Copies obtainable from

The Diocesan Office
P O Box 181
Grahamstown
6140

Price: R5
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Appendix 5: Application Form Building Projects

PARISH: .....
ADDRESS: .........cccceeeveviennne
CHAPELRY Or OUTSTATION: ...ttt s se et e e se s aenas

NATURE OF PROPOSED BUILDING: (Delete where necessary) Church, or School or Hall, or
Rectory, Other (SPECITY) ..uvccrieeriee sttt s berea e

PONPE

BUILDING PLANS:
5. WhO drew the plans? ... es e s s
6. Has the Local Authority approved them? YES / NO

FINANCE:
7. What is the estimated cost of the Whole project? R .......ccevviveeecreenneire e
8. How much has the Parish in hand for this project? (Provide substantiating documentation).
9. Difference between cost and Cash (7-8) Ru.....cocciieiineeeereeierie s esee s v esese s ssanan s
10. How will any shortfall be Made UP? ...ttt s
11. Are you applying to the Diocese for a grant? YES/NO

If yes how much do you NEEA? R.......ccccueieiiiniiciinece ettt es et e e vass e s nnne
12. Do you need a loan from the Diocese? YES/NO

If yes how much do you NEEA? Ru.....c.ecueeieirererece ettt e ses s

How do you propose to repay this? ......cceoeeereeenereeieree s e ssssssesses e sssssensns
13. Estimated date of cCOmMPIELioN: ......ccooeeeeere et s
14. What is your Parish Assessment for this YEar? R........ccccevvivereeinecie e seesannes
15. Are you up to date with your Assessment? YES / NO

If no when Will you be Up t0 date? ......ccvceeecriere ettt e s
16. Will you be able to keep up your Assessment Payments? YES / NO

If no what do you propose to do about this? ..........ccceeriieiiciciesce e

PARISH SUPPORT:

17. When was your Vestry Meeting held to discuss this proposed project? .......c.ccceeceveecevvnennne
Please include a copy of the resolution passed and any comments made. Were any parishion-
ers opposed to this project? YES / NO.

If "Y@S" GIVE NEASONS ...eeeeierieete ettt ettt st sr s v eseeaenes

Signed at ...ccoeeeveeveeveereereeneee ON TNIS DAY OF e 20.......
Y=ot (o RS RPPRPSRRRRt
Churchwarden:........ccccceeeeeveceirvescceeeee.. Churchwarden: ...,

ARCHDEACON'S SUPPORT:
I et (name), Archdeacon of ..........ccceeeeuieeee e am satisfied
that this Parish can afford this project and | approve and support this application.
SIBNEA: ottt b
REMAIKS vttt ettt e sttt s e

NB:

I. Itis essential that the archdeacon be consulted and involved from the very first stages of
building project.

2. The archdeacon may ask a person. or a group, to deputize on his behalf in this process.



Appendix 4: Parish Property Details (Form B)

FORM B

{To be compieted with the Annual Financial Return)
Diocese of Grahamstown

Parish property detaiis for the year:
(Please use a fresh Form B for each property attached to the parish)

!Nam.e'ofP,arish:i P o

;Arcﬁaéacomy: i

Bescripﬁb’n_ @f_ property: -

»Propeﬁyraddfess:

Name ofj:enént: P e

Monthiy rental:

iLength: of lease (if any):

Expiry date of lease:

Any further details:
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Handbook for Churchwardens
and Church Councils

Preface

I'm sure that as you read and reflect on this betokbu will wonder how you
can ever fulfil the obligations placed upon youaa€hurchwarden, but be en-
couraged! You have been elected by God’s peopléhes have discerned in
you the leadership and administrative gifts requiie this ministry, and God,
who is faithful, will give you the grace to commethe task to which He has
called you (John 15:5 & 6).

1. Introduction

1.1 The purpose of this Handbook is to provide riChwardens with a guide
to what the Church expects of them. They have icedtaties laid down in
the Church’s law books, “The Constitution and Canohthe Church of
the Province of Southern Africa” and “The Acts bktDiocese of Gra-
hamstown”. These books alone have legal authonty @othing in this
Handbook should be interpreted in any way thatlaiafwith them.

1.2 The Church expects a great deal more from @wadens than the mere
fulfilment of these legal obligations. “The lettef the law Kills; the Spirit
gives life” (2 Cor. 3:6). As “the principal repregatives of the congrega-
tion”, Churchwardens have a very real responsybd lay leaders in the
community. But they are also the Bishop’s officarsl, as such, have a
special responsibility for keeping him/ her infognabout the life of the
parish. The spirit in which they fulfil these oldiipns can make all the
difference.

2. Historical and Theological Background

2.1 We look to the New Testament for the basiswale kind of Christian
calling or ministry. In the Acts of the Apostles wead, “...the twelve
apostles called the whole group of believers tagretind said, ‘It is not
right for us to neglect the preaching of God’'s wordrder to handle fi-
nances. So then... choose seven... among you \ehknawn to be full of
the Holy Spirit and wisdom, and we will put themcimarge of this matter.
We ourselves, then, will give our full time to peatyand the work of
preaching™ (Acts of the Apostles, 6:2 Good NewsIB).



2.2

2.3

3.2

3.3

3.4

3.5

No matter how churches organise financiatrobrthey all follow the pat-
tern set out in Acts 6, with its witness to the essity of setting ministers
of the gospel free from administrative duties sat tiney can concentrate
on proclaiming the faith of Christ. Others mustKaafter finance, and in
our church this role is carried out by Churchwasddnke the deacons of
Acts 6, they need to be people “full of the HolyirB@and Wisdom”.

Administration is essential to the preachinghef gospel. The call to fulfil
this role and the gift of grace to carry it out &@h sacred. St Paul in-
cluded administrators in a list of people with tifts of the Spirit: “God
has appointed first apostles, second prophetsl thachers, then workers
of miracles, healers, helpers, administrators, kgrsain various kinds of
tongues” (1 Cor. 12:28). The Churchwardens’ role igtal ministry in the
church.

Principal Responsibilities and Duties of Churchwardens

Churchwardens are the Bishop’s Officers. Atrgjical services they im-
mediately precede the Bishop in procession. Theyaen as the principal
representatives of the congregation as they attertim (Canon 29 7(a),
page 67). The Churchwardens shall be people whéaahdéul in worship
and service.

It is the Wardens’ function to welcome the bislwhenever he visits the
parish. They must make arrangements for his phlysicafort.

Should it become necessary, it is the dutthefWardens to report to the
Bishop: “if there should be anything plainly amggsreprehensible in the
life or doctrine of the priest or in his ministiati of the services of the
church.” (Canon 29 7(c), page 68).

The Wardens are responsible for presentindinbeacial accounts at Ves-
try meetings. Without such accounts, there areatid zanonical elections
at a vestry meeting (Canon 27.6, page 64, 29.7dage 68).

With the priest, it is the duty of the Churemdens to convene Vestry
Meetings (Canon 27, page 63).
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Appendix 3: Parish Statistics (Form A)

FORM A

(To be completed with the Annual Financial Return)
Diocese of Grahamstown

Parish statistics for the year:

Archdeaconry:

Name of Parish:

INumber of units on the Parish Roll

i
NGmoer of acts of Communion during the year (from Register)

Number who are pledging

Number of professionals and employed on Parish Roll

Number baptised during year

Number confirmed during year

Number of marriages during year

Number of funerals during year

Number of Lay Ministers in Parish

Number of Lay Ministers in Chapelries attached to Parish

Chapelry Congregations: (list below)

Estimated no. of
families

-

-
N 2O Wo~NOOhWN -

-
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LIST OF LIABILITIES

LOANS )
Type of Loan Name of Institution

Balance as at 31 December

ACCOUNTS PAYABLE

Creditor Balance outstanding as at 31 December
LIST OF ASSETS

INVESTMENTS AT BANKING INSTITUTIONS:

Institution Type of investment Amount

PLEASE ATTACH ALL CERTIFICATES OF BALANCE AND INTEREST EARNED TO
THIS PAGE. All certificates must be originals obtained from the relevant Banks.

Churchwardens:

Name Address Signature
Name Address Signature
Treasurer:

Name Address Signature
Incumbent:

Name Address Signature

Report of Auditor or, if not available, a competent Scrutineer

"ANe have examined the financial statements set out an pages 2.3 and 4. My/Our examination included such
procedures as lwe considered necessary

In my/our opinion these statements fairly present the financial posttion of the Congregation/s as at
31 December 2 and the results of its operations for the periad/year then ended. I conformity
with generally accepted accounting practice

Date Signature
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3.6

3.7

4.1

4.2

4.3

4.4

4.5

When the priest is unexpectedly ill or absins, the duty of the Wardens
to arrange with the Archdeacon that services tédkeep

The Churchwardens and the Priest together tfoeniexecutive of the par-
ish whose duty it is to administer the affairs loé fparish between Parish
Council meetings (Canon 29:7(a), page 67). It iggested the Parish
Treasurer (where there is one) should be a menilibe @xecutive.

Parish Registers and Books of Reference

Canon 32, page 71
Acts of the Diocese Chapter X. section E page 39

At least one copy of the Provincial Constgatiand Canons should be
available to Wardens and councillors in each parl$tese are available
from:

CPSA Publishing Dept.,
Box 61394,
Marshalltown, 2107.

Particular attention should be paid to @af9, page 66.

A copy of the Acts of the Diocese of Grahamsishall be kept in the
Vestry of each Pastoral Charge and Chapelry ibibeese. (Acts Chapter
X 36, page 41).

Each congregation must have a Service Regigtieh must be completed
in full at the end of every service.

Each parish must have a Baptism Register,iddgRegister, Inventory of
all moveable property, Inventory of all immovableperty, Parish Church
Council and Vestry Meetings Minute Book (Canon Bage 71; Acts
Chapter X. E., page 39).

An up-to-date parish roll must be kept by ¥Mardens. It should contain
the name and address of all parishioners entideebte at Vestry Meet-
ings. The Wardens must table the Roll at everyyddeeting. (Canon 32
sec. 1, page 71; Acts Chapter X sec E (25), pape 39
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4.6

4.7

4.8

5.1

5.2

5.3

All these must be kept in a safe place. Eparysh should have a safe for
this purpose. (Acts Chapter X Sec E (23), page 39).

All Registers, account books, inventories tredParish Roll must be pro-
duced for inspection by the Archdeacon during eafclhis Visitations.
(Canon 15:4 (page50); Acts Chapter VII Sec B: bfep32).

Full Baptism and Marriage Registers shoulddig to the Diocesan Office
for safe-keeping not longer than 5 years after detigm. (Canon 32:3,
page 71; Acts Chapter X sec E:26, page 39).

Parish Property
Acts of the Diocese Pages 27 to 29

There is a great deal of Church legislationegning the tenure and man-
agement of property for Church purposes. Churcheregdhould never on
any account take any action in connection withghaperty of their par-
ishes without first consulting the Archdeacon.

By “property” is meant land, buildings and thernaments, and also in-
vested funds or capital, some of which may be sl specific trusts
established by the donors of the original money.

“All property, of what nature or kind soever ether movable or immov-
able, real or personal, which is or may be givdnained, or held for the
benefit of the Church of this Province, shall, winesr it be practicable, be
transferred to a Trustee or Trustees acting on lbeliahe Provincial
Synod;...” So begins Article XVIII of the Constitah of the Church of the
Province of Southern Africa. Diocesan Trustees #tson behalf of the
Provincial Trustees, and all parochial propertiietd in trust by them and
administered for the benefit of the parish (Constin page 11).

PAYMENTS

Diocesan Assessment _
Rates

Redemption of capital

Donations

Easter and Whitsun offerings

Capital payments

Money invested

TOTAL PAYMENTS:

Bank balance at beginning of year (if overdrawn)

Closing bank balance for the year (if in credit)

BALANCING TOTAL TO AGREE WITH PAGE 2:

Remarks or explanatory notes (if any)

Articles XVI - XX and Canon 42 govern the actiorfdfte Diocesan Trus-
tees, and Churchwardens (page 99).

Before any action is taken to buy, sell or alter any church property it
is essential that the Archdeacon be consulted in thefirst instance.
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RECEIPTS

Collections _ o

Planned giving _ _ _ _ _ o o o o

Subscriptions and donations __ _ _ _ _ _ _ e

Bazaars, functions, ete. _ _ _ _ _ o=

Bank balance at beginning of the year (ifincredit) _ __ _ _ _ _

Closing bank balance for the year (if overdrawn} _ _ _ __ _ __

BALANCING TOTAL TO AGREE WITH PAGE 3:

Lay employees [Job description]

Wages paid per an

n

um
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54

5.5

6.1

6.2

6.3

6.4.

Since the property belongs to the Diocese (and not the Parish) the nec-
essary permission must be obtained in advance from the Diocesan
Trusts Board. An application form for BUILDING PROJECTS (see
copy in the Appendix to this booklet) is obtainable from the Diocesan
Office or the Archdeacon.

The Church Council is responsible for the neiance and upkeep of all
buildings belonging to the church.

The Council is responsible for ensuring tHabaildings are adequately
insured through the Diocesan Office. The Parishrn€ibumust advise the
Diocesan Office of all alterations, additions olesaf buildings, for insur-
ance purposes.

Responsibility for and to the Priest
Actschapter V sec 11, page 18

The parish is responsible for ensuring their thriest has a good standard
of living. In particular, the parish must pay areqdate allowance for the
priest’s electricity, water, gas or other heatiagd cooking fuel, official
telephone, postage, stationery and other offikpemses (Acts Chapter V
sec 11(b), page 17).

The Churchwardens are responsible togethér tivét priest for the plan-
ning of his/her time and for professional and $péii support (Canon 29 4

(b))
The Parish should take notice of the welfdraistipendiary clergy.

The parish is entirely responsible for theta their priest’s transport on
parish work. Where a priest uses his/her own petsahicle, the parish is
responsible for all the running costs in connectigth parish work plus a
contribution towards the capital cost of the vehiclhis is normally
achieved by the Diocesan Council setting a rateetpaid per km for each
km travelled on parish work. The Church Council amigést are to agree
each year on the maximum number of km per monthp#resh will pay
for in connection with parish work.
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7.1

7.2

7.3

7.4

7.5

7.6

7.7.

Finances
Acts Chapter X sec. D (19), page 38

An estimate of Income and Expenditure budgette year must be pre-
pared and submitted for approval at every Annuatiyavieeting.

The Wardens must report to each meetingefCthurch Council on how
the actual figures for the year to date match gtenates (Acts Chapter X
sec D (19), page 38).

Each year, every parish needs a pledging/ stishig programme when
every parishioner will be taught and encouragednske a generous
pledge to the parish.

In addition to a Treasurer (if appointed tdsigshe Wardens in their finan-
cial management), every parish must have an auditather competent
scrutineer who will certify that the annual accauate correct and give
advice when asked to do so. The name, qualificattiomd relevant experi-
ence of this person must be submitted to the Aratmle for approval be-
fore the appointment is made (Acts Chapter X s¢4)Apage 36).

Investments

The Diocesan Trustees offer the service ofgting parish reserve funds.

Although this money will be available on requestlyahose funds which
might reasonably be invested for several monthsildhbe sent to the
Trustees. The rate of interest paid annually maydteer than the parish
could achieve by itself (Canon 42 par 11.c, page.10

Parishes may invest their own reserve fund$ wdtional banks and
building societies. If a parish wishes to make avestment elsewhere
than with national banks and building societies, pior approval of the
Diocesan Trustees must be obtained.

Any bookkeeping system may be used providadithwill supply the in-
formation required in the Annual Financial Return.
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Appendix 2: Annual Financial Return

NO

DIOCESE OF GRAHAMSTOWN

PASTORAL CHARGE :

ARCHDEACONRY @ _ o o e e

ANNUAL FINANCIAL RETURN

FOR THE TWELVE MONTHS ENDED

Four copies required: - One tc be sent to the Diocesan Secretary, Box 181, Grahamstown, 6140, as socn as
possible after your Annuai Accounts have teen approved. One to the Archdeacon. One 1o the Rector
One to be retained by the Church Wardens ]

N.B.
Pages 3 & 4 are a Receipts and Payments Account. in other words. a summary of your Cash Book for the twelve
months. Page 4 cails for a list of all monetary assets belonging to the parish, with Certificates of Balance from
ali the relevant banking Institutions.

A separate set of forms is required to be completed in respect of each congregation in the Diocese, except where
the finances of congregations are handled jointy, wnere they may be included in one return if additional forms are
required, please apply to the Diacesan Office

Please note: .
A copy of the published accounts laid before the Vestry must accompany this return.
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Appendix 1: Quarterly Return

Name of parish:

DIOCESE OF GRAHAMSTOWN
Quarterly Return

Town:

Archdeaconry

Contact person

Statement of Receipts and Payments for the quarter ended:

Tel. No

N.B One copy 1o each: _the Diocesan Secretary. vour Archdeacon and vour Parish.

Receipts R c Payments N
Dedicated Giving Diocesan Assessment

Offertories Administration:

Donations Audrt fees

Rent Recetved

[nsurance premiums

Interest Received

Electricity & water

Sundry Income (itemise):

Postage
N - éL

T
i Stationery and Printing

Staff wages

Telephones

Maintenance - equipment

Maintenance - butldings

Sundries

Minstry:

Travel Allowance

Easter & Whitsun offerings

Wine, wafers, candles

Donations

Funds invested

Other Payments (itermse)

Total Receipts

Total Payments

Bal.at beginning of quarter:

Opening Defict (if anv).

Closing deficit (if any)

Balance at end of quarter

BALANCING TOTAL

j

BALANCING TOTAL
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7.8.

7.9

7.10

7.11

7.12

7.13

7.14

7.15

Rules (whatever bookkeeping system is used)

The parishioners are entitled to know how muoamey the parish has
received and what has been done with it. Ther@tisimg secret or confi-
dential about church finances. Tell the parishisragrleasuarterly what

money has been received and on what it has been. gkfeer the Parish
Council meeting, send the completed Quarterly Retorthe Diocesan

Office.

All money received must be receipted, writtertie Books and banked
without any delay.

Proper receipt books can be bought or printed.

The receipt must be issued at the time theegn@nreceived. This means
that collections, umjikelo and special collectiopedges, etc must be
counted immediately at the end of a service. Thentiog must be done
by at least two people, (the more the better) lodttvhom will sign the
receipt. The receipt must include details of whtree money is from, and
what it is for. It must be dated in full (includinige year).

At an outstation, at least one of the countgitshe the responsible per-
son at the outstation. S/he must insist on beingrgia receipt for all
money he sends to the parish.

This means that anyone from the parish (inctuthe priest) who visits
an outstation, must carry a receipt book in ordegive a receipt for any
money received. When the money is handed overdokihg, the dupli-
cate of the receipt must be checked and the anaguaed.

When money is received at the Offertory aemvise, it must besither
immediately locked up by 2 peopla, kept in the plain sight of everyone
until the end of the service - on the altar is adyplace. Then taken away
to be counted - again by 2 people. Whoever is dtfiegpookkeeping and
banking must check that the money received anlidzhagrees with the
receipts issued. Again, involve as many peopleoasiple.

All money received MUST be banked. It is not acceptable to spend
cash received beforeit isbanked.
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7.16

7.17

7.18

7.19

7.20

7.21

7.22

8.2

All expenditure must be by cheque. In caglesre cheques are not ac-
ceptable, a cheque for the exact amount requiredd beicashed. It is one
of the duties of the Wardens to ensure that thisipgays its debts time-
ously. The Church gets a bad name when parishesatoay their ac-
counts.

If petty cash is used in places where cheqaenot be cashed, it must be
drawn from the bank as needed and a careful resfatdkept.

Cheques must be signed by two people, frgrangl of signatories. The
Archdeacon or Diocesan Secretary may relax this ravhere absolutely
necessary.

Cheques must not be made payabtadio. The name of the person cash-
ing a cheque should be written on the cheque.

The people signing the cheques are resperisibthe expenditure. They
ensure they know what the cheque is for by examintive relevant in-
voices or other voucherslever sign a blank cheque.

All bank statements, paid cheques, receipkdoiovoices, pledge/ um-
jikelo registers must be safely kept for audit mags.

To avoid distrust and suspicion of the praasd church officers in a par-
ish, no one person must be responsible for eittteme or expenditure at
any time. At least 2 people must be involved andretwould be better.
This applies at outstations as well as in the pasfairch.

Annual Returns

Vestry Meetings must be held by the Secondd®pmafter Easter. (Acts
Ch X' sec A1 (l), page 36).

Each parish is responsible for sending founuel Returns to the Dioce-
san Office by the $1May at the latest:

Annual Financial Return

Parish Statistics (Form A)

Parish Property Details (Form B)

Vestry Meeting Return (list of Churchwardens ey
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8.3

8.4

9.2

These returns should be made as soon as posd#idlesf end of the Fi-
nancial year.

Forms for these returns will be sent to eaclsipat the beginning of each
year. The Financial and Statistical Returns shbadeturned to the Di-
ocesan Office by 31st of May, the Vestry MeetingftRn after the An-

nual Vestry Meeting.

When the Diocesan Office requests other inféomaduring the year,
these requests must be responded to timeously.

Organisations

Parish organizations such as men’s, women’sthyoSunday School,
servers’, choir, etc are all part of the parish #ralr finances are part of
the parish finances. All monies raised in the naifre church should be
reflected in the parish accounts.

Where organizations are allowed by the ChurobnCil to manage their
own funds, this management should be reportedlindievery meeting
of the Church Council.

Nothing in thisdocument may be construed as adding or removing from the
Canons and Constitutions of the Church of the Province of Southern Africa
or from the Acts of the Diocese of Grahamstown. In case of doubt it isthe
duty of Churchwardens and Parish Councillors to consult official docu-
ments, their Archdeacons or the Diocesan Secretary.

Thanks to the Dioceses of Kimberley and Kuruman and Port Elizabeth for permission to

guote portions of documents.
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