
 

 

 

 

 

Little River United Church of Christ 

Church Council Meeting 

February 11, 2015 

 

 

PRESENT:  

(Absent), Moderator 

Rob Peters, Moderator-elect 

Tom Ross, Past- Moderator 

Ann Lingo, Clerk 

(Absent), Membership Clerk 

Gary Allen, Treasurer 

(Vacant), Archivist/Historian 

Carolyn Yocom, Board of Christian Ed. 

Kathleen Styles, Board of Deacons 

Karen Kleiber, Board of Outreach & Social Justice 

Joe Christiansen, Board of Trustees 

 

 

 

  

Rob Peters, Endowment Fund &  

 Stewardship Committees 

Steve Wheelock, Music Committee 

Hube Beckwith, Communications Advisory Team & 

 Nominations & Appointments 

Bruce Douglas, at large 

(Absent), at large 

Scott O’Con, at large 

Jean Wheelock, Personnel Committee 

David Lindsey, Senior Pastor 

Hank Fairman, Transitional Pastor for 

Faith Formation 

The meeting was called to order at 7:35 p.m. by Tom Ross in place of Moderator Cici Thompson who was on 

business travel.  Tom asked Council members to reflect on what they hope to help make happen at LRUCC in the 

coming year or what was moving them spiritually.  Responses focused on continuing the renewal process and 

celebrating our 60th anniversary.  A concern about empty seats in the sanctuary as well as appreciations of last 

year’s Stewardship campaign, the new bell choir, music, the sermons and all the changes of the past year were 

also mentioned.   Tom noted that this is a good time in our history to be going through a process of renewal. 

 

REPORTS: 

Moderator:  Tom said in response to David’s request for feedback on his first six months with us, Tom has asked  

Brian Payne, Barbara Lowrey and Jason Thompson to help gather feedback from the congregation to be shared 

with David.  He reminded us that last year Council agreed to revamp the process of evaluating the pastors.  So 

that the Deacons do not have the dual role of pastoral support and evaluation, evaluations will be conducted by 

the moderators, with congregational input, leaving the support role to the Deacons.  Formal evaluations of both 

pastors as well as other staff are planned for later in the year.  Tom noted this year we need to focus on the 

Stewardship campaign and on continuing the renewal project.   Council needs to define the roles of the 

Governance and Ministry Boards, keeping in mind a goal of reducing the number of meetings church leaders 

must attend. 

 

Senior Pastor: David provided an overview of what he has planned for the coming year, noting that February 

27
th

 is the church’s 60
th

 anniversary.  On Sunday, March 1 we will kick off a year–long celebration focusing on 

where we have been and where we are headed.  Hank is arranging speakers for the Lenten Series which will 

focus our story to date.  David is working with Cici to develop an opportunity for congregational dialogue on 

three Sundays in April directly after the services.  Small groups will be asked to focus on three questions:  1.Who 

are we?  2. What is God calling us to do or be?  3.  Who is our neighbor?  The ideas gathered in these sessions 

will provide the basis for a congregational discussion in the fall with the goal of either confirming our current 

vision, revising it, or developing a new vision.  In November the congregation will be asked to vote on the 



 

 

 

 

 

proposed church vision that results from the congregational discussions.  This vision will help us determine the 

structure/organization we need to live out our vision.  David was asked about plans for an anniversary party and 

a short discussion followed. 

 

Transitional Pastor for Faith Formation:  Hank reported that each of the 4 sessions of the Lenten Series will 

cover about 15 years of LRUCC’s history and stories.  This year the Series will be on Sunday evenings to 

encourage involvement of families and will include activities for both youth and adults.  The Series on March 1, 

8, 15 and 22 will begin with supper at 5 p.m. followed by the program at about 5:30 p.m.  Deacons will be 

recruiting volunteers to provide the soup and bread.  The Shrove Pancake supper is Tuesday, February 17 

followed by Ash Wednesday services the next evening. 

 

Treasurer’s report: Gary reported that it’s too early to see any trends.  The treasurer’s report was emailed to 

Council members.  Other than an accounting error which was resolved, there isn’t much to report at this point. 

 

 DISCUSSION/ACTION 

Carolyn moved to approve the minutes of the January 25 Annual Meeting.  The motion was seconded and 

passed.  Karen moved to approve the minutes of the January 14 Council Meeting.  The motion was seconded 

and passed.  Karen moved, and it was seconded and passed to approve the November 12 Governance Board 

minutes. 

 

Trustees:  Joe shared and reviewed an Expense Processing Procedures Policy that the Trustees adopted at their 

February meeting.  It is mostly the same as the previous policy with the major exception that it requires that all 

vouchers for reimbursement from a Board or committee budget must be approved by the chair of the Board or 

Committee, or a specifically designated alternate member of the Board or Committee.  (Policy and 

board/committee budget responsibilities attached) 

 

Personnel Committee: Jean reported that a Personnel Handbook is now available in draft form.  It has been 

reviewed by David and a small committee.  She will get it on the web and requests Council members review it 

for substance and send any comments to her.  David remarked that the policy is solid and the section about 

what it means to be an employer is an important part of the policy.  After review by the Council members and 

hopefully by an attorney, it was agreed that the Governance Board will vote on the policy at their March 

meeting. 

 

Jean mentioned that the Personnel Handbook states that we have a non-harassment policy, but there have been 

incidents of staff members and their families being harassed by members.   It was agreed that this is a serious 

issue that needs to be addressed.  It’s complicated by the fact that the offenders are also members of the 

employing congregation.  

 

Updates on Boards and Committees:  Tom reported the Trustees and Personnel Committee have approved the 

position description for a Communications Coordinator, and are in the process of recruiting for the 12 hour per 

week position.  The position involves both communications and technical internet skills. 

 

Tom stated that moving the governance renewal process along is a priority, and that he will convene the 

committee soon.   Kathleen volunteered to join Karen, Rob, Cici, Tom and Ann on the renewal committee.   

 



 

 

 

 

 

Rob said he will be polling Ministry Board members soon to set a date for their first meeting. 

 

Hube asked that committee chairs identify someone who will be responsible for getting information to the 

Communication Advisory Team and making sure that what is on the web is current.  

  

The meeting was adjourned at 9:40 with a prayer by David. 

 

Respectfully submitted, 

Ann Lingo, Clerk  

 

Attached: Expense Processing Procedure 

     Budget Responsibilities for Boards and Committees  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Expense Processing Procedures                                                February 11, 2015 

 

There are two general sources of funds to support the ministries, programs, and missions of Little River UCC – 

the annual operating budget or one of the various designated funds not a part of the operating budget.    

 

The church organization responsible for each line of the operating budget has the responsibility to manage that 

portion of the church’s operations within the constraints of the budget but also considerable flexibility regarding 

specifically how to accomplish that.  On the other hand, each of the designated funds has very specific 

constraints in how those funds may be used.  

 

Little River UCC funds can be committed by actions of: official Boards and Committees; other church 

organizations under the general oversight of a Board or Committee; the Council; the staff; or Officers of the 

church.  Commitment can occur by engaging a supplier or contractor to provide goods or services (perhaps by 

using the church credit card), by someone spending personal money for church business and then being 

reimbursed, or by a Board or Committee deciding to spend church benevolence funds. 

 

The following procedures apply to the processing of expenses.    

 

PAYMENT BY CHECK 

Except when the church credit card is used for a purchase, funds are disbursed by check.  LRUCC expenses will 

be processed for payment weekly.  Generally speaking, completed paperwork must be submitted by Sunday to 

be included in the week’s payments.   Vouchers are required for most but not all transactions.   

 

Vouchers 

• The purpose of the voucher is for a responsible person to affirm: 

o That the goods or services are satisfactory and as intended (for bills & invoices) or that the payment 

is for an approved action (for other requests for a check to be prepared), 

o That the cost is correct, and  

o Which Operating Budget line item or which non-budget designated fund to use for the payment. 

• Appropriate documentation must be attached to (or referenced for future services) on the voucher 



 

 

 

 

 

o Receipts are required for reimbursement 

o Bills or invoices are required for goods or services provided 

o The approval action of the responsible organization should be noted in the “Comments” section of 

the voucher to disburse funds or pay for future services. 

• Regarding the source of funds: 

o It is important to distinguish between expenses from the Operating Budget and those from a 

designated (non-budgeted) fund.   

o The funding sources listed on the voucher include most, but not all, sources of funds.  There are 

boxes for “Other (specify in Comments)” if the source of funds is not listed.   

• Unless otherwise instructed in the Comments portion of the voucher, the check will be mailed as soon as the 

check has been signed. 

• The voucher must be approved, generally by the chair of the Board or Committee, or other person 

specifically designated by the responsible Board or Committee to approve expenditures. 

• The completed, approved voucher should be put in the Comptroller’s mailbox in the office. 

 

Specific notes for the various types of expenses: 

Bills and Invoices 

• Bills and invoices generally require a voucher, although some recurring bills are paid without needing a 

voucher.   

• Action by a Board or Committee - If a Board, Committee, or other LRUCC organization is responsible to 

prepare and approve the voucher, the bill or invoice is put in the mailbox of the responsible organization 

and the Chair is notified that the invoice needs to have a voucher prepared and approved. 

• Action by LRUCC staff – Some vouchers may be approved by staff.   If the staff approves a voucher, an 

electronic copy of the voucher and invoice is sent to the chair of the responsible Board or Committee for 

information. 

Reimbursement for Expenses Incurred 

• A voucher is required for all reimbursements.   

• Receipt(s) must be attached to support the reimbursement 

• The voucher must be approved by the chair of the responsible Board or Committee or an alternate 

specifically designated member of the Board or Committee. 

• With a few specific exceptions approved by the Trustees, the voucher must be approved by a person other 

than the payee or a close relative of the payee. 

Payment in Advance for Future Goods or Services 

• A voucher is required.    



 

 

 

 

 

• Since there is no invoice yet, the voucher should include the minutes of the meeting that authorized the 

expense.  If this is not possible, the “Comments” section of the voucher must cite the action by the 

appropriate Board, Committee, or other organization that authorized the expense. 

Payment to Disburse Benevolence or Grant Funds 

• Although a voucher may be prepared, no voucher is required to disburse money for the four UCC-wide 

special offerings, or the quarterly payments of OCWM or Potomac Association benevolences 

• A voucher is required to disburse money for all other benevolences or grants.   

• The voucher should indicate whether the check should be mailed or should be held for an accompanying 

letter. 

Transfer of Funds between LRUCC Accounts 

Checks may also be used to transfer funds between LRUCC accounts.  Such transfers must be authorized by 

either: 

• The chair of the Board of Trustees, or  

• Any member of the Board of Trustees, provided that minutes of the Trustees meeting authorizing the 

transfer is also provided., or 

• The Comptroller, as necessary to eliminate negative balances of a specific fund in a particular account. 

Anything not included above – For any cases not covered by the above, the situation should be discussed with 

the Treasurer or the Comptroller to determine how to proceed. 

 



 

 

 

 

 

 

USE OF THE LRUCC CREDIT CARD 

LRUCC has a credit card account that can be used for purchases by the staff and for significant purchases by 

members, with the approval of the Comptroller or the Office Administrator.   The card, which is kept in the 

office, must be checked out of the office in advance and promptly returned to the office after use. 

Note:   Often, use of the LRUCC credit card enables us to be exempt from VA sales tax.   The procedures for that 

vary from supplier to supplier.  Ask the Office Administrator, the Treasurer, or the Comptroller for specific 

guidance. 

• A voucher is not required (since the credit card company is the payee, rather than the supplier).  

o However, individual Boards or Committees may impose more stringent controls for approval of 

credit card use in their area of responsibility.   The voucher may be used to document this.  

• When the credit card is used, an e-mail must be sent, addressed to accountant@lrucc.org, with the 

following information:  

o Date  

o Vendor/Supplier  

o Purpose of transaction  

o Budget line item or designated fund from which to take the funds  

o Cost 

o A reference to the action that authorized the expense  

• A print copy of the e-mail and the receipt from the supplier should be put in the Comptroller’s mailbox in 

the church office. 

• If the material is to be shipped, an e-mail should be sent to accountant@lrucc.org confirming satisfactory 

receipt of the product, and a copy of the packing list, if available, should be put in the Comptroller’s mailbox. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 



 

 

 

 

 

 


