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This amendment sheet is kept at the front of each handbook and is used to record each updated 
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INTRODUCTION 

Welcome to your new position as a Convention Coordinator on the National Young People’s Convention  

Coordination Commission. (aka Convention Coordination and YPCC).  THAT United’s Convention 

Coordinators are given the charge to direct, synchronize and manage personnel and all the details necessary to 

ensure that the National Young People’s Convention (NYPC) runs smoothly and successfully.   It is 

committed to make a positive impact on its participants through designing spiritual, social and academic 

programs for the Convention week. 

 

HISTORY 

It all began in 1993, the Young People’s Service Night for Greater Cincinnati (established by Apostle Larry 

Smith), the Young Christian’s Leadership Academy (established by Elder Rachel Howell), and the New 

Generation Mass Choir (established during the original YPSN) collaborated under the direction of the 

Presiding Bishop Pamela A. Smith to establish the National Young People’s Convention, which first 

convened at the True Holiness Silverton, in Ohio.   A group of spirit filled and dedicated young men and 

women have been nurtured through these ministries for over 20 years, and they are now the leaders of this 

magnificent Convention.   

 

Each year in June, youth and young adults from various states have gathered in Cincinnati, Ohio. This 

national event is primarily used to present the year-long accomplishments of the youth and young adults from 

all the local churches to the Board of Bishops.  Also during this week everyone is convening to worship, 

grow, change, be empowered, build faith in Christ Jesus, strengthen testimonies, develop new talents, 

socialize with those who share the same beliefs and customs, meet new members, and develop leadership 

skills as they help plan and carry out the Convention. 

 

Through the years we have convened under many different themes as demonstrated in the following 

list: 

1993 - Focus on Glory 

1994 - Remember Now Thy Creator (Ecclesiastes 12:1) 

1995 - I will Go in His Name 

1996 - God Makes the Pieces Fit 

1997 - Decision ’97: “Choose Ye This Day Whom Ye Will Serve” (Joshua 24:15) 

1998 - Stir Up the Gift 

1999 - Wheat or Tare: Which Am I? 

2000 - All Good Things 

2001 - Achieving Success Through Christ 

2002 - Order My Steps – The Way of Holiness 

2003 - Let Us Worship Together 

2004 - Hold on to the Fire 

2005 - A New Season, A New Direction 

2006 - Holding on to the Faith Maintaining our Identity 

2007 - Stay Connected to Jesus, the Key to Success 

2008 - Using God’s Wisdom: The Key to a Successful Life 

2009 - United We Stand 

2010 - No Excuses Live for Christ! 

2011 - God Has a Plan and a Purpose for You! 
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What is the National Young People’s Convention? 

 

The National Young People’s Convention is an annual national event designed to showcase the 

accomplishments of youth and young adults programs within our union churches. During this event 

participants demonstrate their accomplishments through activities that requires them to  rehearse doctrine, 

report progress of local or regional youth programs, promote fellowship during the week, and provide a 

platform to display individual talents and leadership skills.  

 

The week-long Convention sponsors youth activities such as worship services, ministry trainings, community 

evangelism, public speaking demonstrations, bible bowl competitions, art competitions, drama presentations, life-

skill workshops, achievement and scholarship ceremonies, Jr. Officer internships, and gospel music singing.. The 

Convention hosts activities which emulate our customs of worship, church government, and social responsibility.  

Social responsibility programs are currently implemented among the adult-membership in the organization. 

 

The activities of Convention create a training arena for the youth, and further the True Holiness organizations’ 

exempt purposes by producing citizens who positively impact their communities through religious and public 

service.  

 

This event was initiated in 1993, and continues to commence annually in the 3
rd

 of 4
th
 week of June. It 

convenes under the jurisdiction of the Board of Bishops and is coordinated by the Young People’s 

Convention Coordination (YPCC), which is the steering committee for planning and staging the Convention 

week activities. 

 

Duties of the Convention Coordination (YPCC) 

1. The Convention Coordination Commission is expected to direct, synchronize, and supervise staff of 

every aspect of the Convention.  

2. The Convention Coordination often expected to calculate a budget for proposed events.  

3. The YPCC manages details which includes choosing the event location, arranging the schedule, 

selecting speakers/entertainment, choosing vendors, selecting menus, procuring accommodations, 

creating and distributing marketing materials (invitations, flyers, advertisements,), and arranging 

transportation for attendees.  

4. YPCC is also expected to be onsite throughout the event to oversee set-up and to troubleshoot any 

issues that may arise. 

  Required Skills 

1. YPCC must be detail-oriented and very organized, to manage the many details of the Convention.  

2. Written and verbal communication skills are important because each coordinator must be able to 

interact with a variety of people ranging from vendors to THAT United Administration and 

Ministries. 

3. YPCC must be able to work under pressure and be willing to work with tight deadlines.  

4. Be flexible and capable of multi-tasking since many of the actions required to manage an event must 

be arranged concurrently.  
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A message from the Sponsors of the Convention 

 
The Board of Bishops has found that in this season the women and young people of our united congregations 

are in need of special instruction and guidance. Our desire is to strengthen them. They are the largest 

segments of our membership. They are of the Body of Christ, and they are members in particular.  For if their 

strength fails True Holiness will not accomplish the mission of the united church.  

 

 

Convention Coordination Commission Appointments 

All NYPC Commission appointments will be made by the Board of Bishops, or recommended by the NYPC 

Commission and then approved by the Board of Bishops, following a careful consideration of a list of 

volunteers as well as other sources.  
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Coordination Commission Policies 
 

1.10.2.     (06-30-2012) 

The Regional Young People Ministries 

 
a) From July through December, each regional or local Young People’s Ministries leadership or local 

church pastors will communicate with each other and the representative from the Board of Bishops, , 

about the desired outcomes for the next Convention.  The YPCC will plan and arrange the 

Convention activities based on the instructions it receives. 

 

1.10.3.    (06-30-2012) 

Vision of YPCC 
a) To see a spiritually strong and professionally confident youth and young adult population within True 

Holiness Assemblies of Truth United International. 

 

1.10.4.     (06-30-2012) 

Mission of YPCC 
a) The Convention Coordination Commission and their advisors will work together to assist the Pastors 

and Senior Leadership’s plan for a week-long series of worship services and other supplemental 

activities that encourages the youth and young adults to display their talents and spiritual gifts, so that 

the Board of Bishops can record and assess their growth for the year. Preaching and teaching will be 

an essential part of these week-long events. 

 

1.10.5.    (06-30-2012) 

Objectives of YPCC 
a) Develop an event planning guide and task timeline (staging chart) to plan for and implement the 

Convention and pre-Convention activities. Share plans with all other national departments and 

organizations involved in the management of the Convention week activities. 

b) Involve other services and ministries within THAT United to assist in the planning and 

implementation process. 

 

c) Develop or review pre-registration and the primary registration guidelines in order to establish a 

registration process for dinner, workshops, group events, progress reporting, classes, and permission 

forms for outside activities for under aged youth, and the purchasing of promotional items. 

d) Set registration fees 

e) Communicate with the host church facilities management about the availability of various areas in the 

facility. 

f) Communicate with the National Usher Board President about the need for ushers during special 

events. 

g) Communicate with Administrative Services to provide a recorder during workshops, classes, and 

special events. 

h) Communicate with the Finance Director about the availability of a financial officer during registration 

process and collections outside of the worship services. 
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i) Communicate with Banquet Services to assist with registration process for meals; use their forms. 

j) Work with Administrative Services and/or Publications to design and produce a souvenir 

booklet/program booklet for attendees. 

k) Publish the dates, times, and locations of events to the united congregations membership. 

l) Update the Policies and Procedures Handbook as needed.  (Updated Policies and Procedures should 

be placed on separate pages and placed in the back of the book.  A record of times, dates, etc of each 

update will be listed on the table in the front of this handbook.) 

m) Deliver a written proposal for approval to the representative to the Board of Bishops. 

 

1.10.6.     (06-30-2012) 

Attendees who are not members of a True Holiness Congregation 

a) Participants in Church-sponsored activities do not need to be Church members. However, they should 

register for all activities and participate within the boundaries of their sponsor congregation and agree 

to follow Church standards and policies. 

 

 

  

COORDINATION ROLES AND RESPONSIBILITIES 

 
1.20.2.   (06-30-2012) 

Rotation of Terms 

a) Chairs of the NYPC Commission will be rotated on an annual basis, from among the Coordination 

members, who will be serving a 3-year term.   

b) The third year, incoming Coordinators will serve alongside the outgoing Coordinators.  In the third 

year or their term the outgoing Coordinators will serve as mentors to the incoming Coordinators.   

c) After serving their 3
rd

 year, it is recommended that the outgoing Coordinators volunteer as advisors 

for an additional term of 3 years. 

 
1.20.3.   (06-30-2012) 

The Directorship of the Convention 
 

a) The name of the directorship of the True Holiness Assemblies of Truth United National Young 

People’s Convention is the Convention Coordination Commission (YPCC). 
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1.20.4.      (06-30-2012) 

The Sponsor 
 

a) The sponsor of the YPCC is the Board of Bishops. Its existence is mandated by the Board and is 

accountable to it. The sponsor provides this convention for the membership of the church. Although 

attendance is generally not restricted to members, the major focus is on members within each church 

and the goals and mission of the central organization. 

 

b) YPCC is comprised of five main divisions: The Program Coordinator, Worship Coordinator, Special 

Events Coordinator, and Registration & Promotions Coordinator(s). 

 

 

 

1.20.5.    (06-30-2012) 

YPCC Advisors 
a) Advisory committee membership will generally serve three-year terms, with one-half of the 

committee rotating off annually; terms begin and end at the Annual Assembly.  

 

b) Remember that your goal is to provide guidance for the young people, not to take the lead, unless 

there is an urgent need. You are helping to develop independent and critical thinking leaders of 

today and tomorrow. So be prepared to share information.    

 

c) If necessary, the advisor can also serve as an ex-officio member of the Coordination Commission. 

 

 

1.20.6.   (06-30-2012) 

Roles of Advisors 

 
a) Advisors should work with the YPCC but should not direct nor dictate the Convention programs 

and activities. However, Advisors should be frank in offering suggestions, considerations, or 

ideas for the group’s discussion. 

 

b) The Advisor should stay well informed about the plans and activities of the YPCC.  It is expected 

that Advisors will attend as many meetings and activities of the group as possible and will consult 

frequently with officers. 

 

c) The Advisor must be aware of the Convention vision and mission and help to evaluate its progress 

toward reaching its goals. 

 

d) The Advisor provides continuity within the group from year to year. He or she              should be 

familiar with the Constitution and By-Laws of the THAT United and the      Local Congregations 

and be prepared to assist with any interpretation. 

 

e) Advisors should assist the YPCC in complying with THAT United’s policies and procedures. 

 

f) The Advisor should assist in orienting new officers and in developing the leadership skills of 

members. 
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g) The Advisor should be prepared to deal with major problems or emergencies within the 

organization. 

 
h) The Advisor should be the link to other units in THAT United and serve as a resource person. 

 
i) The Advisor should motivate all Coordinators and managers to think as a team to achieve the 

desired goals. 

 

j) The Advisor helps prepare youth to be leaders of today including improving young people’s 

public speaking and organizational skills and knowledge of the Holy Scriptures. 

 

k) The Advisor helps to identify and nourish the talents each Coordinator and managers. 

 

 
1.20.7.    (06-30-2012) 

Tips for the Advisor 
a) A good Advisor is a motivator, an inspirer, a manager and teacher.  

 

b) Your key responsibility is to bring the group together. Ensure that your president involves others in 

making decisions. Let he or she not forget that there is an Executive Board and 

       committee members. 

 

c) Make sure the Chair of the Commission understands what he or she is supposed to do and how to do 

it. Once you are sure of this, check back with them periodically to see how things are going. 

d) Occasionally, someone will disappoint you by not following up on what he or she committed to do. 

You may wish to speak with that individual on a one on one basis. 

 

e) Avoid the urge to take over and do things yourself, unless there is a crisis.  Or you will become 

overwhelmed.  You won’t be able to perform your own responsibilities. 
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PROGRAM COORDINATOR 
 

1.30.2.     (06-30-2012) 

REPORTS TO/SPONSOR: Board of Bishops 

 

1.30.3     (06-30-2012) 

CO-RESPONSBILITIES:     
a) Have planning meetings with Coordinators 

b) Assist in the mission, vision, and theme draft for the    upcoming Convention year 

c) Draft a Proposal 

d) Discuss, modify, and make recommendations for Convention proposal 

e) Assist in developing a Budget 

f) Communicate with Business Development what items may need to be donated or purchased 

g) Submit proposal to Sponsor/Board of Bishops 

h) Develop and maintain timeline for completing actions/activities 

i) Periodically report and communicate progress of Convention preparation 

j) With other Coordinators, devise opening and closing for Convention 

 

 

1.30.4.  (06-30-2012) 

PROGRAM COORDINATOR RESPONSIBILITIES:   
 

a) Craft the Convention Staging Chart 

b) Organize schedule of events and activities including worship services, fieldtrips, etc. 

c) Select and coordinate sites for events and registration 

d) Supervise Volunteer staff, as necessary 

e) Contact and secure resources for nightly services with National Usher Board; Facilities 

Management 

f) Contact and secure resources for daytime activities with National Sunday School Dept.; Facilities 

Management 

g) Contact and secure administrative services (THAT United Administration; Finance) 

h) Ensures all business for the day sessions have been managed and next day’s events are in order. 

i) Contact and secure hospitality services (Conventions & Banquet Services) 

j) Design program booklet (draft and revise content) 

k) Coordinate with Publications for printing and collation of program booklet 

l) Solicit sponsorship ads for program booklet 
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1.30.5. (06-30-2012) 

SKILLS/CAPABILITIES:   

   
a) Conference Creativity & Development 

b) Interpersonal Communication 

c) Leadership 

d) Group Dynamics 

e) Professional Assertiveness & Initiative 

f) Financial Planning 

g) Excellent writing and grammar skills 

 

 

  

 

WORSHIP COORDINATOR 

 
1.40.2.  (06-30-2012) 
REPORTS TO/SPONSOR: Board of Bishops 

 

1.40.3.   (06-30-2012) 

CO-RESPONSBILITIES:     
a) Have planning meetings with Coordinators 

b) Assist in the mission, vision, and theme draft for the    upcoming Convention year 

c) Draft a Proposal 

d) Discuss, modify, and make recommendations for Convention proposal 

e) Assist in developing a Budget 

f) Communicate with Business Development what items may need to be donated or purchased 

g) Submit proposal to Sponsor/Board of Bishops 

h) Develop and maintain timeline for completing actions/activities 

i) Periodically report and communicate progress of Convention preparation 

j) With other Coordinators, devise opening and closing for Convention 
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1.40.4.  (06-30-2012) 

WORSHIP COORDINATOR RESPONSIBILITIES:  

a) Organize nightly worship services, concerts, and Joy nights for Convention week 

 

b) Organize and create roster of devotional, praise and testimonial leaders for Convention week 

 

c) Organize and create roster of masters/mistress of ceremony leaders for concerts or Joy nights 

 

d) Organize and create roster of monologues, reading of the word, poems, etc., for Convention week 

 

e) Organize and create roster of soloist, duets, trios, and ensembles for Convention week 

 

f) Set up roster of Speakers, Presenters, or Preachers for nightly services 

 

g) Recruit and organize singers amongst local choirs and congregations for Convention Choir 

 

h) Organize and supervise gifted musicians and directors amongst local choirs and congregations 

i) Develop Song lists and rehearsal times 

 

j) Distribute necessary lyrics, tapes, CDs, DVDs, etc., to identified singers and musicians 

 

k) Conduct rehearsals with assistance of volunteer musicians and directors.  Teach songs 

 

l) Create performances 

 

 

1.40.5. (06-30-2012) 

SKILLS:   
a) Choir Directing Ability 

b) Musical Ability 

c) Excellent Time Management  

d) Interpersonal Communication 

e) Leadership 

f) Understanding of Group Dynamics 

g) Professional Assertiveness 
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SPECIAL EVENTS COORDINATOR 

 
1.50.2.   (06-30-2012) 
REPORTS TO/SPONSOR: Board of Bishops 

 

1.50.3.  (06-30-2012) 

CO-RESPONSBILITIES:     
a) Have planning meetings with Coordinators 

b) Assist in the mission, vision, and theme draft for the    upcoming Convention year 

c) Draft a Proposal 

d) Discuss, modify, and make recommendations for Convention proposal 

e) Assist in developing a Budget 

f) Communicate with Business Development what items may need to be donated or purchased 

g) Submit proposal to Sponsor/Board of Bishops 

h) Develop and maintain timeline for completing actions/activities 

i) Periodically report and communicate progress of Convention preparation 

j)  With other Coordinators, devise opening and closing for Convention 

 

 

1.50.4. (06-30-2012) 

SPECIAL EVENTS COORDINATOR RESPONSIBILITIES: 
a) Develop or schedule special event activities for the daytime or weekend for all ages (field trips, 

community service, usher board drills, drama, workshops, panels, etc.) 

b) Select and coordinate sites for events 

c) Coordinate with Registrar for headcount and fees for special events 

d) Develop ideas for seminars or workshops related to theme 

e) Research and recruit presenters, panelists, instructors, etc. 

f) Create evaluation forms for workshops, seminar, etc. 

 

 

1.50.5. (06-30-2012) 

SKILLS/CAPABILITIES 

    
a) Excellent Interpersonal Communication 

b) Knowledge of Workshops and Seminar organization 

c) Leadership and Supervisory Skills 

d) Excellent Verbal Communication 
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e) Understanding Youth Development  

f) Professional Assertiveness 

 

   

REGISTRAR/PROMOTIONS COORDINATOR(S) 
 

1.60.2.     (06-30-2012) 

REPORTS TO/SPONSOR: Board of Bishops 

 

 

1.60.3.  (06-30-2012) 

CO-RESPONSBILITIES:  

    
a) Have planning meetings with Coordinators 

b) Assist in the mission, vision, and theme draft for the    upcoming Convention year 

c) Draft a Proposal 

d) Discuss, modify, and make recommendations for Convention proposal 

e) Assist in developing a Budget 

f) Communicate with Business Development what items may need to be donated or purchased 

g) Submit proposal to Sponsor/Board of Bishops 

h) Develop and maintain timeline for completing actions/activities 

i) Periodically report and communicate progress of Convention preparation 

j) With other Coordinators, devise opening and closing for Convention 

 

1.60.4. (06-30-2012) 

REGISTRAR RESPONSBILITIES:  
 

a) Register Convention participants, with assistance of volunteer staff  

b) Identify and supervise local (church) volunteer registrars  

c) Design registration forms written and online (permission slips, confidentiality forms, etc.) 

d) Maintain database of membership and potential Convention participants 

e) Collect and evaluate total church population data 

f) Develop registration Timelines 

g) Update database with registration for new events and activities 
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h) Send reminders to Convention membership, parents, and adults of registration deadlines  (online 

or written) 

i) Create registration packages to issue official Convention information (programs, ribbons, name 

badges, event passes, meal tickets, etc.) 

j) Create evaluation forms or surveys with assistance of Coordinators 

 

  

1.60.5. (06-30-2012) 

PROMOTIONS RESPONSBILITIES:   

 
a) Develop plan for publication of Convention activities and events (written or media) 

b) Design and distribute bulletins, brochures, signs, and literature related to Convention 

c) Review legal procedures with THAT Compliance Officer   

d) Share plan with Convention Coordination 

e) Make modifications if necessary and implement plan 

f) Collect orders for Convention paraphernalia (T-Shirts, Caps, Buttons, Ribbons, etc.) and 

distribute product 

 

          

1.60.6. (06-30-2012) 

SKILLS/CAPABILITIES:   

  
a) Organizational Skills 

b) Interpersonal Communication  

c) Leadership 

d) Moderate Computer Knowledge 

e) Self-Motivated 

f) Excellent Time Management 

g) Excellent written and verbal communication 
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ROLE OF COORDINATION OFFICERS 

 
1.80.2.   (06-30-2012) 

CHAIR, NYPC Commission - Purpose: 

a) The Co-Chair rotates into this position to serve for one term. In addition to specific roles 

required by the activities of individual committees, chairs of NYPC Coordination 

Commission are expected to guide their committees and work with associates and staff to 

develop necessary work plans and meeting agendas.   

 

 

1.80.3    (06-30-2012) 

Facilitating the Meeting 
a) The committee belongs to the association, not to the chair: the chair's primary role is as 

facilitator.  

b) Guide, mediate, probe, and stimulate discussion. Monitor talkative members and draw out silent 

ones.  

c) Encourage a clash of ideas, but not of personalities. If emotions run high over a difficult issue, 

return the floor to a neutral person, seek a purely factual answer, or take a break.  

d) Keep discussions on track; periodically re-state the issue and the goal of the discussion.  

e) In moving toward a decision, call on the least senior or vocal members first to express their 

views. Discussions tend to close down after senior members express strong views.  

f) Seek consensus; unanimity is not required.  

g) Announce the results of actions taken and explain the follow-up to be taken and by whom.  

h) Close the meeting by noting achievements  

i) Following adjournment, meet briefly with the staff liaison to agree on follow-up actions and locus 

of responsibility.  

 

1.80.4   (06-30-2012) 

 Structuring the Meeting 
a) Makes arrangements for meeting and notifies members of date, time and place of meeting. 

b) With the help of the administrative assistant, provide an agenda sheet with the beginning and 

ending times for the meeting, meeting location, a list of committee members, and the agenda 

of topics. Sequence agenda items thoughtfully.  
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c) Calls meeting to order.  

d) Delegates responsibilities to Coordinators.  

e) Involves all members in the decision making. 

f) Reports work of committee to Board of  Bishops 

g) Keeps a written file of work of NYPC Commission.   

h) Indicate whether the item is for discussion only or if action is expected.  

i) Identify the person who is presenting each item.  

j) Where appropriate, guide the Coordinators  in proposing new activities and service that will 

further the mission and goals of the association  

k) Guide the NYPC Commission in  policy revision recommendations 

 

1.80.5.   (06-30-2012) 

Recording the Meeting 
a) Include the date, time, and place of the meeting. Note the name of the chair, members present and 

absent and other key people in attendance.  

b) Note all formal motions and report on passage or defeat  

c) Note all decisions reached, including motions passed and follow-up actions to be taken, with 

deadlines for implementation  

d) Include brief summary of discussions. Do not attribute comments to members except possibly 

where formal motions are introduced.  

e) Provide information on the time and place of the next meeting  

f) Meeting reports should be prepared as soon as possible (1 week) after the meeting. They may be 

shared with the NYPC Commission with a request that members contact the chair or 

administrative assistant, if errors are noted.  

g) Report to the Coordinators on decisions of the Board of Bishops and Pastors or of executive staff 

that affect the Coordinators’  work  

 

1.80.6. (06-30-2012) 

Target Dates/Reporting Timeline: 
a) Time for making arrangements for the Coordination to meet 

b) Time for Coordination to discuss business and make recommendations 

c) Time for Coordination  to report to Board of Bishops 

d) Time to conduct activity/event if part of the Coordination role 

e) Time to report accomplishments to Board of Bishops  
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1.80.7. (06-30-2012) 

Resources Available: 
a) Policies and Procedure Handbook 

b) Coordination  Adviser 

c) Other Coordination members  

 

1.80.8.  (06-30-2012) 

Training Opportunities: 
a) Consultation with Coordination Adviser  

b) Chair  of the Board of Bishops 

 

1.80.9.    (06-30-2012) 

Report to: 

a) NYPC Commission 

b)  

 

1.80.10.  (06-30-2012) 

CO-CHAIR, NYP C Commission - Purpose: 
a) Coordinators will rotate into this position, to serve a one year term as Co-Chair and then 

transition to serve one term as the Chair.  In addition to specific roles required by the activities of 

individual committees, Co-Chairs of NYPC Coordination Commission are expected to work in 

Chair’s absence.     

b) Duties of the Co-Chair are to assist the Chair in organizing the each meeting’s agenda as well as 

delegating tasks to the recorders. Unlike the Chair, the Co-Chair is allowed to make motions and 

vote. In board meetings in which the Chair was not present, the Co-Chair will assume the Chair's 

role. 

 

1.80.11. (06-30-2012) 

RECORDER, NYP C Commission - Purpose: 
a) Volunteers for this position can be from Administrative Services.      

b) Record meeting minutes and assumed the responsibility of recounting these minutes at the 

beginning of each board meeting  

 

1.80.12.  (06-30-2012) 

DEVOTIONAL LEADER, NYP C Commission - Purpose: 
a) Coordinators will rotate into this position, to serve a one year term.    

b) Plans and directs worship prior to the official start of the meeting. 

c) Directs the closing of the meeting 
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1.80.13. (06-30-2012) 

OPENING: 
a) Leads the group in singing a song of dedication to the Lord. 

b) Leads the group in prayer in unison. 

c) Reads a scripture that will encourage or support the meeting and delivers a short teaching on the 

scripture. 

 

1.80.14. (06-30-2012) 

Recommended Devotional Topics: 
a) The importance of making and keeping Commitments 

b) To exercise faith and to make decisions that will demonstrate spiritual maturity 

c) Teach others how to grow from personal conflicts. 

d) In all thy ways acknowledge the Lord, and he will direct thy path. 

 

 

1.80.15. (06-30-2012) 

CLOSING THE MEETING: 
a) Ends meeting with a benediction and doxology. 
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YOUNG PEOPLE’S CONVENTION PROCEDURES 

1.90.1. (06-30-2012) 

Time and Location of National Convention 
a) The National Young People’s Convention will convene on the last Tuesday of June of each 

year. 

 

1.90.2. (06-30-2012) 

Attendees of the National Convention 

a) The primary work of the Convention is to serve the membership congregations of THAT 

United International, by engaging its youth and young adult members in pre-planned 

activities that are required by Local Pastors and the Board of Bishops. 

 

b) All those outside of the United Congregations of THAT United, are welcomed to attend the 

worship services.  However, workshops, classes, special events will be offered to them on a 

case by case basis.  Also, the full cost of attending such activities, including meals, will need 

to be paid by all visitors. 

 
1.90.3.  (06-30-2012) 

 Adult Supervision 
a) Supervision by an adequate number of responsible adults should be provided for activities 

for children, youth, and young single adults. The number of adults needed is determined by 

the size of the group, the skill level of the group (for activities requiring certain skills), 

anticipated environmental conditions, and the overall degree of challenge of the activity. 

Parents should participate. 

 
1.90.4.  (06-30-2012) 

Curfew Laws 
a) Activities should comply with community curfew laws. 

 

 

1.90.5.   (06-30-2012) 

Parental Permission 
a) Parents or guardians should be informed and give consent when youth participate in a 

Church activity. Written consent is necessary if an activity involves travel outside the local 

area (as determined by local leaders) or staying overnight. Leaders may also request written 

consent for other activities when they feel it is appropriate. 

b) Parents and guardians give this consent by signing the Parental or Guardian Permission and 

Medical Release form. The person who leads the activity should have a signed form for each 

participant for each activity that requires written consent. 

 

1.90.6. (06-30-2012) 

Reports of Abuse 
a) If a leader becomes aware of physical, sexual, or emotional abuse of someone during a 

Church activity, he or she should contact the bishop immediately.     
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1.90.7. (06-30-2012) 

Strengthening Families 
a) Leaders ensure that activities strengthen the family rather than compete with it. Some 

activities can be family centered, giving families opportunities to participate together. 

Activities should support parents by teaching their children to be faithful followers of Christ. 

b) Leaders also ensure that activities do not become so numerous that they put undue burdens 

on members. 

 

1.90.8.   (06-30-2012) 

Balance and Variety 
a) Leaders should plan a balanced activities program that includes a variety of activities. 

Members should have opportunities to participate in activities that appeal to their interests. 

Members should also have opportunities to support others in their interests. Planning a 

yearly calendar helps leaders achieve a balance of service, cultural arts, and physical 

activities without creating excessive demands on members’ time. 

b) The following paragraphs provide some examples of worthwhile activities. 

 

1.90.9.   (06-30-2012) 

Community Service 
a) Community Service activities. 

 
1.90.10. (06-30-2012) 

Cultural Arts 
a) Cultural arts activities provide opportunities for members to develop their talents and 

interests. These activities also nurture creativity, confidence, communication, and 

cooperation. They could include talent shows or performances in music, and drama. They 

could also include the celebration of local or general Church history. 

 
1.90.11.  (06-30-2012) 

Recreation, Health, and Fitness 
a) For information about Church sports activities. 

b) Recreational activities can vary according to the resources available in the area. These 

activities may include historical commemorations, camping, hiking, or pursuit of hobbies. 

Recreational activities can often be planned so that families can participate together. 

c) As individuals, as families, and as Church groups, members are encouraged to participate in 

activities that contribute to their health and fitness. These activities may include walking, 

jogging, aerobic and other exercise programs, health classes, and fitness training. 
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1.90.12. (06-30-2012) 

Responsibility for Planning Activities 
a) Before planning an activity, leaders consider the spiritual and temporal needs of members. 

Leaders seek the guidance of the Spirit to determine what kind of activity would help meet 

those needs. Careful planning is necessary to ensure that activities accomplish gospel-

centered purposes and meet the needs of those who participate. 

b) Under the direction of the bishopric, the Coordination oversees the planning of Convention 

activities.        

1.90.13. (06-30-2012) 

SPACE RESERVATIONS (Coordinator or Special Events Coordinators) 
 

Consider 
a) Date(s) of event. Set-up and breakdown time for event.  

b) Start and end time of event.  

c) Back-up date in case first choice is unavailable. 

d) Number of attendees. 

e) Number of rooms need. Include space for exhibitors, registration, food, and breakouts. 

f) Accessibility for the physically challenged. 

 

Implement 
a) Use facility request guide Appendix B. 

b) Information includes the number of people each space accommodates, a description of furniture 

and audio-visual equipment in the room, and accessibility for disabled participants. 

 

c) Contact the Facility Management to request rooms and specific rooms or provide the number of 

people that must be accommodated in each room and any furniture preferences. Include the dates 

and times of use. 

 

d) Include name of event and contact name and phone number. 

e) Allow 1 hour prior to event for set-up and 1 hour after event for break down. 

 

f) If you cancel your event for any reason, inform the Facility Management as soon as possible. 

 

1.90.14. (06-30-2012) 

Establish a FORMAL AGREEMENT FOR JANITORIAL SERVICE (Program Coordinator 

and Facility Management) 
a) Recruit janitors with host pastor or facility management approval. 

b) Prepared written agreements and compensation statement 

c) Contact Finance Director for recommendations on compensation statement. 

d) Request Facility Management to monitor janitorial activities. 
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1.90.15. (06-30-2012) 

BUDGET (All Coordinators) 
 

Consider 

a) Possible Expenses 
1. Speaker expenses (honoraria / air travel / car rental / car mileage / hotel / meals) 

2. Programs or fliers (design / printing / mailing) 

3. Food 

4. Outside rentals (furniture / lighting / audio-visual equipment) 

5. Flowers 

6. Decorations 

7. Entertainment 

8. Transportation 

9. Staff compensation 

10. Supplies (name tags / folders / office supplies / computer software for registration, flier 

design or list management) 

11. Photocopying (handouts / registration materials / tickets / fliers) 

12. Postage (fliers / registration materials / correspondence to speakers or participants) 

 

b) Possible Revenues 

1. Registration fees 

2. Exhibitor fees 

 

Implement 
a) Submit budget to Finance Director for approval. 

b) Submit final budget to Midwinter Leadership Conference. 

 

 

1.90.16. (06-30-2012) 

MARKETING AND PUBLICITY (Registration/Promotions) 
 

Consider 
a) Determine the best ways to get the word out about your event. 

b) Your own mailing list 

c) List event on “National Calendar of Events”   

d) Create an event web page   
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e) List event on related Web sites 

f) Invite attendees   

g) Church bulletins or announcements 

 

Implement 
a) To get information on creating an event Web site or blog (Wordpress.com) 

b) Create an electronic registration form 

  

  
1.90.17. (06-30-2012) 

BROCHURE, PROGRAM OR FLIER PRODUCTION  (Administrative Services) 
 

Consider 
a) Type of piece that will best publicize the event. 

b) Information that must be included. 

c) Design and production. Do it yourself or use others. 

d) Time frame for sending piece out (and receiving responses if applicable). 

e) Method for distributing pieces. 

 

Implement 
a) If creating your own flier, make sure to include the following information: 

1. date of event 

2. time of event 

3. location of event 

4. information on speakers 

5. information on exhibitors 

6. directions to campus 

7. transportation options 

8. parking arrangements 

9. registration procedures 

10. cancellation policies 

 

 

1.90.18. (06-30-2012) 

REGISTRATION PROCEDURES (Registrar) 
 

Consider 
a) Will participants need to register or just walk in and attend? If they need to register, will it be 

ahead of time, or when they arrive on the day of the event. 

b) If registering ahead of time, consider the following: 
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1. How will you get registration forms to interested participants? Will they be included in the 

event flier? Will people respond to the event flier via phone, email or fax to request a 

form?  

 

2. Will you fill this request by mail, email or fax? 

3. Will you have a form available for downloading from your Web site? 

4. Will you send them any confirmation of their registration? 

5. Will you send the necessary entrance ticket(s) ahead of time; will they pick them up when 

they arrive? 

 

c) If registering participants on the day of the event, consider the following: 
1. If the participants have choices of sessions, what will you do when a participant’s choice 

is full? 

 

2. What will you do if more people attend than you have room for? 

3. Will you have enough staff on hand to handle the registration of the participants since they 

will all arrive around the same time? 

Implement 
d) Design a registration procedure that flows smoothly and produces all the records you need. Some 

of the issues to address: 

1. Where will you permanently record participant's name, address, phone, etc…? 

2. If participants need to choose from multiple offerings, what will you give them to 

indicate the sessions they are attending and where will you record this information? 

 

3. If a fee is charged, where will this be recorded? 

 

4. If the participants will be receiving nametags, will you make them up ahead of time and 

send them, have them available on the day of the event, or provide blank ones to be 

completed by the participants? 

 

5. If participants are registered ahead of time, will they need to register again on the day of 

the event? Will they need to pick up any materials? 

 

6. If participants register on the day of the event, what materials do you need to have ready 

to give them? 

 

7. Make sure all registration information is clearly stated in the flier and/or on the 

registration materials, especially cancellation procedures or refund information. 
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1.90.19.      (06-30-2012) 

SPECIAL INSTRUCTIONS FOR COMPLETING REGISTRATION FORMS 
a) Suggested written notice: 

 
1. Dear National Convention Participant, 

 

2. Some pre-registration forms for the Convention have changed to reflect our growing 

convention.  We hope you will find the forms easy to understand and fill out.  Some 

forms have been combined so you will need to make sure you fill out all forms 

completely and correctly. 

 

3. (Name) 

4. Registrar 

 

b) Class and Workshop Registration 
This new form takes the place of two old forms. You will need the students name, age 

and choice of class and workshop. Everyone who pre-registers can register for a morning 

workshop and afternoon class. Class course numbers are no longer listed on the forms.  

You will need to fill-in the class course number and the afternoon workshop number. 

You may duplicate the forms as many times as necessary. 

 

 

c) Bible Competition Form 
1. The categories are listed on the forms; therefore you will only need to enter the child’s 

name and age for the appropriate category. We have supplied room for you to list 

alternates for each category. All bible competitions participants MUST be registered with 

the convention and enrolled in a class. (Appendix   ) 

 

 
d) Youth Convention T-Shirt Orders: 

1. You can order your Youth Convention T-shirts in advance. Be sure to include your 

correct size and the cost of the T-shirt(s) with your order form. Only a limited number of 

shirts will be available on site. Take advantage of this opportunity. Submit your order 

along with your Preregistration. (Order form enclosed) 

 

 

e) Workshops 
1. These activities can take place on Friday and Saturday morning or afternoon. Those 

interested in attending must indicate their desired choice on the class and workshop 

registration form. 
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1.90.20. (06-30-2012) 

 SPEAKER ARRANGEMENTS (Worship and Special Events Coordinator) 
 

      Consider 
a) Set honorarium. 

b) Determine hotel arrangements. 

c) Determine meal, mileage and transportation budget per speaker. 

d) Decide if speakers will pay their expenses and then get reimbursed or if you 

e) Will pay expenses up front. 

f) Who will duplicate handouts for event, the speaker or your office? 

g) What audio-visual needs do the speakers have? 

      Implement 
a) Confirm in writing the day, date, time and topic of presentation. 

b) Confirm in writing agreements for meal, mileage, travel and car rental reimbursements. 

c) Confirm travel arrangements. If they are making their own arrangements, make sure you know 

details. 

d) For air travelers, arrange transportation to and from the airport. 

e) Confirm special equipment requests (microphones, AV equipment, flip-charts, etc…) 

f) Confirm whether speaker will bring enough handouts (provide amount), or your            office will 

make them. If the latter, request a master photocopy ahead of time. 

g) Confirm hotel reservations, whether they were made by you or the speaker. 

 

 
1.90.21. (06-30-2012) 

Evaluation Procedures (All Coordinators) 
 

      Consider 
a) What information would be important for you to learn from your attendees and speakers? 

b) Determine how participants are going to give feedback on the event. Printed evaluation forms 

may be placed in registration packets or available at a central location at the event site. 
 

      Implement 
a) Create an evaluation form.  
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1.90.22.   (06-30-2012) 
Supplies (All Coordinators) 
 

     Consider 
a) Determine what supplies you will need both during the preparation of the event and during the 

event itself. Below are some standard supplies to consider: 

1. __ Name tags 

2. __ Folders with pockets 

3. __ Computer paper, printer ink cartridges, software 

4. __ Envelops with THAT United International return address 

5. __ Overhead projector sheets/pens 

6. __ Flip chart pads 

7. __ Scissors 

8. __ Masking tape 

9. __ Heavy markers 

10. __ Pads of paper and pencils/pens 

11. __ Rubber bands 

12. __ Stapler/staples 

13. __ Paper clips 

 

     Implement 
b) Order supplies at least 3 weeks in advance of when you will need them to make sure the delivery 

is accurate. 

 

 

 

1.90.23. (06-30-2012) 
Meeting Room Setup/Configurations (Special Events Coordinator) 

a) Room Setup 
1. Conference and Hollow Square: Appropriate for interactive discussions and note-taking 

sessions for fewer than 25 people. Many hotels have elegant boardrooms for 10 to 20 

people, equipped with full audiovisual capabilities, a writing board, cork board and a flip 

chart. 

 

2. E-shape, U-shape and T-shape: Appropriate for groups of fewer than 40 people. These 

are best for interaction with a leader seated at the head of the setup. Audiovisual 

equipment is usually set up at the open end of the seating. 

 

3. Ovals and rounds: Generally used for meals and sessions involving small group 

discussions. A five-foot-round table seats eight people comfortably. A six-foot-round 

table seats 10 people comfortably. 
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4. Theater: Appropriate for large sessions and short lectures that do not require extensive 

note taking. This is a convenient setup to use before breaking into discussion or role-

playing groups because chairs can be moved. 

 

5. Schoolroom or Classroom: The most desirable setup for medium to large-size lectures. 

This configuration requires a relatively large room. Tables provide attendees with space 

for spreading out materials and taking notes. 
 

1.90.24. (06-30-2012) 

Audiovisual Equipment 

             Rely on the expertise of the Audio/Visual Department 
a) Be aware of factors that can directly affect the quality and cost of an AV presentation: ceiling 

height, walls, floors, obstructions, windows, lighting, mirrors, doors, air conditioning, and fire 

exits. 

 

b) Communicate with speakers/presenters to confirm AV needs. Plan for a minimum of a 35mm 

projector, an overhead projector, screen and flip chart(s) for smaller breakouts. More often, 

presenters are using computer LCD projectors and high-intensity overheads. Determine the 

availability and cost of this equipment. 

 

c) Be aware that all rooms are not equipped with sound systems, nor do all sessions need sound. 

Determine which rooms need sound and which can be used with the systems in place.  

 

d) Consider that screen height generally should be the distance from the screen to the back wall 

divided by eight; chairs should be no closer to the screen than 1.5 times the screen's height; 

ceilings should be at least 10 feet high.  

 

 

 
1.90.25. (06-30-2012) 

Post-Meeting/Follow-Up (Program & Special Events Coordinators) 
 

a) Hold a post-convention meeting with the same people who attended the pre-convention meeting. 

Evaluate what worked and what did not; review the bills and solicit feedback immediately from 

the facility. 

 

b) Ask your attendees to provide feedback about the program content and format, meeting facility, 

speakers, meal functions and other special activities. 

 

c) Administer evaluations immediately after the meeting while opinions are still fresh and your staff 

can be present to collect the information. Otherwise, mail surveys or evaluations from the 

meeting so they are on participants' desks when they return to work. 
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d) Solicit feedback from the meeting sponsor. Determine whether the meeting goals were met. 

Evaluate the financial implications of the meeting.  

 

e) Identify next steps. Consider a more formal measurement tool to measure a meeting's return on 

investment. The following are some ways to approach this: 

1. Consider unique goals of individual meetings. 

2. Test attendees before and after training sessions to document how much and what was 

learned. 

3. Share Return on Investment (ROI) information with senior 

management and meeting sponsors.  

f) Write a meeting report and file it away and provide a copy to Board of Bishops 

 

g) File contracts for future meetings. 

 

h) Write thank-you letters to staff, speakers, and vendors. 

 

i) Submit all meeting minutes and Convention minutes to Administrative Services for publication. 

 

1.90.26. (06-30-2012) 
Facility Guidelines (Program & Special Events Coordinators) 

a) Because True Holiness Walnut Hills has dedicated and consecrated this building and grounds to the 

Almighty God, we consistently practice holiness here and request that our guests to do the same.  

Each church and religious group has rules and regulations that fit their needs, so some of the things 

that are practiced in their particular facility may not be acceptable here, in this facility.  Therefore, the 

following policies are presented to the NYPCC, so that we all will have a harmonious and rewarding 

Convention each year. 

1. Each night, the main doors of the sanctuary will be opened 30 minutes before worship 

service begins 

 

2. There is on-street parking available on Walter Ave and on Mathis Ave.  We also have 

a parking lot at the rear of the building.   

 

 

3. We are currently in the auditorium and its foyers which cover more than 90% of this 

entire 2
nd

 floor.  The restrooms on this floor are located behind this room, just off the 

hallway.   Please contact the usher if you need assistance. 

 

4. For our visitors and guests who may not know, this church facility is a tobacco free 

and alcohol free zone!  All are instructed not to use tobacco or alcoholic beverages on 

any of our property, which includes our parking areas and walkways. 
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5.  Everyone will need to turn off your cell phones, while service is in session, so that 

there will not be any distractions during worship.  If you are expecting a special 

phone call, you should place your cell phone on vibration or you may use the house 

phone to receive you call.  If you receive a call, the usher will take the message and 

let the caller know that you will return the call as soon as you can. 

 

6. You might see a Convention photographer moving about during the service, 

however, at the request of our pastor; our Convention delegates and visitors are 

not permitted to use video and audio equipment (including cell video) during the 

worship services or workshops.   Before or after each session has ended, you may 

use your video and audio equipment in this auditorium or in the lower level  

 

7. Please remember to collect your personal items, programs and books at the end of 

each service and take them with you to your homes or hotels.  If you have 

misplaced an item, you will need to contact the National Usher Board President, 

Minister Joseph Stanford for assistance. 

 

8. Walnut Hills is providing hand fans for your comfort, so please do not allow your 

babies or small children to handle them. 

 

9. Your packages, books and clothing should not be left visible in your car.  You 

should put them where they cannot be seen.  This will decrease the likelihood of 

vandalism to your property. 

 

10. As you come into the inner foyer along the back wall, you will find drinking water    

coolers. For some individuals, it might be more convenient to keep bottled water with 

you, during the service.  Feel free to do so.   

 

11. We ask you to remember not to eat food, drink beverages or chew gum in the 

auditorium or inner foyer.  Yet we all know that there can be exceptions to this 

ordinance, because there are some of us who will need to snack in order to maintain 

good health.   

 

 

12. If there is anyone who needs to eat, they are welcome to retreat to the inner foyer at 

the front of this auditorium or go to the conference room in the back of this 

auditorium or to the lower level.  If you need any assistance, please contact an usher. 

 

13. For first time visitors to Walnut Hills, the restrooms are located on the 1
st
 floor and on 

the lower level.  Please see an usher for assistance. 

 

14. The ushers are available to escort you to the restroom; however, they are not available 

to assist inside the restroom, because they need to remain ready to support the order of 

the worship services.    
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15. About 30 minutes after the worship service has ended, this floor will be closed down 

for cleaning.  If you go to the lower level during this time, you will need to leave out 

of the 1
st
 floor exit to get to your car. 

 

16. Nightly refreshments will be served in the lower level, which are two flights down.  

Please remember that each night the lower level will be closed no later than 12 pm, so 

it might be helpful if you get your order in early.   

 

 

1.90.27. (06-30-2012) 
Collaborating with the Finance Department 

a) Funds that were raised during the previous year are managed by an account manager in the Finance 

Department.  A percentage of these funds are used to plan and implement the following year’s 

Convention events. 

 

b) The Coordination is expected to exhibit wise stewardship and oversight in handling of all funds.  

These funds will used for all Convention expenses, upon the approval of the representative of the 

Board of Bishops. 

 

c) The Finance Department will sponsor an internship program for designated youth attendees, designed 

to provide hands on experience in finance, including: 

1. Finance training sessions 

2. Raising money during offering 

3. Counting money for deposit 

4. Filling out tally sheets 

5. Completing deposit slips 
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(Flow Chart #2) 

 

Financial Procedures for Convention Week 

Deliver to Finance 

Officers for Final 
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Ministries Account  

 
  

Start 

Receive 
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Sources  

End 

Begin raising money 
to replenish 

accounts & other 
obligations 

 
  

Request Funds from 
Finance Department 

for Startup Costs   

 
  

December - May 

Deliver to Finance 
Officers to Deposit 

into Missions & 
Ministries Account 

 
  

Request Funds to 
pay rest of expenses 

 
  

June 

Receive 
Registration Fees 

 
Sources  

Request Funds to 
be set aside for 

honorariums 

 
  

Continue to Receive 
Donations 

From Donors  

March - May 
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1.90.28.    (06-30-2012) 
Partnering with Business Development Department 

a) Business development helps THAT United Missions & Ministries to remain stable and helps 

achieve financial and organizational growth each year.   It would be hard or very difficult to 

achieve our goals without this help.  

b) The Business development Department goal for the National Young People’s Convention is to 

boost the profitability, whether monetary or gifts in kind, so that the Convention can continue to 

acquire resources needed for the ministry.    Therefore, in order to maximize the company's 

profitability, the business development professional has to foster relationships with potential 

players and key decision-makers in the market. Additionally, he or she will be responsible for 

creating and implementing promotional drives in order to spur the company's market prospects.  

  

Flow Chart #3  Procedures for Business Development 

 

 

 

 

 

December - May 

Meet with Business 
Development and review 
progress of timeline 

Meet ads campaign 
manager to review 
progress of timeline. 

Deliver Funds to Finance 
Department to deposit 
into Missions & Minis 
for future use. 

Deposit funds into 
account each month. 

Start 

Meet with Business 
Development 
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design a plan. 

October/November of 
Fiscal Year 
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of Convention 
Coordination.  Set a 
timeline of follow up 
communication. 

Design promotion to 
solicit advertising ads 
for Program Booklet. 

Appoint a campaign 
leader. Set the 
amount of ads to be 
sold. 

June-July 

Close Ad Solicitation 
Campaign and tally all 
donations. 

Report in Convention 
and Annual Assembly 

End 
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1.90.28.  (06-30-2012) 
Requesting Help from Administrative Services  

a) Administrative Services assist all missions and ministerial divisions with    

short-term & long term projects. ADMService can help the Convention 

Coordination with designing program booklet, production of presentation 

materials for facilitators, assist with designing registration procedures and 

recording main sessions and outbreak sessions during the week and at 

Coordination meetings during the year.  

b) This group is led by an administrative professional who will work with the 

Program Coordinator to identify solutions to problems by sharing her insights 

and administrative expertise.    

  

(Flow Chart #4)  Administrative Services Procedures 

Start 

Reserve all 
Coordination meeting 
and Convention dates 
on National Calendar 

August - September 

Reserve Conference 
Call dates for 
Coordination 
meetings 

Advise AdmServices 
of any changes in 
scheduling. 

April & June 

 

End 

Early May 

Start Program 
Booklet Production 

 

End of May – Early June 

Complete 
Production of 

Program Booklets 

 

Design Program 
Booklet. 

March - April 

Share Convention 
Events Chart with 
AdmServices.  

AdmServices will need 
to schedule recorders 
for each main session 
and breakout 
sessions. 

Set meeting to 
Discuss production of 
Program booklet with 
AdmServices 
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1.90.29.   (06-30-2012) 

Midwinter Conference Attendance  

a) The Midwinter Conference is where all leadership of THAT United Administration and Mission & 
Ministries is called together to present proposals of projects or proposed ministries for the year 
and/or subsequent years. 

 
b) The National Young People’s Convention Coordination is required to attend this conference to 

present at proposal for the Convention week activities. 
 

c) An effective proposal can lessen the difficulty of planning a large or complex event. The more 
detailed and complete a proposal, the easier the planning and the more successful the event will 
be.  

 
d) As events become larger, you should use more time to plan. For example, planning for the 

National Young People’s Convention should begin about a year before the event. Keep in mind 
that it is sometimes better to scale back an event in order to guarantee its success.   

 
e) The date of the Conference is on the National Calendar. 

 

 

RICT POLICY HANDBOOK  
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TIPS ON EVENT PLANNING PROCEDURES 
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1.100.01   (06-30-2012) 

EVENT PLANNING PROCEDURES 

1.   This guide is designed to help plan and implement successful events.  This guide provides important 

information about the four essential phases of the Event process: development, planning, promotion, 

and follow-up. 

 

 

1.100.02.  (06-30-2012) 

How To Use This Guide 
 

1. The Event Planning Procedure Guide provides the basic information needed to properly plan an 

event.  Successfully planning an event requires communication among Coordination Commission 

members; therefore each officer should have a copy of this guide and become familiar with its 

contents. 

 

    

1.100.03. (06-30-2012) 
Phase One: Event Development                                                               

1. Overview of Event Development 

2. Get together with your group members and brainstorm.  Ask the important questions: 

a) What do we want to do? 

b) Why are we doing this? 

c) What need is being addressed? 

d) Who are you serving?  Who are you inviting?   

e) Who can you collaborate with? 

f) How can you grow your organization-involve volunteers, etc? 

 

3. Set a Budget: Decide in advance how much you are willing to spend. 

a) Meals/Refreshments 

b) Advertising 

c) Audio visual needs (microphones, TV/VCR, sound, screen) 

 

 

1.100.04.  (06-30-2012) 

Phase Two: Planning 

1. Overview of onsite event planning 

2.  Space Availability/Requests 

a) Schedule space with Facility Management  

b) You may schedule space using the request form.            
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c) An Event Planning form is needed when scheduling all organized events   (except for general 

meetings) 

3.   Changes/Updates with your event 

a) Always keep Facility Management aware of any changes to your event. 

b) Consult with them at least 2 weeks in advance.  

c) Before printing a poster or flyer confirm the program schedule, location, and equipment... 

reserved to assure details have been agreed upon.  

 

4. Cancellation of your program 

a)    Please notify Facility Management as soon as possible if your program is cancelled  

 

 

 

1.100.05.    (06-30-2012) 

Phase 3: Event Promotion 

1. Overview of Event Promotion 

2. General Guidelines 

a. Contents 

1.1.   Clearly indicate the sponsoring group, time, place, and date of the event 

1.1. Timeline for Posting 

1.2. Two weeks in advance of the event and must be removed the day following the event. 

  

 

1.100.06.  (06-30-2012) 

Phase Four: Follow.……..      
1.  Immediately Following Event 

a) Tear down and clean up 

b) Remove any advertising 

2.  Evaluate 

a) Review with your group what worked/what didn’t 

b) Leave notes to pass on for future event planning purposes 

c) Identify any difficulties that occurred with the process and action steps for improvement in 

the future……… 

3.  Thank You Notes 

a) Send thank you notes to key players in the planning. 

b) Send thank you notes to people who may have stepped up in a moment of need……….… 

c) Thank your group and planning team 

4.  Take care of the paperwork 
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FORMS 
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1.200.01.   (06-30-2012) 

(PLANNING MEETING MINUTES)  
 

 

National Young People’s Convention Coordination Commission  

Planning Meeting Minutes 
 

Date/Time/Location:  10.09.2011 / 10 am -12 noon / 865 Altoona Street, Cincinnati, Ohio 45206, 

3
rd

 Floor 

Attendees: Elder H. McKensie, Chair; Evangelist F. Lowell, Co-Chair;  Elder M. Fischer; Elder J. 

Howell; Elder L. Smith; Sister T. Miller; Sister D. Smith; Sufr Bishop B. Norman, Advisor; Elder R. 

Howell, Advisor; Evangelist G. Mason; Elder  O Madison, 

Guests: Bishop G. Taylor; Mr. W. Wammon, CPA 
 

 

Opening Devotional: Elder O. Madison 

Song: 

Prayer in Unison 

Scripture/Exhortation: 

 

 

Topic: 

 

Discussion Points: 

 

Action: 

 

Summary: 

Closing by Devotional Leader 

Meeting Adjourned at 12:30 pm 

Next Meeting is January 30, 2012 

Recorder:  Evangelist G. Mason 
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1.200.02.   (06-30-2012) 

Sample AGENDA 
Pre-Convention Planning Meeting 

 
 
July 5, 2008 
 
 
TO:   Presiding Bishop Smith 
 Overseer THAT United Int. 
 
 NYP Pre-Convention Planning Committee, 
 
FR: Elder Brett Norman 
 Pastor Greater Cincinnati Young Peoples Ministries 
 
RE: 2009 Planning Committee Meeting Agenda on Monday, July 06, 2009 
 
 
 
Please review agenda for items to be discussed during meeting: 
 
(1) Opening Statement from Moderator of NYPC. 

1. Brief statement concerning feedback from 2009 Convention. 
2. Purpose of Pre Convention Planning Committee 
3. Announcement of New Director for 2010 Convention.  
4. A look back at 2009 (Debriefing) 
5. Goals for 2010 

 Theme, Mission, Vision statements  

 2010 Pre Convention Design (What we envision the 2010 convention to look like) 

 Preliminary financial plan ( How do we finance activities and events) 

 Examination of staff for reorganization (to fill needs according to abilities)  
1. Development, T. Shirts/Giveaways and Fundraising 
2. Registrar 
3. Hospitality 
4. Event Planning (Field trips, Worship Services, Talent/Program) 
5. Youth Achievements Ceremony (develop categories of recognition Sunday 

School, Grade School, Special Achievements, design program) 
6. Bible Bowl  
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1.200.03.   (06-30-2012) 

PRE-REGISTRATION CHECKLIST 

 
Complete Workshop Registration Form 

 Remember to include each attendees age on the form for proper placement 

Complete Competitive Activities Form 

Complete T-Shirt order Form 

Make a check payable to: 

THAT United NYP Convention 

 

Mail Youth Convention registration to: 

THAT United 

NYPC Coordination 

865 Altoona Street, 3
rd

 Floor 

Cincinnati, Ohio 45206 

 

  
1.200.04.   (06-30-2012) 

Special Notes: 

 
1. Participating in NYP Convention Activities: 

All Youth participating in Jr. Usher Board Drills, Bible Bowl Activities and other 

activities must be pre-registered. Participants will be placed first. 

 

2. Convention T-Shirts Orders: 

You can order your Convention T-Shirts in advance.  Be sure to include your correct size 

and the cost of the T-Shirts with your order form.  Only a limited number of shirts will be 

available on site.  Take advantage of this opportunity.  Submit your order along with your 

pre-registration.  (Order form enclosed) 
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1.200.05.   (06-30-2012) 

 

REQUEST FOR REIMBURSEMENT FORM 
RI-000FD Department of Finance                                                                                       

Reimbursement Request                                                                                

Internal use only 

ROUTE THIS FORM TO: 

Attention:   
THAT United Department of Finance             Date: ___ ____________________ 
865 Altoona St., 3rd Floor  
Cincinnati, OH 45206 

NATIONAL DEPARTMENT/MINSTRY: ______________________________    PHONE_______________________ 

REQUESTED BY:__________________________________________                FAX/EMAIL: ___________________ 

Quantity Units Description Unit Price Total 

     

     

     

     

     

     

*Receipts of purchase should be attached to reimbursement request. Subtotal  

   Shipping  

   Total  

Reimbursed 

 

 

Authorized Signature______________________________________ 

Approving Authority ______________________________________ 

 

Date _________________________ 

    

Isaiah 58:12 
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1.200.06.   (06-30-2012) 

 

REQUISITION FOR FUNDS FORM 
RI-100FD Department of Finance                                                                                       

Requisition for Funds                                                                            

Internal use only 

ROUTE THIS FORM TO: 

Attention:   
THAT United Department of Finance             Date: ___ ____________________ 
865 Altoona St., 3rd Floor  
Cincinnati, OH 45206 

NATIONAL DEPARTMENT/MINSTRY: ______________________________    PHONE_______________________ 

REQUESTED BY:__________________________________________                FAX/EMAIL: ___________________ 

Quantity Units Description Unit Price Total 

     

     

     

     

     

     

*Receipts of purchase should be attached to reimbursement request. Subtotal  

   Shipping  

   Total 

Requested 

 

Authorized Signature______________________________________ 

Approving Authority ______________________________________ 

 

Date _________________________ 

    

Isaiah 58:12 

  



50 | P a g e  

 

1.200.07.   (06-30-2012) 

 

FACILITY USE REQUEST FORM 

 
Please return completed form to _______________________ in the church office as far in advance of date requested 
as possible to confirm your reservation.  
 
1. ___________________________________________________________ Date: ___________________                    

(Group or Individual requesting use)  
 
2. Address: ___________________________________________________ Phone #: ________________  

3. Date(s) Requested: ____________________________ if recurring - Start date: _________ End date:   

4. Time of day: Begin:__________________________________ End: __________________________   

5. Member or regular attendee who will be present: _________________________________________  

6. I have access to the building (key). I will need access to the building. 

7. *Facilities needed (please circle all rooms you plan to use):  

 

Auditorium (Worship)                          1st Floor Conference Room  
Lower Level Fellowship Hall              2nd Floor Conference Room  
Kitchen                3rd Floor  
Library/Conference Room              1st Floor Office  

 
8. *Equipment needed (please circle all rooms you plan to use):  

 

TV/VCR/DVD   Wireless Mics    Overhead Projector /Video Projector 
PowerPoint   Sound System     Projector Screen(s)  
 

Signature of this form indicates acceptance of all applicable fees and guidelines.  
Please explain activity to be held: _________________________________________________________ 
____________________________________________________________________________________  
 
 
Estimated number of people involved: _____________________________________________________  
 
The person/organization requesting the use of Church facilities hereby absolves the church, its pastors, leadership, 
members, or people of any liability for personal injury to any individual resulting from the use of the church facilities 
and agrees to be responsible for any property damage that results during the use of the facilities. Please report any 
damage to the church office promptly.  
 
The group or individual using the facility is responsible for set up, clean up, and return to normal set up of the 
facility. (See “Responsibilities after Building Use & Kitchen Etiquette” – reverse side)  
 

________________________________________ Date: _____________________________________    
(Signature of Responsible Party) 

 

 
     

  

For office use only:  
Approved by: ___________________________________________________________________ Date: ______________  

 
CC: 

__Custodian    __Office    __Building    __Ministry Coordinator    __ other 
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APPENDIX A 

 

The Purpose of this Policies and Procedures Handbook 

About the Policies and Procedures Handbook 

NYPC needs Written Policies and Procedures Handbook, because it will promote consistency, transparency, 

accountability and quality administration. 

  
This Policy and Procedures Handbook has been developed to fill a need of the annual National Young 

People’s Convention. The purpose is to provide guidance to the Convention planners and designers. 

 

The Policy Handbook is printed in this loose-leaf form to allow any changes and amendments to be inserted. 

Each page is numbered and is printed with the date of the most current approved revision. The previous 

policies and procedures handbook for the NYPC is expired and outdated.  This handbook is a replacement for 

the outdated handbook. 

 
Even where policies and procedures are not written down they exist, guiding the decisions and determining 

how people who interact with the organization are treated. The problem with unwritten policies and 

procedures is that they are not subject to the usual organizational reviews and accountability processes. In the 

absence of written policies and procedures, unacceptably different approaches which make the organization 

inconsistent and inefficient can develop. 

 

 

Why it is Vital to have written Policies and Procedures? 
 

 Helps implement the Convention’s goals, mission, purpose and priority statements. 

 Serves as a management tool. 

 Useful in producing consistent, coherent and compatible decisions for Convention leadership to 

do good Kingdom work. 

 Helps identify and delegate responsibilities  

 Assists in training new personnel and enlisted leadership. 

 Provides a positive and clear quality of the planning and budgeting process. 

 Helps with accountability to making or routine decisions. 

 Offers a rationale for explaining decisions that are made. 

 Helps focus any debate on the basic principle or policy behind specific decisions rather than on 

details – thus reducing controversy during Convention planning meetings. 
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 Helps the Convention to be better stewards of time, talent, and resources. 

 

What is the difference between policies and procedures for the NYPC? 
  

Policies are the guiding principles by which the Convention is established. The procedures detail, within the 

policy principles, how the Convention will be operated. 

 

 

Policies are... 

 The description of the Convention’s commitments; 

 The guiding principles of an organization; 

 Broad guidelines to decision making; 

 The origin of the Convention’s procedures and instructions. 

  

 

Procedures are... 

 Based on the organization’s policies; 

 A procedure specifies what will be done, when, and by whom and what records are to be kept.   

 Specific step by step directions. 

 

 
What then are instructions? 

 Task or practice specific directions; 

 The ‘rules’ by which the organization operates. 

 Task instructions relate to particular task/s associated with a given procedure. 

 

 

For example: 

An organization may have in place a staff appointment procedure which addresses various issues and the roles 

of staff; one component of the appointment procedure might involve public advertisement. Rather than clutter 

the procedure with directions on how to run an advertisement, a work or task instruction would be used by the 

staff member responsible for placing the advertisement. 

  

Instructions are also used to inform people of the ‘rules’ by which the organization operates; for example, 

non-smoking, car parking etc. can be published as directives, memos, public display etc 

 

How do policies, procedures and instructions link up? 
 Policies are the founding principles; 

 Procedures are the recipe for how things get done; 

  

 

 

 

The Purpose of Policies and Procedures 

The Purpose of Policies and Procedures 
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THE LINKS BETWEEN POLICIES, PROCEDURES AND TASK 

INSTRUCTIONS 
  

 

 

 

 

 

 

 

 
  
 

 

 

 

 

 

 

 

 

 

 

 

 What are the Characteristics of Good Policies and Procedures? 
The overall goal for any policy or procedure document is for the design to be simple, consistent, and easy to use.  

 

Good Policies 
 Policies are written in clear, concise, simple language. 

 Policy statements address what is the rule rather than how to implement the rule. 

 Policy statements are readily available to the Convention Coordination and their authority is clear. 

 

Good Procedures 
 Procedures are tied to policies. Making explicit this relationship along with how the procedure helps the 

Coordination achieve its goals. 

 Well developed and thought out procedures provide   benefits to the procedure user. 

 There is a sense of ownership among procedure users. For this reason, it helps to involve users in the 

development of Coordination procedures. 

 Procedures should be written so that what needs to be done can be easily followed by all users. 

 

Writing Style for Policy and Procedure Documents 
 Concise, minimum of verbiage. 

 Don’t include information that may be quickly outdated (e.g., names). 

 If you use an acronym, spell it out the first time you use it. 

 Simple enough to be understood by a new Coordinator. 

Policy 3 Task 

Instructions 

Policy 1 

Procedure 

Procedure Task 

Instructions 

Task 

Instructions 

Policy 2 

Procedure 

Procedure 

Procedure 

Task 

Instructions 
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APPENDIX B 

 

ADMINISTRATION DIVISION CONTACT LIST 
NAME DEPT/TITLE EMAIL ADDRESS 

CHURCH 
PHONE 

Allen, Minister Denesia Adm Division/Director Denesia.Allen@anthem.com 513-791-3852 

Cross, Sister Pearl 
Regulatory 
Compliance/Credentials epcross3@netzero.net   

Green, Brother Melvin ISC/Network Systems melvingreen2@yahoo.com 513-281-3610 

Harris, Trustee Ronnie Finance/Counting CMTE ron_d_h@netzero.net 513-791-3852 

Hillard, Evangelist Yolanda Finance/Counting CMTE lhillard4@aim.com  

 Howell, Minister Jonathan Business Development jonathanahowell@yahoo.com   

Howell, Elder Rachel 
Regulatory Compliance/Vice 
Pres. victory570@comcast.net 302-383-8772 

Kinley, Evangelist Victoria Finance/Acct Mgr/Bldg Fund kkinley@zoomtown.com 513-281-3610 

Lewis, Elder Anrico CEO Elect Anrico.Lewis@hotmail.com 513-281-3610 

Martin, Minister Robert Archives/Director Mbobby811@yahoo.com 513-791-3852 

Mays, Evangelist Delores Volunteer Svcs/Director deloresmays@yahoo.com 513-791-3852 

Norman, Sufr Bishop Brett Finance/Acct Mgr/Ministerial gsusizreel@aol.com 513-791-3852 

Phillips, Sufr Bishop Irene Finance/Acct Mgr/Ministerial iphillipss@aol.com 513-281-3610 

Pointer, Elder Lisa Adm Svcs/Director POINTELC@LIVE.COM 513-771-5819 

Robbison, Evangelist 
Edwina Finance/Acct Mgr/Counting erobbison@fuse.net 513-281-3610 

Scott, Sister Danielle Business Development scottd2@mail.uc.edu 513-281-3610 

Scott, Sister Danielle Finance/Counting CMTE scottd2@mail.uc.edu 513-281-3610 

Smith, Sister Crystal ISC/Conference Call Svcs smithfam0724@yahoo.com 513-281-3610 

Smith, Sister Dawanna Business Development djeffery82@aol.com 513-791-3852 

Smith, Elder Larry H.L. ISC/Audio-Video Lovebrook@aol.com 513-791-3852 

Thomas, Deacon Jessie Finance/Acct Mgr/Bldg Fund JTh1162665@aol.com 513-281-3610 

Thomas, Evangelist 
Sherice Adm Svcs/Recorder sthomas24@Humana.com 513-791-3852 

Thompson, Sister 
Deborah Adm Svcs/Recorder dat@fuse.net 513-791-3852 

    dt@cinci.rr.com   

Thompson, Elder Robert ISC/Director rt@thd1.net  513-791-3852 

Wallace, Sister Brenda Management Consultant bwall11@fuse.net 513-791-3852 

Conference Svcs     ConferenceCall_THATU@cinci.rr.com 513-221-8428 

Adm Dept     Administration_THATU@cinci.rr.com 513-221-8428 

Finance Department     finance_thatu@cinci.rr.com 513-221-8428 

        

        

mailto:Denesia.Allen@anthem.com
mailto:epcross3@netzero.net
mailto:melvingreen2@yahoo.com
mailto:ron_d_h@netzero.net
mailto:lhillard4@aim.com
mailto:jonathanahowell@yahoo.com
mailto:victory570@comcast.net
mailto:kkinley@zoomtown.com
mailto:Anrico.Lewis@hotmail.com
mailto:Mbobby811@yahoo.com
mailto:deloresmays@yahoo.com
mailto:gsusizreel@aol.com
mailto:iphillipss@aol.com
mailto:erobbison@fuse.net
mailto:scottd2@mail.uc.edu
mailto:scottd2@mail.uc.edu
mailto:smithfam0724@yahoo.com
mailto:djeffery82@aol.com
mailto:Lovebrook@aol.com
mailto:JTh1162665@aol.com
mailto:sthomas24@Humana.com
mailto:dat@fuse.net
mailto:dt@cinci.rr.com
mailto:rt@thd1.net
mailto:bwall11@fuse.net
mailto:ConferenceCall_THATU@cinci.rr.com
mailto:Administration_THATU@cinci.rr.com
mailto:finance_thatu@cinci.rr.com
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APPENDIX C 



57 | P a g e  

 

APPENDIX D 

 

EXAMPLE REGISTRATION FORM 
National Young People’s Convention 

True Holiness Assemblies of Truth United International 

Workshop Registration Form 

$15.00 per attendee (includes lunch) 

 

Church Name 

Address 

Pastor 

Youth Leader 

 
Attendee’s  Name    4-5     6-8      9-11     12-14 15 -17 18-24 25+     Paid 

         

         

           

         

         

         

         

         

 



58 | P a g e  

 

APPENDIX E 

Purpose of Finance Department 
(Excerpt for Book of Order) 

SECTION ADM5.3    Church Congregation and Annual Reporting/Budget 

THE PURPOSE OF FINANCIAL REPORTING IS TO MAKE SURE ANY DECISIONS THAT NEED TO BE MADE 

CAN BE DONE IN RELATION TO EXISTING FINANCIAL DATA THAT IS UP-TO-DATE AND ACCURATE. 

 
(a) Reports.  For churches, a monthly report should be produced on financial transactions 

made.  Reports on the organization’s financial transactions should be made bi-monthly 

or quarterly at specific reporting meetings at the end of each reporting period.   

Reports should consist of: 

 

 The name of the church/organization 

 The period which the report covers 

 The cash balance at the beginning of the period 

 The income received during the period 

 The expenses paid during the period 

 The cash balance at the end of the period 

 The signature of the treasurer or account manager 

 

(b) Budget Submissions.  Budget estimates from departments in the organization should 

be submitted by May 1 of each year.  An annual operating budget is to be developed 

by June 1 by the Finance Department to be considered by the CFO and CEO for 

approval.  Steps in preparing the budget are: 

 

 Review the mission statement of the organization 

 Decide how much each organizational activity will cost 

 Decide how much money can be raised 

 Compare expenses to revenues 

Based on the above considerations, revise the expenses and revenues to produce final budget 
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APPENDIX F 

(SAMPLE) THANK YOU LETTER TO HOST CHURCH 

June 30, 2012 

Pastor  & Congregation  

True Holiness COPA Walnut Hills 

3025 Walter Avenue 

Cincinnati, Ohio 45206 

 

Dear Presiding Bishop Smith and Congregation, 

 

On behalf of all the youth and young adults of the National Young People’s 

Convention, we, the Coordination Commission, extend a heartfelt thank you for 

hosting the 2012 Convention.  Your facility management and staff were very helpful 

and attentive to our needs and requests. 

 

We pray that God rewards you greatly for your hospitality.  The spirit of God truly 

blessed us during this year’s event. 

 

Sincerely, 

 

 

 

(Signature) 

NPYC Program Coordinator  
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APPENDIX G 

(SAMPLE) THANK YOU LETTER TO VENDOR/DONORS 

On behalf of [organization name], I would like to thank you for your generous donation of 

$_______. Your contribution makes it possible for us to [state purpose].  

Since its inception in [date organization started], [org. name] has [briefly state highlights]. In 

[part or current year] we have [briefly describe growth or goals achieved]. This is only possible 

because of thoughtful contributions from people like you.  

In [current or coming year], we plan to [briefly state continued efforts or expected growth]. As 

you know, the cost of [brief description of what organization does] does not go away. We hope 

for your continued support in the future.  

No goods or services of any value were or will be transferred to you in connection with this 

donation. (OR) The estimated value of goods or services provided in return for your donation 

were $_____. Please keep this written acknowledgment of your donation for your tax records. 

Once again thank you for your generous donation. 

Sincerely, 

 

 

Signature 

Typed Name 

Title  

Organization 
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APPENDIX H 

Bible Olympics 

Registration Form 
Developed by Elder D. Michael Fischer, 2009 

 
Name:        
 
Age:   
 
Church:          
 
Parent or Guardian:        
 
Requirements for Registration 
 

1. Are you a member of True Holiness Covenant of Peace? 
2. Are you a member of The Sunday School Department? 
3. Must answer yes to one of the above questions to compete. 
4. Parent or Guardian must be a member in good standing 
5. If you are a member of the Sunday School Department, but your parent(s) or guardian is not a 

member of the Church, you must have a signed permission slip to compete.  
6. Competitors must be faithful, with good to perfect attendance at Sunday school and or 

Church. 
7.  Competitors must have good social skills and be able to follow directions. 

 
Please select a division of competition that you would like to enter. 
Circle all of the competitions that you would like to compete in according to your grade level. 
 
Scripture Memorization (Grades 1-4) 
1. Swords Up     2. Fill in the Bible Blank     3. Name that Trait 
 
Bible Trivia (Grades 5-6) (Grades 7-8) (Grades 9-12) 
1. Bible Millionaire     2. Tic Tac Toe     3. Bible Jeopardy  
 
Dramatic Monologue (Grades 9-12) 

1. Biblical Monologue  
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APPENDIX I 

Bible Olympics 

Example Parent & Teacher Survey 

 
Dear parents and teachers please fill out this survey, so that we may improve 
Bible Olympics in the future. Your feedback is valuable. You may remain 
anonymous in answering these questions. Please circle the letter that best fits 
your answer. 
 
Thank you, 
 
Minister D. Michael Fischer 
 
1. How do you as a parent/teacher feel about the new competition called the Bible Olympics? 

A) Very excited.   
B)  Excited 
C)  Somewhat excited 
D)  Not excited 

       
2. Do you as a parent/teacher understand the purpose of the Bible Olympics? 

Yes   
No 
Somewhat 
 
How can we help you to better understand the purpose of the Bible Olympics? 

 
3. Are your children or students interested in competing in the Bible Olympics? 

A)  Very interested  
B)  Interested 
C)  Not very interested 
 

4. Why do you think they are not interested? 
A) They have problems reading or comprehending  
B) I as a parent/teacher have not shown interest 
C) They view it too much like school 
D) Other 
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Do you have any suggestions on how we can improve your child’s interest in competing in Bible 
Olympics? 
 

5. Was there anything that hindered your child from participating this year? 
A) My child has other activities on the weekend 
B) I could not find transportation for my child to participate  
C) I work and could not bring my child.   
D) Other 
 
Is there anything the National Young Peoples Ministries can do to help you, so that your child can 
participate?  
 

6. Was the location, day, or time an issue? 
A) Yes  
B) No 
 
Are there any suggestions you can make regarding the day or time of the competition?  

 
7. Would you like to have Bible Olympics in the future? 

A) Yes, let’s try again next year. 
B) No, not at this time.   
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APPENDIX J 
 

Bible Olympics Scripture Memorization Division 
Coach’s Handbook 

Developed by Elder D. Michael Fischer, 2009 
 

The Scripture Memorization Division of the Bible Olympics consists of these events: 1. Swords Up, 2. 
Fill in the Bible Blank, 3. Name that trait. 
 
As a Bible Olympic coach your duties will be to assist individuals in memorizing the information 
presented to them to study for their specific events. You will also be responsible for making sure that 
teams are organized fairly according to age. Encourage students to form teams with individuals from 
other churches. “We are all one”! Train individuals and teams to compete in the events that they have 
registered for within the Scripture Memorization Division. Study materials will be provided for the 
students that compete in The Fill in the Bible Blank and Name that trait events. Encourage them to 
memorize as much material as possible as these questions in these events will be at random.  
 
Swords Up: Individuals who enter this competition will receive a short exhortation on the Bible as the 
Sword of the Spirit. Encourage students to read their Bibles and to be familiar with where verses of 
Scripture are located. This event will teach them to be more familiar with their Bibles.  
 
How to play: Teams will select the order of teammates who will stand in the line to play. Competitors 
will line up with their Bibles in their hand. Moderator will say swords sheaved. Students will place their 
Bibles under their arms. Moderator will say swords up and competitors will hold their Bibles high in the 
air.   Moderator will give a chapter and verse of a scripture. The students will repeat the chapter and 
verse. The Moderator will then say draw swords. The competitor who locates and reads the correct 
scripture first will earn their team a point. Players have 20 seconds to find the scripture that is given. In 
the event that the players do not find the scripture in 20 seconds, then a new verse will be given. Team 
players will then rotate to form a new line of players. This will continue until a team reaches 5 points. 
Teams who win the most rounds will place 1st, 2nd, 3rd place. Study material will be provided. Students 
will receive a number of scripture references that they may familiarize themselves with to be ready for 
competition. Some competitions will include a category of scripture that will require a student to not 
only find the scripture verse but also to call out for example the color or number that is mentioned in 
the verse.  
 
Fill in the Bible Blank: Individuals who enter this competition will improve their scripture memorization 
through competition.  
 
How to play: Two teams will line up at a time. The Moderator will begin a verse of scripture that will 
require each team member to contribute to the completion of the verse. Each team will be given a 
verse. In the event that a team member does not complete the verse, or does not say the verse 
according to the scripture, the opposing team will have the opportunity to complete the verse and gain 
points. Each completed scripture verse is worth 5 points. The team that scores 50 points wins. The team 
with the most points through three rounds will place 1st, 2nd, and 3rd respectively.  
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Name that trait: This event will help students become more familiar with different characteristics of 
Bible characters in the Scriptures  
 
How to play: Two teams will compete for points at a time. Each individual team member will be given a 
multiple choice question to identify a certain characteristic of a Bible character. For example Noah is 
best known for: a) Wearing a coat of many colors, b) Building the Ark, c) Leading the Israelites out of 
Egypt, or d) all the above. Each correct answer will be worth 5 points. If an individual answers a question 
incorrectly the opposing team may have a team member give an answer. If the question is not answered 
correctly by either team then there will be no points awarded. The first team to score twenty points will 
win. The winning team will advance to compete against the next team. Teams may compete against 
each other more than one time. The team that wins 5 rounds will win.  
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APPENDIX K 

Bible Olympics Trivia Division  
Coach’s Handbook 

Developed by Elder D. Michael Fischer, 2009 

 
The Bible trivia Division consist of these events: 1.Bible Millionaire 2.Tic Tac Toe 3.Bible Jeopardy 
 
As a Bible Olympic coach your duties will be to assist individuals in memorizing the information 
presented to them to study for their specific events. You will also be responsible for making sure that 
teams are organized fairly. Encourage students to form teams with individuals from other churches. “We 
are all one”! Train teams to compete in the events that they have registered for within the Trivia 
Division. The benefits for the students within this division will be to learn Bible facts in a fun competitive 
environment. Also students will improve study habits through the incentive of winning in competition. 
Coaches stress to the youth how the study of the word of God will cause them to come closer to God 
and give them success in what it is that God has called them to do.  
 

Bible Millionaire: Similar to the television show Who Wants TO BE A Millionaire, there will be 

teams instead of individuals who will compete for points instead of money. Questions will be asked from 
the materials given to the students to study from. There will be a total of 300 hundred questions that 
they will need to memorize for the Olympic trials and the Bible Olympics. Each game will have 15 
questions that teams can earn points. Points range from 100-1,000,000 points. Teams have 30 seconds 
to collaborate and one person may answer for the team. Point range for questions: question 1=100, 
2=200, 3=400, 4=800, 5=1,000 6=2,500, 7=5,000, 8=10,000, 9=25,000, 10=50,000, 11=100,000, 
12=250,000 13=500,000 14=750,000, 15=1,000,000. Teams who score the most points will place 1st, 2nd, 
3rd place. Their points will be tallied and documented as they move through the trials to the Bible 
Olympics. There will be a quarter toss to see which team goes first. Wrong answers result in the team’s 
elimination from the game and their points will be tallied. First team with 1,000,000 points wins.  In the 
event more than one team scores a million points there will be a bonus round to see which team will 
win. Teams have three life lines: they can ask the audience, 50:50 (eliminate 2 wrong answers), or ask a 
judge.  
 

1. Ask the audience- the question will be repeated to the audience, the audience will holler out the 
answer and the contestants will have to choose which answer based on the responses received.  

2. 50:50- Two wrong answers will be eliminated and the moderator will give the correct answer 
and one wrong answer for the contestants to choose from. 

3. Ask the Judge- asking the judge is risky, the judge may give the correct answer or a wrong 
answer may be given on purpose. Contestants choose wisely! 

 

Tic Tac Toe: This game will be played using a 3x3 game board. Two teams will compete at a time. A 

total of nine questions may be asked per round, there will be three rounds per game. Teams have 15 
seconds to collaborate and one person may answer for the team. In the event of a tie, bonus questions 
will be asked. Teams will go back and forth until a team answers correctly.  Teams who win the most 
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rounds will place 1st, 2nd, 3rd place. The objective is to get three X’s or O’s in a row. There will be a 
quarter toss to see which team will be X’s and which team will be O’s. X’s always go first. Teams will 
need to study a total of 300 questions that may be asked during the course of the Bible Olympic trials 
and the Bible Olympics.  
 

Bible Jeopardy: In Bible Jeopardy two or three teams will compete at a time. There will be two 

rounds of questions in which teams will compete for points. The team with the most points will win. The 
winning teams will place 1st, 2nd, 3rd based on the highest scorers. The team that buzzes in first on the 
buzzer will have 15 seconds to collaborate and one representative from the team will answer the 
question. If the question is not answered or answered incorrectly the team will be deducted the point 
value of the question asked.  The game board for this game will be 3x6. Three rows of categories and 
five rows of questions. See diagram A for an example of round one and question point values. See 
diagram B for an example of round two and point values.  
 
Diagram A 

Category (Jesus) Category (David) Category (Abraham) 

100 100 100 

200 200 200 

400 400 400 

800 800 800 

1000 1000 1000 

  
 
Diagram B 
 

Joseph The Judges Prophets 

400 400 400 

800 800 800 

1000 1000 1000 

1500 1500 1500 

2000 2000 2000 

 
 

Study material will be provided. Encourage students to memorize as much material as possible as 
questions and categories will be selected at random.  
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APPENDIX L 

Swords Up 
Study Materials 

Developed by Elder D. Michael Fischer, 2009 

 
Students get familiar with these references of Scripture. When it comes time to 
compete, you will be able to find these passages of scripture with speed. Don’t 
forget to call out the key items in the verse. Remember practice, practice, 
practice! 
 

Numbers: Bible references are: Isaiah 19:18 [Five], 1 Chronicles 2:3 [Three], Joshua 

15:44 [Nine], Job 2:13 [Seven], Ezra 8:15 [Three], Genesis 16:3 [Ten], Esther 2:21 
[Two], 1 Samuel 17:12 [Eight], Joshua 10:5 [Five], Genesis 1:9 [One], Psalm 33:2 [Ten], 
Ruth 3:15 [Six], 1 Samuel 27:7 [Four]. 
 
Parts of the Body: Bible references are: James 5:4 [Ears], Genesis 5:3 [Eyes], 
Esther 3:6 [Hands], 1Peter 3:3 [Hair], Deuteronomy 33:27 [Arms], Genesis 45:14 
[Neck], Proverbs 30:14 [Teeth], Leviticus 21:18 [Nose], Hosea 7:16 [Tongue], Job 4:4 [ 
Knees], Nahum 3:12 [Mouth], Zechariah 14:4 [Feet], Lamentations 3:62 [ Lips]. 
 
Colors: Bible references are: Numbers 33:10 [Red], Acts 16:14 [Purple], Daniel 3:1 
[Gold], Genesis 30:32 [Brown], Revelation 6:5 [Black], Leviticus 13:36 [Yellow], Amos 
2:6 [Silver], Mark 16:5 [White], Exodus 28:37 [Blue], Psalm 37:2 [Green]. 
 
Jobs: Bible references are Luke 5:2 [Fishermen], 2 Timothy 4:14 [Coppersmith 

(KJV/NKJV) or Metalworker (NIV)], Genesis 40:16 [Baker], Ezekiel 34:5 [Shepherd], 
John 20:15 [Gardener], Zechariah 11:13 [Potter], Mark 6:3 [Carpenter], 2 Timothy 2:3 
[Soldier], Genesis 41:9 [Butler (KJV/NKJV) or Cupbearer (NIV)], Jeremiah 8:22 [ 
Physician], Isaiah 46:6 [ Goldsmith]. 

 
Mothers: Bible references are: 1 Samuel 2:1 [Hannah], Ruth 1:2 [Naomi], Genesis 
21:1 [Sarah], Matthew 2:18 [Rachel], Genesis 21:17 [Hagar], Luke 1:13 [Elizabeth], 
Exodus 6:20 [Jochebed], 1 Kings 1:11 [Bathsheba], Genesis 24:29 [ Rebekah], 2 
Corinthians 11:3 [Eve] 
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APPENDIX M 

Additional Bible Bowl Procedures 

Bibles Bowl Activities 

 

All participants and the church or association which they represent, must be pre-registered by the set 

deadline of July 1st. All entry forms must be submitted by May 31st. 

  

  
  

Bible Sword Drill 
 
Purpose 

 

The purpose of the intermediate Sword Drill is to encourage intermediate boys and girls to develop 

skills in handling the Word of God. Every intermediate should be trained to use the Bible more 

effectively and to read the scripture verses clearly and intelligently. 

 

Eligibility 

 

Boys and girls from 13 years of age to 16 years of age may participate. A participant must be 13 years 

old before April 1 and must not be 17 years old before April 1. 

 

Rules 
 All participants must use a hardback Bible. (We will not provide Bibles). Numbers    will 

be assigned to each participant. Groups will be divided based on the total number of 

participants. 

 Participants may not use index, flip pages, or make excessive noises turning pages. Points 

will be deducted for this error. 

 Participants must remain silent unless called to read a scripture. 

 Persons waiting to participate must not find scriptures. 

 Each participant will score as an individual. 

 The leader will give the scripture references only once unless a 

 request is immediately given to repeat it. 

 No one will search for the scripture until the leader says “Charge.” 

 Practicing with hardback Bibles is advised 

 

After the command ‘Charge” is given by the leader, participants will search for the 

scripture. Each participant who finds the scripture will take one step forward with 

index finger on the scripture reference. 
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Bible Sword Drill Methods & Penalties 

 

 Jumping or sliding forward will cause a deduction in points. 

 Participants will search for the scripture until the timekeeper calls time out 

 The first person to step forward may or may not be called to read. He or she may not read 

until called. 

 If two persons step out simultaneously, the leader may choose any one of them to read. 

 Participants have eight seconds to find a scripture before time is called. 

 

Calls 
 Attention heels together, hands down by your side. 

 Draw Swords: Bring Bibles to waist line. 

 Charge: Each participant begins to search for the scripture, when the scripture is found; 

they will take one step out. 

 Time Out: Participants will stop searching for the scripture and close their Bibles. 

 

Criterion & Scoring 

 

The first to step forward 10 points 

The second to step forward 5 points 

All others stepping forward 2 points 

 

Point Deductions 

 

Holding Bible improperly 5 points 

Sliding or jumping forward 5 points 

Turning pages improperly 10 points 

Stepping forward then stepping back 10 points 

Not keeping eyes on the caller 5 points 

Stepping back 10 points 

 

 

 

 



71 | P a g e  

 

APPENDIX N 

(EXAMPE)  

Extemporaneous Speaking Competition 

Procedures 
 

Purpose 
To be able to stand and speak boldly for Christ in all situations. 

 

Eligibility 
Those from age 17 to 24 are eligible. A person must be 17 years old before April 1, but not 25 before 

April 1. Youth ministers are ineligible, not because of age, but because of experience. 

 

Rules 
Statements, topics, questions that are related to   doctrine and King James Bible scriptures will be 

used as titles and will be placed in a box for each participant to draw. Each participant will pull a 

topic from the box and will have 30 seconds to gather his or her thoughts. 

 

Criterion & Points 
Composure Poise, self-confidence 1 to 10 points 

Voice Tone Sound and grammar 1 to 10 points 

Dialectic Developing thought topic 1 to 10 points 

 

Reasoning 
Subject Matter Speech must be relevant 1 to 20 points to the subject matter 

 

Delivery Manner of utterance 1 to 30 points moderate tone with meaning 

 

Time Line Three (3) minutes allotted 1 to 10 points for speaking 

 

Closure Conclusion must relate 1 to 10 points to the title 
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APPENDIX O 

(EXAMPLE) 

Unusual Fundraising Ideas 

Remember to keep your congregation updated how much money you are making. They will probably be 

interested since they will be the ones contributing the most. Some groups have done a thermometer that fills 

up with red as money increases. You can have a map from your church to Cincinnati and as they get more 

money they move a bus/plane closer to Cincinnati.  

Car wash 

Car washes can help involve the community in your fundraising. A twist to a normal car wash would be to 

offer to travel to an individual’s home in order to wash their car. 

 

Cook a meal 

Prepare a meal for the congregation after church. You can either accept donations or have a set price. 

Some meal ideas are: BBQ, Fish Fries, Potato Bar, or Soup and Salad. 

 

Harvesting 

Make arrangements with a local farmer to come and pick/collect. Take orders from members of the 

congregation and sell by the bushel for cheaper than someone could buy already picked items in your local 

area. 

 

Holiday gift wrapping 
Offer to wrap presents for people in the congregation around the holidays for a set fee. 

 

Jumping pictures 

Has your youth group gotten in to jumping pictures? Here is a great way to incorporate that in to 

fundraising. Set up jars with the name of different members of your congregation on them (make sure they 

have agreed to do this first). Ask the congregation to put money in the jar of the person they would like to see 

do a jumping picture most. You can even sell the jumping picture to your congregation later (once again, 

make sure that each person has agreed to this first) 

 

Lost treasure 

Have each person go home and search in all of their furniture for spare change.  Ask them to donate their 

change.   

 

Meal auction 
Have persons in the congregation with certain skills or services (such as a pool or the best pot roast in the 

county) offer up dinner at their house to enjoy those skills or services. Auction off those meals to people in 

the congregation 
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Money donation 
Some people want to just be able to donate money. A creative way to do this is have a week for 

donations. Each day of the week have a different ways to donate money. For example have a family count 

how many shoes they have in their house and for each pair they donate a dollar.  

 

Pink flamingos 
A pink flamingo lawn ornament travels from lawn to lawn of church members. People pay a certain fee to 

have the youth group place a plastic, pink flamingo in someone else in the congregation’s yard. There should 

be a phone number to call to have the flamingo removed (for a price, of course) somewhere on the flamingo. 

If someone does not wish to have the flamingo travel to his, her lawn, that person may purchase “flamingo 

insurance.” A variation on this (if you want people to be more motivated to participate) is a pink toilet. 

 

Snack auction 
Have a gathering of your congregation or other large group (this could be a potluck dinner or at a community 

meeting) and have members of your youth bring in goodies to auction off (it can be anything from cookies 

and cake to bags of pretzels or potato chips whatever you think people will buy). Have an energetic auctioneer 

auction off each group goodie to the highest bidder. You might even ask good bakers in your congregation to 

donate a pie or other specialty items to have at the auction. You can make good money and have good food all 

at the same time! 

 

Service auction 
As a youth group, brainstorm different services that a group or an individual could do for people in the 

congregation, such as leaf-raking or babysitting, and auction off those services. 

 

Recycling 
Recycling is something that is not only good for the environment but can earn you money. Collect bottle tops, 

cans, and sometimes old cell phones works. You just have to find out where these items are collected in your 

home community. 

 

Business Deals 
Some businesses (i.e. restaurants) will give you deals by letting you sell items and the business will share the 

proceeds with you. Talk to businesses in your community. It is also helpful to talk to business owners in your 

home congregation. An example of a business that does this is Jamba Juice. 

 

Talent Show/Open Mic benefit concert 
Showcase the talent of your youth group or another special person in your congregation by having a benefit 

concert. Entry could be by donation and you could charge for drinks, coffee, or snacks. 

 

The 500 Dollar Wheelbarrow or Large Jar 
Did you know that a large, heavy-duty wheelbarrow can hold 50,000 pennies? That amounts to $500! Borrow 

the wheelbarrow from a church member and place in a high-traffic area of your church. Always keep a sign 

nearby to explaining what the wheelbarrow and pennies are for. It also helps if someone can “work” the 

wheelbarrow, standing nearby to explain the fundraiser, why you are raising money, and to sell rolls of 

pennies. Don’t forget to place the wheelbarrow in a secure area when it’s not in use or no one is around.    
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APPENDIX P 

 

How to Add an Addendum 

Excerpt included by David Harris, eHow Contributor  

Updated May 28, 2011 

 

An addendum is an additional section at the end of a book or a document. 

Addenda contain additional information that clarifies, corrects or adds to the 

information in the main body of the document or contract. Addenda are often 

added to later editions of a book to add supplemental information that has come to 

light since the book's publication. Keep in mind that addenda are not the place to 

be creative, but to get across your additional information. 

 

Instructions 

 

Insert a page in the addendum section of the document to which you wish to add 

an addendum.  

1. Each addendum begins on a new page  

2. Type Addendum at the top of the page as a heading. Center this word. 

Title the addendum. You can write something as simple as "Addendum to 

Policy," but because you may want to add additional addenda later, it's better to use 

a title that is more specific, such as  

 

Addendum to Policy: 1.200.01. (06-30-2012) PLANNING MEETING MINUTES 

 

 

 

 

 

http://www.ehow.com/how_8502545_add-addendum.html
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Quote the terms of the policy to be altered via the addendum under the heading.  

Previous Terms and Conditions 

 

Specify the alterations to the previous policy under the heading.  Use formatting 

and language consistent with the original policy, as the addendum likely will be 

attached to the original documentation and viewed as one unit. 

Changes to Cited Terms and Conditions 

 

Provide a clearly labeled space for all parties to sign and date the addendum.   

http://www.ehow.com/how_8375174_write-addendum-policy.html
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APPENDIX Q 

[EXAMPLE OF AN ADDENDUM] 

ADDENDUM 

 

TITLE: Addendum to Policy 1.90.29. (06-30-2012) Requesting Help from   

Administrative Services  

Previous Terms and Conditions:  Administrative Services is designed to help the 

Convention Coordination with designing and publishing the Convention Souvenir 

Booklet. 

 

Changes to Cited Terms and Conditions: Convention Coordination has the 

option of consulting with the Publication Department in designing the Convention 

Souvenir Booklet.  

 
         

Submitted by: Title: Date: 

Witnessed By:  Title: Date: 

Approved by Board of Bishops Signature(s) Title: Date: 

 Title: Date: 

 Title: Date: 

 Title: Date: 

 

http://www.ehow.com/how_8375174_write-addendum-policy.html

