XYZ Board of Directors

Operating Policies and Procedures

I. Meetings of the Board

A. The XYZ Board of Directors will attempt to meet monthly

II. The Board of Directors shall function according to the bylaws.

III. Conflict Of Interest (4/3/05)
A. If a church member believes that a conflict of interest might exist with a “responsible person” or “family member” as defined in the conflict of interest policy, then they should:
i. Notify the board of directors in writing
ii. Name the party and specify the conflict of interest that is alleged to exist
iii. Sign the letter legibly (the board will not review anonymous notifications)

B. The board of directors will then review each circumstance and report results back to the individual who suggested that a conflict of interest might exist.  
C. If any conflicts of interest are alleged and then found to exist then the board will take appropriate action, on a case by case basis.  Any review of a suggested occurrence of a conflict of interest may involve legal advice, if needed.
IV. Disposal of Assets

A. The pastor for administration shall have the authority to sell or dispose of donated assets (i.e. autos, jewelry) on behalf of the church for those items that are valued at less than $5,000. 

B. The pastor for administration shall have the authority to sell or dispose of assets on behalf of the church for those items that are valued at less than $5,000.  This pertains to items that are being replaced, phased out of use, or not in use.

C. In each case above, a written report shall be made to the board at their next meeting
D. The accounting office will document all transactions appropriately

V. Contract review
A. An approximate formula of .1 of 1% of the annual operating budget shall be the limit for corporate officer contract signatures without full board review.  $15,000 shall be the original limit.
B. All contracts and applications for signature should be given to the administrative assistant for the pastor for administration.

C. She shall log-in the contract, stamp as “posted”,  and attach a review cover sheet, and place in the “for signature” file
D. The pastor for administration and the administrative staff shall review all contracts logged in and complete and sign the cover sheet, and return to the Administrative Assistant
E. A church officer will be solicited to sign the contracts or applications in the “for signature” file
F. The file is returned to the administrative assistant who makes a copy of the signed contract for the permanent file

G. The original is then returned to the requestor

H. The pastor for administration shall distribute a copy of the log at the next board meeting including all contracts greater than the limit for entire board review
I. The board shall review for signature all contracts greater than .1 of 1% of the annual operating budget on a monthly basis.

