TO:

South District Pastors

FROM:
Charlie Wilfong, South District Superintendent

DATE:

August 2011
RE:

Cluster Charge Conferences
The Charge Conference Schedule is included in this mailing (or available on the South District website at www.southinumc.org.) Charge Conference forms are available online at www.inumc.org. If you have difficulty accessing a computer to get the forms, ask someone in your congregation, check with pastors in your Ministry Cluster, check with pastors in your Clergy Covenant Group, investigate computer access at your local public library, or make an appointment to use a workstation at the South District Center (877-781-6713).
Host Churches will be prepared to:

1. Host group worship in your sanctuary with proper sound, light, projection capability as arranged with the District Assistant, etc.,
2. Lead congregational singing of numbers 77 & 405 from The United Methodist Hymnal,
3. Host everyone in your social hall with refreshments following worship, 
4. Provide a table and chair not far from the sanctuary for the District Assistant to review reports during the worship service, and
5. Have the leaders of the Ministry Clusters represented at your Charge Conference or their designees prepared to share a verbal report lasting no more than two minutes celebrating their cluster. 
Prepare for your Charge Conference in the following ways: 
1. Full and Part-time Pastors are required to attend Charge Conference. The following leaders from each local congregation are encouraged to attend: Trustees chair, Staff/Pastor Parish Relations Committee chair, Lay Leader/s, Lay Member/s to Annual Conference, Finance chair.  
2. Be aware that some forms are continued on the back of a page. Please check to be sure that all parts of a form are completed.

3. Get all required signatures before the Charge Conference. No exceptions. Have ALL required signatures on ALL forms before you turn them in at your Charge Conference. “All” means all. The District Superintendent will sign all forms after Charge Conference.
4. It is your responsibility to get copies to local church persons indicated on forms.

5. No materials are being sent from the District Center to the PPRC Chair. It is the pastor’s responsibility to get salary and Accountable Reimbursement information to the PPRC.
6. Keep a copy of all submitted forms for your church’s records.
7. It is expected that all forms will be presented with accurate and complete information. Ask for assistance from a clergy colleague or the District Center, if needs be.

8. Turn in your entire Clergy Compensation Form to the District Center two weeks before your Charge Conference. 

9. When you arrive at your Charge Conference, present a folder (for each church on the charge if you serve multiple congregations) containing all of your completed forms (in check-list order) to the District Assistant before the worship service begins. Immediately following worship, check with the District Assistant for any follow-up instructions on your reports or forms before you leave. If items among your required forms are missing, incomplete, or inaccurate, you will be expected to provide the District Superintendent a written explanation along with the corrected/complete/accurate forms. Failure to deliver required Charge Conference items on time will result in a notation in your permanent file. 
10. How to “correctly” print Charge Conference forms. Forms are located at www.inumc.org, left side of home page, charge conference forms. Choose your church from drop down list. Enter your GCFA number and click on “submit.” From drop down box, choose the form you wish to add. Click on “add.” Click on “add form.” Enter data. Scroll to bottom of page and click on “save.” This will take you back to the Add Forms page. You will see three buttons: edit, delete, or print. Click on “print.” On the tool bar, on left top of page, click on the printer icon. For forms with multiple pages, in the print box, click on “properties”,  under “duplex/booklet”, choose “duplex.” Click “OK.” Click “OK” again. If you have questions, please call the District Center (877-781-6713). 
11. Be prepared to read aloud the names of new persons received into membership by Profession of Faith this year. 
12. Be prepared to affirm that you and your key leaders have carefully and prayerfully established your Vital Church Goals and have them recorded on your 2011 Charge Conference Minutes form. 
13. Review the enclosed Charge Conference order of worship with your key leaders so that all will be prepared to fully participate.
The following information is meant to assist you in completing your Charge Conference forms. The numbers following some of the titles for the forms identify a reference in the 2008 Book of Discipline.

1. COMPLETE ALL FORMS Look in your files and compare what was done last year, if this will be helpful. 
2. BUSINESS TO BE COMPLETED PRIOR TO CHARGE CONFERENCE Conduct the following business through your Admin. Board/Council prior to your Charge Conference: approve 2012 pastor/s compensation, elect lay leadership and Trustees, approve removal of members, approve Accountable Reimbursable Annual Supplemental Resolution, and Parsonage or Housing Allowance. In our Cluster Charge Conference worship, we will pass blanket enabling motions to ratify the business you have approved in your Admin. Bd/Co. Please distribute the following to your members who attend Charge Conference: Committee on Lay Leadership (Nominations) report, 2012 pastor/s compensation, names of Candidates for ministry and Certified & Local Lay Speakers, names of members to be removed by Charge Conference action, and names of new members received by profession of faith this year. 
3. MINUTES  (3 pages) The names of those persons applying for or renewing of Candidacy, Certified Lay Speaker, and Local Church Lay Speaker must be recommended by the Charge Conference. These names should be listed on the Minutes. Discuss the questions in the Minutes with your Admin. Bd/Co. Note that this is a very different form. Fill it out completely. Please ensure that correct worship times are listed. Note the items to be completed online and not turned in at your Charge Conference—Volunteer in Mission Report, Youth People’s Ministry Report, and Creating a Culture of Call Report.  
Setting Vital Church Goals


All United Methodist congregations are required to fill out this section of the Minutes. Please work carefully and prayerfully with your leadership to determine your goals for years 2012 through 2015 in each of the five areas indicated. Also, upload your goals on the Vital Congregations website: www.umvitalcongregations.org. 

RECOMMENDATIONS FOR CANDIDACY, DIACONAL CANDIDACY, CERTIFIED LAY SPEAKER, LOCAL CHURCH LAY SPEAKER Persons applying for or renewing of Candidacy, Diaconal, Certified Lay Speaker, and Local Church Lay Speaker will be approved by the Charge Conference. These names must be entered on the Minutes.
Detailed Instructions Regarding Recommendation of Candidates for Ministry
Prior to Charge Conference, a new candidate for ministry must receive approval and recommendation from the Pastor Parish (or Staff Parish) Relations Committee of the church where they hold membership. That committee has the joy and responsibility of recommending the candidate to the charge conference, presenting their name for the first time. A candidate must be recommended by 2/3 paper ballot vote of the charge conference. Each subsequent year:  The charge conference shall recommend these persons YEARLY by presenting their name at Charge Conference until: 1) the candidates withdraw or are discontinued, or 2) until twelve years are up, or 3) the candidates are granted a Local Pastor’s License, and IN ADDITION, 4) for those in the ordination process, until they are commissioned*.

* Candidates seeking ordination must continue to be recommended by the same church (their home church) until they are commissioned or withdraw from the process of seeking ordination.

 
Persons who have received a Local Pastor’s License, and who are NOT seeking commissioning, do not have to be named at their home charge conference or recommended yearly.

4. REPORT OF THE TRUSTEES (2 pages) The information required on this form may require conversation with both Trustees and treasurers or other persons who have access to the information. Please note the many changes in this report. Signature of President of Trustees.
5. PASTOR/CHURCH AGREEMENT PARSONAGE CONDITION  (2 pages) It is important to invite both the Trustee and PPRC Chairpersons to go through the parsonage annually so that the parsonage may be kept in good repair and that any major repairs or enhancements may be planned. This benefits both the Pastor and the Church. Remember, mold testing of parsonages is required every other year. In addition to reporting the date of the test, please report the results. Signature of Trustee chair, PPRC Chair, and Pastor necessary. 

6. INCORPORATED CHURCHES If your church is incorporated, there will be a brief pause in the group Charge Conference worship during which you may convene to conduct the minimum necessary business, after which we will return to worship. 
7. ANNUAL MEMBERSHIP REPORT AND AUDIT (Removal of Members by Charge Conference) (¶228.2) (2 pages) Please complete and return both pages. Mark “N/A” (not applicable) if you have no-one to report in a specific category rather than leaving blanks. Removal of members by Charge Conference action is a two-year process and the member’s name must be entered into the Charge Conference records each year unless the person notifies you to remove their name immediately. Be prepared to read the names of these persons aloud during Charge Conference worship (this does not include those who have died, transferred their membership to another congregation, or withdrawn their membership). Also: be prepared to read aloud the names of new persons received into membership by Profession/Confession of Faith this year. In The United Methodist Church, a member received by Profession of Faith is an individual who, as a part of joining a local United Methodist Church, makes a public expression of faith in Jesus Christ and has not previously been a member of another United Methodist Church or a church of another Christian denomination. Members who are received by Transfer of Membership from other United Methodist congregations or by Transfer of Membership from congregations of other Christian denominations are not referred to as having been received by Profession of Faith.
8. 2012 LOCAL CHURCH LEADERSHIP DIRECTORY Please fill in complete address (including city, zip code, and phone number) and e-mail for each officer. Please provide all available e-mail addresses. Please record “N/A” when no-one elected to a position. Please spell all names correctly. 
9. ACADEMY OF LAY MINISTRIES ANNUAL REPORT Please make sure that your new and continuing lay speakers of all categories receive this form. There are two categories of Lay Speakers: Local Church Lay Speakers and Certified Lay Speakers. Signature of Pastor and District Superintendent necessary. Reports are necessary to re-certify. These names must be entered on the Minutes. Please prepare your S/PPRC chair to read these names aloud during Charge Conference worship. Please completely fill out this form.

10. CLERGY PERSON COMPENATION FORM (2 pages) A completed copy of this form is to be returned to the District Center two weeks prior to your Charge Conference (you may mail, fax, or scan/e-mail to the District Center, but the form must be legible). Worksheets and instructions are available. Please direct questions about how to complete them to Brent Williams at the Conference Center (877-781-6706). Please give copies of these to the PPRC Chair because they will not be mailed directly to them.
ACCOUNTABLE REIMBURSMENT ANNUAL SUPPLEMENTAL RESOLUTION This form is the second page of the compensation form. Please give this form to the PPRC Chair. If, for some reason, your church has never adopted an accountable reimbursement policy, you will need to do so at this Charge Conference. (If you need a copy of the Accountable Reimbursement Policy, please find it on the Conference website.) If you have already done so, you will need only file the Actual Supplemental Resolution with the dollar amounts listed for reimbursable expenses, continuing education, and travel. If no allowances are paid, this form need not be completed. Signature of Administrative Board/Council secretary necessary.

PARSONAGE FURNISHINGS TAX EXCLUSION This is an IRS provision used by a pastor     

          who is provided a parsonage for the purpose of excluding from income for federal income

          tax purposes the amount the pastor anticipates spending for parsonage related expense 

          approved by the IRS (utilities, furnishings, maintenance, etc.) This amount is identified

and set in the Clergy Person Compensation Form in line 25. This form will be satisfactory documentation of the Parsonage Furnishings Tax Exclusion. The pastor should retain 

          this form for tax purposes. Remember, the amount which can be excluded for federal 

          income tax purposes is the lesser of the parsonage allowance or actual out-of-pocket expenses.
HOUSING ALLOWANCE This is an IRS provision used by a pastor who is not provided a parsonage, but is provided with a monetary allowance to be used for housing. The Housing Allowance is for the purpose of excluding from income tax the amount the pastor anticipates spending to provide a home (rent or mortgage payments, insurance, utilities, furnishings, maintenance, etc.). This amount is identified and set in the Clergy Person Compensation Form in line 19. This form will be satisfactory documentation of the Parsonage Allowance. The pastor should retain this form for tax purposes.  Remember, the amount which can be excluded for federal income tax purposes is the lesser of the following: the housing allowance, actual out-of-pocket expense, or the fair rental value of the home (furnished plus utilities).  

PLEASE NOTE: When a Housing Allowance is paid, a minimum of $1,000 of the total compensation must be reported as salary. A pastor whose status is SY (serving a charge but not currently licensed [¶312-319]) cannot receive a Housing Allowance).

Please fill out the Pastoral Compensation form accurately, completely, and correctly. For charges with more than one church, please complete separate forms for each congregation on the charge including on each form only the amounts which that congregation will be paying. For preparation purposes, it may helpful to prepare one reference form for the entire charge with charge totals throughout so that the total figures may be divided appropriately for the individual church’s forms. Signature of PPRC Chair, Pastor and DS needed on the Clergy Person Compensation Form.
11. PENSION BEFORE-TAX AND AFTER-TAX AGREEMENT If not already on file or if the amount changes, please complete and return. Signature of Pastor and PPRC Chair necessary.   
12. PENSION BILLING CHANGE FORM If your contribution amount changes, please complete and return. Signature of Pastor necessary.
13. PASTOR (STAFF) RELATIONS COMMITTEE Be sure the Lay Leadership (Nominations) Committee selects people for this committee who are committed to Christ, loyal to the church, sensitive to the mission of the church, etc. If there is more that one church on the charge, there must be a Charge Pastor Parish Relations Chair elected. Note:  “Only one person from an immediate family residing in one household shall serve on the committee” (¶ 259.2).
14. LAY LEADERSHIP (Nominations) COMMITTEE (¶249) The Pastor is the chair and needs to call the committee together and complete the slate of nominations using the following suggestions. Encourage balance on all committees: age, gender, longevity as church members, race. It is best for the church if there is a limit on the number of years a person can serve. Encourage rotation from one responsibility to another. Creating three-year classes is recommended. Also prepare a printed nominations report and please (*) the persons who are new. A complete list of officers as nominated by the committee should be available at Charge Conference for those in attendance. If some positions are not filled, please notify the District Center as soon as possible after they are filled.
15. PASTOR’S REPORT (no form provided) This may be a “state of the church” report indicating highlights of the last year and goals for the future. Retired pastors must provide to the Charge Conference a list of weddings, baptisms, and funerals conducted in the last twelve months.  Signature of pastor necessary.
16. PASTOR’S CONTINUING EDUCATION REPORT (2 pages) This form will assist you as 

        you monitor your continuing education and fulfill the requirements of the Annual Conference. 
        All pastors are required to complete this form. This form can be found on the South District   

        website at www.southinumc.org or the conference website at www.inumc.org, left side of page 
        in red, Clergy, Forms, Pastor’s Continuing Education Report Form. PLEASE NOTE: The 
        Continuing Education events that are reported should be from July 1, 2010- June 30, 2011. 
        Signature of Pastor, PPRC Chair, and D.S. necessary.  
17. MEMBERSHIP LIST Please include all members’ current and correct addresses and phone numbers. Please number this list. 
18. INTERPRETER MAGAZINE SUBSCRIPTIONS You should receive this form directly from Interpreter magazine. You are to mail this form directly to the address listed on the form (in Nashville, Tennessee).  This should be completed with the names of the laypersons you want to receive this magazine FREE. It is your responsibility to return the form to the address listed.
19. LOCAL CHURCH BUDGET 2011 The annual budget of the church is to be approved by the Administrative Board/Council and does not require Charge Conference action. However, please provide the District Superintendent with a copy.
20. RETIRED PASTORS Each pastor should specifically invite any retired pastors related to the local church to attend the Charge Conference. Please be reminded that all retired ministers should report to a Charge Conference.
21. CHECK LIST Please submit forms in the same order as the enclosed check list. Use the checklist to make sure you have all necessary forms and signatures ready for the Charge Conference.
All reports are the responsibility of the pastor, even if someone else is preparing various sections.  Distribute the forms to the proper people as early as possible.
