyou
serveis DONôT!This is truewhetheryouôresimply talking to a friend or family memberor
to a memberof the news media. If anyonerequestsinformation from you, your wisest
answeris, ñChurchpolicy doesnôtallow me to give out that information.òIf someone
continuesto questionyou for information,suggestthatheor sheinquireat thechurch office.
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CHANGE OF PERSONAL INFORMATION

BACKGROUND CHECKS

CONFIDENTIALITY



Becauseyou are a volunteerrather than an employeeat Cathedralof Faith
Baptist Church, attendancemay seemlike a sticky issueto discuss. If you
simply do not showup to fulfill the ministry serviceyou haveagreedto, the
church cannot really "terminate" you becauseyou do not work for pay.
However,you couldbeaskedto reconsiderserving until you areableto fulfill
your commitments.

We needreliablepeopleto servethe ministriesandprogramsof the church-
the people we serveare dependingon us. If you have excessiveabsences
beyondthatwhich is reasonable,you mayberelievedof yourvolunteerduties.
We expect no less commitment from our unpaid workers than our paid
workers. It is ourexpectationthatwewouldall work asuntotheLord.

Attendance,whetherit is for training meetings,fun times with ministry team
members,or duringyourscheduledtime of serviceðis acommitmentyoumust
makeand then take seriously. Again, the peopleyou serveare dependingon
you.

Someabsenceswill likely be necessary. You may get ill, injured,be calledout
of town for businessor personalreasons. If you know in advancethatyou will
not beableto serveduringa time you arescheduled,or thatyou cannotattend
a scheduledmeeting,be sureto inform your leader. Additionally, askfor a list
of otherapprovedvolunteerswho might beableto substitutefor you, if you do
not alreadyhavesucha list. Thenmakean effort to find your own substituteor
to "trade" scheduledservice times with another volunteer. Finding a
replacementis primarily your responsibility,not your leader's.

If your absenceis causedby an emergency,inform your leader. You shouldstill
makean effort to searchfor a replacement,but undersomecircumstances,you
maynotbeableto accomplishthis.

If your leadernoticesa patternof absences,he or shemay follow up to seeif
somethingbesidesillnessseemsto bethereal reasonyou arenot ableto serve.
You should not view this as a negative encounter. Your leader and the
leadershipof thechurch,havetwo concerns: Oneis for thepeoplewho maybe
left out if you areunableto serve. Theotheris for you. Perhapsyouarenot in a
placeof ministry that"fits" you. If this is thecase,your leadercanwork to plug
you into a placeof servicethatbettermatchesyour gifts and skills. In fact, this
is anareawhereyou shouldbeproactive. Ratherthanservingin a ministry that
you feel uncomfortableperforming,go to your leaderandaskaboutother needs
in thechurch. Thereareplentyof otherplacesto serve,andthereis boundto be
onethatfits you.
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ATTENDANCE, ABSENCE AND AVOIDANCE



While COFBChopesthat everyministry experienceis a positiveone,we also
recognizethat volunteersmay becomedissatisfied. This canoccurbecauseof
strainedrelationships with fellow volunteers,relationship issueswith your
leader,or disagreementwith the church'spracticesandpolicies.

The churchencouragesyou to work towardquick resolutionof thesekinds of
situations, which usually do not go away with time. In fact, tensiontypically
getsworse,eventually deterioratingto a degreewhereyou might feel thatyour
only optionis to resignor leave.

The following stepsareintendedto bring resolutionto your grievanceandare
basedon Matthew18:

"If your brother sinsagainstyou, go and showhim his fault, just betweenthe
two of you. If he listensto you,youhavewonyour brotherover. But if he will
not listen, take one or two others along, so that every matter may be
establishedby the testimonyof two or threewitnesses." ðMatthew18:15-16,
NIV

GrievanceProcess

1. With an attitudeof love and care,speakdirectly to the personwho has
offended you. Try to explain the factsaswell asyour feelingsaboutthe
situationin a calm mannerthat is free from accusationor blame. Often,
youcandiffusethesituation andclearup conflictsduringthis stepbecause
you communicateto the other party that you truly desireto resolvethe
situation. Thepointof this exchangeis to be heard.

2. However,if the other persondoesnot listen, or you cannotresolveyour
differencesprivately, bring the matterto your ministry leaderôsattention.
Make sure the leader understandsthat the problem is affecting your
services. The leadershouldarrangea meetingbetweenyou andthe other
party. Again, it is importantfor theissueto beairedandheard.

3. If you do not feel satisfiedwith theanswersthatyour leaderprovides(or if
you feel uncomfortablediscussingthe problem with your leader, for
example,becausethe problemis with your leader)you shouldrequesta
meetingwith thePastor(or someonethePastorhasassignedto handlethis
matteron his behalf)to discusstheproblemwith theotherparty involved.
If the tensionexists betweenyou anda co-volunteer, the ministry leader
shouldbeinvolvedin this step. Thisshouldresolvetheconflict.

4. However,if theissueremainsunresolvedaftercompletingthefirst three
steps,youshouldapproachthePastorfor furthercounsel.
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GRIEVANCE PROCEDURES



Ministry group leaderswho desire to leave their ministry positions should

attemptto give significant notice (preferablyboth verbally and in writing) of

their intent to resign. This allows leaderstime to recruit new volunteersto fill

vacantpositions.

Ministry group leadersexperiencingsomedissatisfactionor discontentmentin

their ministry, shoulddiscusstheir concernswith thePastor. Communicatewith

the leaderbeforecircumstancesreachthepoint in which you feel that resigning

is your only option. Theleadermaybeableto changeconditionsin theministry

or programin which you areserving,rearrangeministry teamsso you arenot

forced to servewith a difficult co-laborer,or work with you to changeyour

ministry descriptionto makethe dutiesmoreenjoyable.

If you areconvincedthatchangesin your currentpositionwill nothelp,perhaps

an entirely different positionwould be bettersuitedto your gifts, abilities,and

passions. Beforeyou resignfrom your ministry position,considerotheroptions.

Finding the right fit in ministry can bring you a great senseof personal

satisfaction,andit canbe very rewardingto fulfill the purposefor which God

createdandgifted you.
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RESIGNATION



Cathedral of Faith Baptist Church strives to ensure an environment where

membersandvisitors of all agesfeel safeandsecure. Justastheemployeesin a

placeof businessare on the frontlines of ensuringthe safetyof customers,the

volunteersof thechurchserveon the frontlinesof ensuringthesafetyof thoseto

whomweminister.

GeneralGuidelines

In general,asa volunteer,youshouldstriveto:
¶ Serveusinggoodandcommon-sensesafetypractices.
¶ Refrain from unsafeacts that might endangeryourself, the peopleyou

serve,or thosewhoministerwith you.
¶ Use any safetydevicesprovidedfor your protection; for example,use

rubber gloveswhenchangingdiapersin thenursery.
¶ Reportanyunsafesituationsor actsto your leaderimmediately.

Fire Prevention
¶ Turnoff electricalequipmentwhennot in use.
¶ Notify the Plant Managerof any equipmentthat hascrackedor exposed

wiring, is causinga shockor emitting sparks,or appearsto be a potential
fire hazard.

Fire Emergency
¶ Familiarize yourself with the locations of fire exits, alarms, and

extinguishersin theareasof thechurchwhereyou regularlyserve.
¶ If you seesmokeor fire, pull thefire alarmto alertpeoplein thebuilding. If
itôsa small fire, usea nearbyfire extinguisher.

¶ If evacuationis calledfor, usetheclosestunaffectedexit. Guidethegroup
with whomyou areworking to walk in singlefile andto proceedquickly
and calmly. Do notrun!

¶ If youandyourgroupencountersmoke,stay low.
¶ Move asfar awayfrom thebuilding aspossiblefor your safety,andmake

room for emergencyvehicles.
¶ Only if time andsafetypermitsbeforeevacuationof thebuilding,secure

confidential information, turn out lights, shut off equipment,and close
doors.

PowerFailures
¶ If it is dark, remain where you are until emergencylights are activated

(usuallywithin a minute). Emergencylights arelocatedin strategicareasof
thechurch.

¶ If you exit the building during a power failure, DO NOT re-enter until
poweris restored.

GENERAL SAFETY STANDARDS AND EMERGENCY PROCEDURES
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StatementPolicy:

Vehicles owned and operated by COFBC are for the purpose and support of the church  
ministry. They are made available to ministry groups and organizations of COFBC to  provide 
safe and dependable group transportation for church-related activities and  ministry functions. 
Church vehicles will not be loaned or leased to outside groups.

VAN USAGE REQUESTS

To request use of the church van for approved church-related activities/functions, complete a 
Van Use request form at least two (2) weeks before your event. This form may be retrieved 
from the church office or the church website. (See example in Appendix B)

Procedures:

1. Please note that when using the van the maximum occupancy should  NOT exceed 13 
passengers. Although we own a 15 passenger van, insurance guidelines require this limitation.

2. Occupants will load from the front of the van to reduce weight in therear.
3. Absolutely nothing will be loaded on the roof of the van.
4. Drivers should keep the vanôs gas tank as full aspossible.

General Guidelines for Use:

1. Church vehicles are to be used exclusively for the support of COFBC ministries and  
programs. Any use apart from this purpose is strictlyprohibited.

2. The driver will have the responsibility of picking up the vehicle from the  designated 
area and returning it to the same area uponreturn.

3. Any and all damage to the vehicle must be reportedimmediately.
4. Any traffic violations incurred while driving church vehicles are the sole  responsibility 

of thedriver.
5. A vehicle use schedule / log will bemaintained.
6. There will be no smoking in the vehicle at anytime.
7. Driver and passengers must keep their seat belts fastened whiletraveling.
8. The church van is not to be used for towing.

Authorized Drivers:

1. All van drivers shall be processed for eligibility by the guidelines given by our insurance 
company.  Only authorized driver shall operate churchvehicles.  The Van Ministry Director 
will oversee the use of the vans and make sure that guidelines are being followed. 

2. Persons wishing to be an authorized drivers must meet and complete the following 
requirements listedbelow:

¶ Must hold a valid driverslicense.

¶ Must be a member of COFBC.

¶ Must be an approved driver on the churchôsinsurance.

¶ Must not have any moving violations within the last 36 months.

¶ Must read and understand the churchôs ñUse of Church Vehiclesòpolicy or such material 

given.

¶ Must be knowledgeable about the vehicle and/or pass roadtest.

¶ Must have no medical restrictions that would jeopardize the safety of others.
¶ Must be at least 25 years old but not over the age of 65 years old. Some exceptions apply.
¶ Absolutely no texting or talking on cell phones while driving.

USE OF CHURCH VEHICLES
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APPENDIX A: FAQõS

1. How do I reservea meetingroom or facility at Cathedralof Faith? In

order to use ANY room or building on the COFBC campus, a

ñBuildingUseòform must be completed. See page 15 for more

information .

2. How do I put an announcementinto the bulletin, website,or for the big

screen?Submissions should be sent to COFBC via a "COFBC

Communication Request" form or email. See page 5 for more

information .

3. How do I handle a requestfor ministry expenditures? What is the

approvalprocess? The completedvoucher requestmust be completed

by the Ministry Director and turned in to the Administrative

Assistant at the church office. A ñVoucheròform can be obtained

from the Church Office, Event Packet, and the churchôswebsite.

Seepage12 for further instructions.

4. How do I requestchild carefor an on-campusevent? When child care

is neededfor your event,it is the responsibility of the ministry leader

to coordinatewith the Nursery Ministry, prior to the event,to secure

neededservices.

5. How do I requestprinted copiesof flyers, brochures,etc.? If needed,

copying and printing services are available through the church

office. For further instructions, seepage10.

6. What is the procedurefor useof churchvans? To request use of the

church van for approved church-related activities/functions,

completea Van Userequest form at least two (2) weeksbefore your

event and turn it in to the church office. See page 25 for more

information .
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7. Why are backgroundchecksrequiredfor certain ministry leadersand

volunteers? In order to protect the children, youth and other

vulnerable groups of COFBC, volunteers (in particular those who

work with such groups), must submit to various screening

procedures and background checks. See page 20 for more

information .

8. I amstrugglingwith my role asa ministry leader; I amnot surewhatto

do. Who can I call? Pleasecall the church office and ask for an

appointment to meetwith the Pastor.

9. I havebeenservingin this area for a long time andIômreadyfor a

change. What should I do? Ministry Group Leaders who desire to

leave their position should attempt to give significant notice

(preferably both verbally and in writing) of their intent to resign.

Seepage25 for more information .

10. How do I handlea situationin which a volunteermaynot besuitedfor

my ministry?

There are many factors that may influence a volunteerôslevel

of engagementand the degreeto which they interact positively with

the ministry group. Here are somerecommendedstepsto address

the situation or issue:

Å Setup an informal meetingwith the volunteer. If needed,invite

an unbiasedministry team member. Talk to the volunteer and

solicit their feedbackregarding their experiencewith the group.

Listen to their concernsand seekto understand their position.
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ü Share your observationsand that of others in the group.

Share observationsin generalities without attaching any

commentto a single individual or group. Cite examplesof

behaviors that have negatively impacted the group and

you asa leader.

ü Explore options to resolvethe situation by discussingthe

personôstalents and their desire to contribute their time

and talents to COFBC. Depending upon the outcome of

the discussion,you may suggestthat this ministry may

not be the bestoption for them. Suggestthat their talents

may be better suited for another ministry .

Å Additionally , you may:

ü Suggestthe memberdiscoverhis talents through the

Spiritual Inventory available in the church office.

11. Why is my informationneededsofar in advancefor printing? Please

reviewñProceduresfor Proofing Printed Materialsò,page9.

12. Why is an Event Packet necessary?Who needs to complete it?

Event Packetscontain very important forms that each ministry

needs to prepare for an upcoming event. Each ministry group

leader is expectedto fill this packet out in completion becauseall

of the information is vital to the successof your event.
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LIST OF FORMS

(IN EXACT ORDER)

× INFORMATION CENTER USAGE FORM
×COMMUNICATIONS/INFORMATION TECHNOLOGY FORM
×CHECK/VOUCHER RECONCILIATION FORM (SAMPLE)
×CHECK /VOUCHER RECONCILIATION FORM
×VOUCHER (SAMPLE)
×SAMPLE EXPENSE BREAKDOWN SHEET
×VOUCHER
×MINISTRY EVENT COLLECTION AND RECONCILATION FORM
×CHRISTIAN EDUCATION OR ANNEX BUILDING USE FORM
×FAMILY LIFE CENTER BUILDING USE FORM
×OUTREACH BUILDING USE FORM
×KITCHEN USE REQUEST FORM
×MUSIC AND ART MINISTRY REQUEST FORM
×MINISTRY OFFICE SUPPLIES REQUEST FORM
×PRINTING REQUEST FORM
×òCHANGEó OR òADD DATEó REQUEST FORM
×CRIMINAL RECORDS AUTHORIZATION FORM
×YOUTH AND CHILDRENS MINISTRY VOLUNTEER APPLICATION (3 PAGES)
×VAN USE FORM
×EVENT PACKET (9 PAGES)
×MINISTRY HANDBOOK ACKNOWLEDGEMENT SHEET



 
 
 

 

Information Center Usage Form  

 

 
 

(Please type or print) 
 

Date Submitted:                                                                  Submitted by:       ______________________________________ 

    

Ministry:                                                                              Ministry Director: _____________________________________  

 

Contact number: ____________________________         Email: ______________________________________________  

 

Date(s) Requested:  _________________________________________________________________  

 

         Check all that apply: 
 

 Displayed Information __________________________________________________________________________ 

 

               Registration/Sign-up   __________________________________________________________________________ 

 

 

Ministry Directorôs Signature:                                                                        Date: 

 

Please Note: 

 

 

 

 

 

 

 

 
 

__________________________________________________________________________________________ 

For Office Use Only 

 

Reviewed by:  
 
Date Received: ____________ Time Received:_____________                  Space Availability:   Ç Yes Ç No 
 
Submitter Notified:   Ç Yes Ç No 
 
Information Center Assigned:     Display Table Assigned: 

 
  Information Center ï Sanctuary      Display Table ï Sanctuary 
 
  Information Center ï Middle Foyer      Display Table ï Middle Foyer 
 
  Information Center ï FLC       Display Table - FLC 

   

The intended use of this form is for ministries to  advertise their upcoming events and promotions. Due to 

the large number of events advertised throughout the year, it may sometimes be necessary for us to 

shorten the duration of your announcement.  

¶ For ministries that are interested in using the Information Center for announcements or 

registration, an  Information Center Usage Form must be submitted at least two  (2)  weeks  in 

advance.  
ü  

¶ Ministries will be allowed to occupy the Information Center for registration/sign -up for a 

maximum of four (4) weeks .   
 

¶ All requests must be signed by the  Ministry Director  in order to be processed. NO EXCEPTIONS. 

¶ Feedback will be provided within two (2) business days after receipt of request.  







The following items are things that we plan to purchase with this voucher for the end of the 

year Christmas party.





CashReceived: Bills Oty Amount Total

100.00

50.00

20.00

10.00

5.00

1.00

$

$

Amount

$

$

1. ________________________________________     Date : ___________

2. ________________________________________     Date: ___________
Total$ Submitted    $

Total $ Verified   $ __

Cathedral of faith 

Ministry event Collection & reconciliation form

Date: Ministry__________________________________

Event:_______________________________________________________________________

Total Collections:

Counted By (Two signatures from ministry required):

Total Checks:

Total Bills Received:  

Total Coin s Received:

ChecksReceived:
CheckNo. Contributor

Retrieved and Verified by:

1. ________________________________________     Date : ___________

2. ________________________________________     Date: ___________

Discrepancy:



NOTE:  This is an example of how to log your purchases.







CATHEDRAL OF FAITH BAPTIST CHURCH 

BUILDING USE FORM  

FAMILY LIFE CENTER  

 

TODAYôS DATE: __________________________ 

 

NAME OF MINISTRY/EVENT/GROUP: ___________________________________________ 

 

CONTACT PERSON REQUESTING BUILDING: ____________________________________ 

 

CONTACT INFORMATION: CELL                                            OTHER __________________                                      

 

PURPOSE FOR BUILDING USE 

 

______________________________________________________________________________ 

     

______________________________________________________________________________ 

 

DATE OF FUNCTION:__________________________________________________________ 

 

TIME OF FUNCTION: START TIME: _______   AM   PM      END TIME: ______   AM    PM 

 

I WOULD LIKE TO ARRIVE ON THE DAY OF THE EVENT AT: ________________ AM   

PM 

 

NUMBER OF PEOPLE EXPECTED _______________ 

 

PREPARATION / SET - UP INFORMATION  
I WOULD LIKE TO SET-UP FOR THE EVENT ON: 

 

DATE: _______________________________________________________________________ 

 

TIME: FROM ________________     AM     PM      TO _____________     AM      PM 

 

EQUIPMENT REQUESTED FOR THIS EVENT: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

NOTE: You are responsible for the restoration of the Family Life Center upon completion 

of the function. 

 
______________________________________________________________________________ 
Signature of person completing form      Date 

 

=========================================================== 
OFFICE USE ONLY 

Date Recôd: __________ Recôd by: ___________________  Approval: ___ Yes ___ No 

 

Date Notified: __________ Notified by: _________________ 



CATHEDRAL OFFAITH BAPTIST CHURCHBUILDING USEFORM
OUTREACH BUILDING

NAME OFPERSONREQUESTINGUSE:_____________________________________________

CONTACTINFORMATION: Cell__________________________Other_____________________

ẄBabyShower
PURPOSEFOR BUILDING USE

ẄBirthdayCelebration ẄRetirementCelebration

ẄWeddingShower ẄCommunityEvent ẄMinistry Meeting

ẄOther:_____________________________________________________________________

DATE OFFUNCTION: __________________________________________________________

TIME FUNCTION STARTS: _____________________ENDING TIME:___________________

SET- UP: The building is set-up to accommodate60people.This includes10 (5-feet) roundtables,60
chairsand2 (8-feet) long rectangletables.

IMPORTANT: You are responsiblefor the following :

ǻ Pickupkey from theChurchOffice on theFridaybeforetheeventby 4 p.m.Key Pick-up must
bedoneby thepersonnamedon this form.
ǻ Returnkey on thefollowing Mondayby noon.Thereis a $5key depositfee- cashonly. Deposit
will only bereturnedto thepersonnamedon this form.
ǻ DecorateonSaturdayonly; thebuilding is alwaysin useonFridaynights.
ǻ Nothingcanbehungfrom theceiling or taped/stapledto walls,posts,doorsor tables.
ǻ Clean-up afterevent:Removeall decorationsandleft overfood from thebuilding.Also, placeall
garbagein thetrashbin locatedoutsideof thebuilding.

As thepersonrequestinguseof this building, I agreeto bepresentfor thefull durationof this event.My

signaturebelowsignifiesthatI agreeto abideby ALL of theserequirements.

___________________________________ Key Picked-up by: ________________________
Signature Date

Key Returnedby: _________________________

DepositRecôd(Date):______________________

DepositReturnedto: _______________________

____________________________________________________________________________________
Front Office Approval (Signatureof Pastor/Staff) Date

Da teRecôd:______________ Recôdby: ______________________________________________



Backsideof Front page:Building UseForm for Outreach Building - Office UseOnly Part 2

ADDITIONAL NOTES:

Date:_____________________ Commentsaddedby: _______________________________

Comments:
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Date:_____________________ Commentsaddedby: _______________________________

Comments:
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Date:_____________________ Commentsaddedby: _______________________________

Comments:
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Date:_____________________ Commentsaddedby: _______________________________

Comments:
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________



COFBC KITCHEN USE REQUEST FORM  

NOTE: The COFBC Culinary/Kitchen staff only cooks for funerals and church events. 

Please check one  I am requesting use of: _____ Large Kitchen _____ Small Kitchen 

1. Why are you requesting the use of the kitchen; what is the name of your event? 

______________________________________________________________________________ 

2. Name of Ministry: _______________________________________________________________ 

3. Name of Ministry Director: _______________________________ Phone: __________________ 

4. Event Date: _____________________________________ 

5. Start Time: _________________ AM   PM  End Time: ________________  AM   PM 

6. How many people are you expecting to attend this event? ____________________ 

7. Servers: Are you requesting servers for this event? _____ Yes _____ N0  

Note: If you are requesting servers for this event, you must give at least a two-week notice. 

8. Are you requesting use of kitchen supplies such as utensils, pots, trays, etc., for your event? 

_____ Yes _____ No 

If yes, please list which supplies/tools you are requesting: 

______________________________________________________________________________

______________________________________________________________________________ 

9. Will you need ice from the kitchen’s ice-maker for this event?  _____ Yes     _____ No 

10. Any supplies/tools that are used from the kitchen for your event must be washed and put back 

into its perspective place. As Director, I agree to this guideline and will make sure that it gets 

done. Please initial: _______________ 

11. As Director, I will make sure that all left over food has been removed immediately after my 

event OR I will make arrangement with the food manager of duty the night of my event for the 

removal of any food that is left over. Please initial: ________________ 

 

Signature of Ministry Director: __________________________________________ Date: ____________ 

Signature of Culinary Director: __________________________________________ Date: ____________ 

OFFICE USE ONLY:
Date Rec’d:  ____________________Rec’d by: ______________________________________

Date Notified: __________________ Notified by: ____________________________________



TodayôsDate:

Name of Ministry/Committee:

Event Name:

Ministry Director:

Phone Number: E-Mail Address:

Date/Time of Event: Location of Event:

MUSIC& ARTSMINISTRYREQUESTFORM
** Ministry Request Form must be submitted one (1) monthin advance.**

Off ice UseOnly

RequestReceived by: Date Received: _____________________

Comments:_________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

Approved by Min. of Music:ÄYes ÄNo Date Approved: __________________________________________

Ä Adult Choir

Ä Mass Choir 

Ä Menôs Chorus 

Ä Mime

Ä Music Band Ensemble

Ä Praise Dancers

Ä Young Adult Choir

Ä Youth Choir

Ä Solo (Instrumental/Vocal)

Ä Other (Please Specify)

Please submit details of programs or events to the Minister of Music at draind@cofbcb.org

MUSIC& ARTSMINISTRY
Ä Youth Praise Team

mailto:draind@cofbcb.org




 

PRINTING REQUEST FORM  
 

This form is used to process printing requests through the church office. Only the final proofed 

master should be submitted when requesting copies. This request should be turned in no 

later than two (2) days before you need the materials. The Ministry Director should sign this 

request. 

 

Date Submitted: ______________________  Date Needed/Due: ____________________ 

 
**NOTE: Copyrighted materials CANNOT  be legally reproduced without a copyright release. 

 

Name of Event / Project: _________________________________________________________ 

 

Date of Event/Project: ___________________________________________________________ 

 

Name of Ministry Requesting Printing: ______________________________________________ 

 

Signature of Ministry Director: __________________________ Date: ____________________ 

 

Phone number(s): cell __________________________ other: ___________________________ 

    

Type of paper (color / card stock): _________________________________________________ 

 

Number of copies: _______________________ 

 

Has the master copy and/or electronic pdf been through the procedures for proofing? (Refer to 

COFBC Procedures for Proofing of Printed Materials)  _____ Yes _____ No 

If not, please do not submit request until proofing procedures have taken place. 

 

Is the cost of this printing request a part of your approved annual budget?  ____ Yes ____ No 

 

**Please note that the actual printing of materials is not what requires time; however, it is 

the proofing procedure that may delay the processing of the print request.**  

 

 

Church Office Use Only 

Printing Request Recôd by: __________________________________ Date: ________________ 

 

Date Processed/Completed: _______________________________________________________ 

 

Date Ministry was notified for Pick-up: _____________________________________________ 



 

ñCHANGEò OR ñADD DATEò REQUEST FORM 

This form should be used to request άa date changeέ of an event that has already been 

approved to be placed on the church calendar and/or to άadd a dateέ to the church calendar 

that has not been previously approved. 

 
Please check appropriate box: _______ Date Change  ________ Add Date 

 

 

Name of Ministry____________________________________________   Date: ___________________ 

 

 

Type of Activity or Function_____________________________________________________________ 

 

 

Original Date of Event: ______________________________ Original Start Time: __________________ 

 

 

New Date Requested:  _______________________________ New Start Time: _____________________ 

 

State reason for date change / add date: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

 

__________________________________________________________________ 

  Signature of Ministry Group Leader 

 

 

  
 

Do Not Write Below This Line.  For Office Use Only 
 

Date Received: ________________________ Received by: __________________________________ 

 

Date Available   _____ Yes      _____ No 

 

_____ Approved  _____ Not Approved 

 

 

_____________________________________________________________ 

Pastor Delbert A. Mack, Sr. 
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CATHEDRAL OF FAITH BAPTIST CHURCH 

VAN USE FORM 

 

 

Name of Ministry_______________________________________________________________ 

 

Ministry Director_______________________________________ Phone # _________________ 

 

Name of Person Requesting Van _____________________________ Phone#_______________  

 

Home # ________________   Work # ________________________ Cell # _________________ 

 

Reason For Van Use ____________________________________________________________ 

 

Date(s) of the Event _____________________________________________________________ 

 

Departure Time ___________________   AM   PM    Return Time ________________ AM PM 

 

Name of Van Driver(s) for Event ______________________________ Phone# _____________ 

(The driver must be approved, which means he/she is listed as a driver on the churchôs auto 

insurance.) 

 

How many people will be riding the van, including the driver?  __________________ 

 

Have you contacted the Director of Van Ministry?     Yes       No 

 

Signature __________________________________________  Date ______________________ 

 

 

FOR OFFICE USE ONLY 

 

Received in Church Office by:_________________________________ Date recôd ___________ 

 

Director of Van Ministry approved usage?         Yes      No           Date approved _____________ 

 

Signature of Van Ministry Director:_________________________________________________ 

 

Van driver approved by Van Ministry Director?       Yes    No      Date approved _____________ 

 

Name of Driver if different from above: _____________________________________________ 

 

Van Assignment:  _____ Van #1 (2001 model)       ______ Van #2 (2016 model) 

 

Date Ministry/Group Notified: _______________  Notified by:  __________________________ 

 

Was the van returned in the same or acceptable condition?     Yes     No     

 

 



NOTE: If printing digital packet,  remember to include the following 
forms in your event packet: 

Print Request Form, Building Use Form, Voucher Request















 

 

 

 

 

CATHEDRAL OF FAITH BAPTIST CHURCH  

ROOM CAPACITY  - BUILDING USE  

The following rooms are available for usage. However, the front office will make the final 

room assignment based on other building usage and heating/cooling zones. 

 

 

EDUCATION BUILDING : 
SOLOMON ROOM (30ôX 70ô)  SEATS 120  TABLES & CHAIRS  
(NOTE: The stage adds approximately 15-20 more seats if used with tables.) 

 

SARAH ROOM (30ôx 60ô)   SEATS 120  TABLES & CHAIRS 

 

ABRAHAM  ROOM (30ôx 60ô)  SEATS 120   TABLES & CHAIRS 

 

ALL OTHER (SMALLER) ROOMS (20ô X 30ô): 

MATTHEW ROOM    SEATS 50  CHAIRS ONLY 

 

JOHN ROOM     SEATS 50  CHAIRS ONLY 

 

MARK ROOM    SEATS 50  CHAIRS ONLY 

 

LUKE ROOM     SEATS 50  CHAIRS ONLY 

 

NAOMI ROOM    SEATS 50  CHAIRS ONLY 

 

JEREMIAH ROOM    SEATS 50  CHAIRS ONLY 

 

RUTH ROOM     SEATS 50  CHAIRS ONLY 

 

NEHEMIAH ROOM    SEATS 50  CHAIRS ONLY 

 

REVELATION ROOM   SEATS 50  CHAIRS ONLY 

 

 

FAMILY LIFE CENTER :    SEATS 400  TABLES & CHAIRS 
BREAKDOWN: 19 ROUND TABLES AND 31 RECTANGLE TABLES - 8 CHAIRS PER TABLE 

 

OUTREACH BUILDING :   SEATS 60  TABLES & CHAIRS 
BREAKDOWN: 10 ROUND TABLES AND 2 RECTANGLE TABLES FOR SERVING ï 6 CHAIRS PER TABLE 

DUE TO FIRE MARSHALL REGULATIONS FOR THIS SPACE 

 

ANNEX BUILDING:  

WEDDING CHAPEL    SEATS 175  PEWS ONLY 
BREAKDOWN (CHAPEL): 23 PEWS @ 140ò AND 5 PEWS @ 118ò 

JEHOVAH RAPHA    SEATS 50  CHAIRS ONLY 

JEHOVAH NISSI    SEATS 30  CHAIRS ONLY 

JEHOVAH SHAMMAH   SEATS 20  CHAIRS ONLY 

JEHOVAH ROHI    SEATS 15  CHAIRS ONLY 





NOTE:  All rooms are 20ôx30ô except Sarah(30ôx60ô), 

Solomon(30ôx70ô), and Abraham (30ôx60ô).



APPENDIX C:

MINISTRY

ORGANIZATIONAL CHART




