Circuit Officer's Handbook

Lutheran Women’s Missionary Society

Wisconsin Evangelical Lutheran Synod

UNITED TO SERVE JESUS




To God be the glory!

We thank our Lord
for calling us to be his people
and for equipping us to serve him!

May the Spirit guide us
so that everything we do
shares the love of our Savior
and brings praise to the Father!

So then, just as you received Christ Jesus as Lord,
continue to live in him, rooted and built up in him,
strengthened in the faith as you were taught,
and overflowing with thankfulness.
Colossians 2:6-7

United to Serve Jesus
LWMS Central Office
8410 W. Cleveland Avenue, Suite 104
West Allis, WI 53227-2742
(414) 321-6212
centraloffice@Ilwms.org
www.lwms.org
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If you cannot preach like Paul . . .

You can be like faithful Aaron
Holding up the prophet’s hands.

WHAT IS LWMS?

Lutheran Women'’s Missionary Society  is
“Women Working for Missions.” Mission
statement: LWMS is women dedicated to
serving Jesus by increasing awareness of,
interest in, and support of the mission outreach
of the Wisconsin Evangelical Lutheran Synod

(WELS).

WE ARE
UNITED TO SERVE JESUS

WHAT HAPPENS
AT AN LWMS
RALLY?

You hear missionary
speakers —you hear first
hand how the Holy Spirit is
working to bring souls the
gift of forgiveness through
Jesus.

You are encouraged to
support missions through
study of God's Word  with
your sisters in Christ.

You help select which
mission project your circulit
will support financially.

You enjoy Christian
fellowship.

WHAT DOES LWMS
SUPPORT?

LWMS tries to meet mission needs
not covered by the synod budget.

WHAT CAN ONE PERSON DO TO
SUPPORT LWMS?

You can ...
pray for missions;

send cards, letters, or gifts to
missionaries and their families;

remember missionaries’ children with
prayers, cards and letters;

serve as an LWMS officer;

make it a priority to attend local and
circuit events such as rallies;

invite a friend to a rally or convention; and

pray, pray and pray!
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Romans 1:12

“...that you and | may be mutually
encouraged by each other’s faith.”

Officers —iii




Tab Listing for the Circuit Officer's Handbook

Officers Tab
This section lists officers’ duties.

Resources Tab
Here you will find information helpful in running the circuit.

Forms Tab
Remember to make a copy of the form before completing it.

Bylaws Tab
Keep the most current bylaws and destroy the old bylaws.

Our Circuit Tab
This is for each officer’s use.
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President

Responsibilities

She shall manage the affairs of her circuit according to the Lutheran Women'’s Missionary
Society (LWMS) and circuit bylaws. She shall ensure the conduct of circuit rallies semi-annually,
spring and fall, each year.

General

Prepare an agenda for all meetings with a copy for each circuit officer. (See sample in
Resources.)

Throughout the year, but especially prior to each circuit rally, check the LWMS Web site
(www.lwms.org) for updated information. Encourage and inform officers and reporters with
this information through e-mail or another form of communication.

Preside at all meetings including the circuit officers’ meetings which are usually held in July or
August and January or February, approximately 90 days prior to circuit rallies.

Ensure that adopted projects are carried out and the circuit treasurer makes appropriate
disbursements of funds. (See Mission Information in Resources.)

Request the circuit treasurer to pay the guest speaker from the circuit working fund. (See
Circuit Standing Rules in Resources.) Request the circuit secretary maintain a list of names,
addresses, e-mails, telephone numbers, and terms of office of all circuit officers.

Ensure the congregation hosting the upcoming rally has the Rally Host Responsibilities.
Update these responsibilities as needed. (See Rally Host Responsibilities.)

Upon the death of any present or past circuit officer, suggest that recognition be given at the
next circuit rally.

Send a welcome letter to all new pastors in the circuit. (See sample in Resources.)
Review the bylaws yearly.

Update items related to this office in Circuit Standing Rules as needed.

Before Circuit Officers' Meeting

1. Plan date and place for circuit officers' meeting. Schedule the next officers' meeting as far in
advance as possible or immediately after each rally.

2. Confer with the circuit vice president/president-elect in preparing agenda, date, time, and
place for circuit officers’ meeting. A copy is sent by e-mail or other means to all officers three
(3) weeks before meeting.

3. Ask the circuit secretary to send out the circuit officer list for review/update prior to the
meeting.

4. Prepare a slate of candidates for presentation at the January/February circuit officers'
meeting from the nominations received and sent by the circuit secretary.

5. Contact congregations to host the circuit rallies and bring appropriate invitations to circuit
officers' meeting or use rotating host schedule. If using a rotating schedule, the circuit officers
should update the schedule to incorporate membership changes.
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At the Circuit Officers' Meeting

Select speaker from the circuit Spiritual Growth Committee (SGC) recommendations and if
possible, select for the rally six (6) months hence (select fall speaker at the spring circuit
officers’ meeting). This will allow time for the pastoral advisor to issue the invitation and
determine the speaker’s availability. Consider speaker fee and mileage/airfare and talk to area
circuits and congregations to determine if you might share a speaker to maximize his/her time
in your area as well as reducing costs for everyone.

Determine date and rally location, if possible, six (6) months in advance . This will allow time
for the publicity and for the host congregation to prepare.

Review ballot. The circuit secretary will print for spring rally.

Select mission project offerings from the circuit SGC recommendations. They may e-mail
these to the circuit officers in advance of the January/February meeting . Note: during even
years the project numbers may have to be updated depending on publication date of the
updated Home and World Missions Projects booklet. (See Mission Offering and Project
Selection Guidelines in Resources.)

Instruct the circuit SGC to publicize the rally to all member and non-member congregations
using all possible communications at least two (2) months before the rally . The circuit
secretary may use e-mail to issue an invitation to all area (member and non-member)
congregations. Include rally time and location, along with any other pertinent information to
convey, i.e. projects, speaker(s), reporters' meetings, babysitting, etc. Nearby circuits may
also be issued an invitation.

Ask a circuit SG pastor or pastoral advisor to contact host pastor, prior to the rally, and
request him to prepare the opening devotion.

Ask all outgoing circuit officers to review their handbooks and remove items that will not be
passed on to the newly elected officer. Ask them to bring their handbooks to the spring rally or
ask them to meet with their replacement to ensure an informed passing of handbook and
information.

After Circuit Officers' Meeting

Prepare agenda for rally and send to host congregation for printing. (See sample in
Resources.)

a. Check with the host pastor for opening devotion hymns, etc.

b. Check with the circuit pastoral advisor for information concerning guest speaker's
topic and for closing devotion hymns, etc.

C. Contact or ask a circuit SG pastor or pastoral advisor to contact district president,
district mission board and district mission counselor for area mission news and
updates.

Advise host congregation on arrangements for the rally.

a. Printing of rally handouts and/or folder contents. These should be sent two (2)
weeks before the rally.

Registration and displays.

Host pastor to conduct opening devotion (and Bible study).

Selecting lady from host congregation to welcome the assembly.

Providing a ballot committee and ladies for taking and counting offering.

cooo
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At Circuit Rally

Preside at circuit rallies. (See Parliamentary Procedures guidelines in Resources.)
Extend official greetings to all members, visitors and guest speaker/s.
Supervise elections/mission offering project selections at the spring rally.

a. Introduce candidates.
b. SGC presents mission offering project selections.
c. Ballot voting.
d. Majority vote rules.
Extend thanks to host(s).
Extend official thanks to guest speaker(s).
Ask for invitations to the next rally or announce where and when the next rally will be held.

Appoint Audit Committee at the spring rally to review treasurer’s books. The Audit Committee
will report at the fall rally.

After Circuit Rally

Ask secretary to e-mail or send copies of rally handouts to reporters who were not able to
attend or send a representative.

E-mail or send circuit officers the location, date and time of the next circuit officer’'s meeting.

After spring rally, ensure outgoing officers have passed on their handbooks or arranged a
meeting with their replacement. If circuit practice is to do this at a circuit officers’ meeting,
ensure both old and new officers are invited to the July/August meeting

After spring rally, ensure the Audit Committee completes their report prior to the July/August
meeting. Share results with the circuit officers. Provide the report to the circuit secretary to file
and inform the membership at the fall rally.

Reaching Out to Non-member Congregations in Your Ci rcuit

You are the most effective tool we have to reach out to non-member congregations. If you have
a close relationship with a pastor or a friend in these congregations, please be willing to share
the important work of LWMS. Consider the following ideas for reaching out:

Invite non-member churches to circuit rallies.

If you hold a separate reporter meeting, invite someone from a non-member church
to that meeting.

Hold a special rally or luncheon for non-member churches.

Encourage a circuit board member to make a presentation at the non-member
church.

Use resources found on the LWMS Web site to reach out to the churches.
Request the “outreach booklet” from the Central Office to share with the churches.
Provide non-member churches with convention information and personally invite
them to attend.

Contact non-member pastors for names of mission-minded women in the
churches.

Follow up, follow up, follow up.
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President-elect

Responsibilities
A circuit may choose to have a president-elect and/or vice president in which case here are some
of the duties of a president-elect.
Assume the office of the circuit president.

Throughout the year but especially prior to each circuit rally, check the LWMS Web site
(www.lwms.org) for updated information.

Perform the presidential duties in the absence of the circuit president.
May or may not preside at the circuit SGC meetings.

Any other duties as assigned by the circuit officers.
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Vice President

10.
11.

12.

Responsibilities*
General

Perform presidential duties in the absence of the president. (See President's Duties.)

Chair the circuit Spiritual Growth Committee (SGC) and work with them in carrying out their
responsibilities. (See Spiritual Growth Pastor(s) and Women in Circuit Officers.)

Serve as Befriend A Mission (BAM) coordinator for the circuit. (See BAM in Resources.)
Send and distribute the BAM Prayer/Wish List and BAM Response Form. (See Forms.)
Compile Vice President Talent Tally Sheet. (See Forms.)

Throughout the year and prior to each circuit rally, check the LWMS Web site (www.lwms.org)
for updated information. Work with the president and SGC to encourage reporters with
information through e-mail or another form of communication.

Specifically

Call a meeting of the circuit SGC when necessary. It may be convenient to meet just prior to
the circuit officers’ meeting.

Recommend mission offering projects for the circuit's SGC by using the most recent Home
and World Missions Projects booklet. It is published in even years for a two-year period. The
mission projects offering recommendations may be e-mailed to circuit officers prior to the
January/February circuit officers' meeting. (See Mission Offering and Project Selection
Guidelines in Resources.)

Encourage and support circuit reporters in spiritual growth, mission awareness and in carrying
out their responsibilities. (See Responsibilities of Reporters in Resources.)

Upon receipt of the BAM list from the LWMS BAM coordinator, send the BAM Prayer/Wish
List to the assigned missions/missionaries. Share this information with circuit congregations.

If possible, send a reminder to all reporters to turn in their BAM Response Form by January 1.
Compile a report or send these responses to bam@Iwms.org or LWMS Central Office by
February 1.

If your circuit uses the Talent Sheet forms, disseminate them to reporters and maintain a file of
circuit talent. Share this talent file with circuit officers. (See Forms.)

Ensure the circuit SGC maintains a store of LWMS materials that are available for sale or
loan. A library may also be maintained using the list of items for reporters. (See Resources.)

Check with the host congregation to ensure they have rally displays and assist as needed.
Work with the circuit's SGC in preparing a spiritual growth presentation at each rally.
Ensure that all proposals and projects of the circuit's SGC are carried out.

Obtain list of all reporters and pastors of member congregations and list of non-member
congregations and pastors from the circuit secretary.

Work with the circuit SGC in disseminating pertinent information to the reporters/member
congregations and with any activities (i.e. Mission Festival) which will further or promote the
work of the LWMS.

*Note: If you have a president-elect, please consu It your bylaws for specific duties.
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Secretary

Responsibilities
She shall keep and maintain accurate records for the circuit.

General

Keep minutes of all circuit officer meetings and rallies and send them to the LWMS president-
elect with the rally reports. (See sample in Resources.)

Maintain a list of names, mailing addresses, contact phone numbers, and e-mail addresses for
the following and provide a copy of each to every circuit officer:

a) Circuit officers and their terms of office. Create Circuit Officer List and e-mail or mail to the
LWMS Central Office by June 1 . (See Forms.)

b) Reporters and pastors of member congregations. Create Circuit Member Congregation List
and e-mail or mail to the LWMS Central Office by June 1. (See Forms.)

c) Reporters and pastors of hon-member circuit congregations. May use same format as
Circuit Member Congregation List and may e-mail or mail to the LWMS Central Office by
June 1.

Provide a copy of any revised circuit bylaws to the LWMS Bylaws Committee and the LWMS
Central Office.

Inform all circuit officers of date, time, and place of all meetings. Circuit president will supply
this information which should be communicated two (2) to four (4) weeks before meeting

Request circuit officer nominations by sending notices to all member congregation reporters
and pastors by November 15. These are due back to the circuit secretary by January 15, who
forwards them to the circuit president upon receipt

Inform reporters of rally date, time, location and when mission projects offerings are due to the
circuit treasurer. If desired, may include theme and speaker information.

Throughout the year and prior to each circuit rally, check the LWMS Web site (www.lwms.org)
for updated information. Work with the circuit’s president and SGC to encourage reporters with
information through e-mail or mail.

Provide information to the LWMS president-elect at presidentelect@lwms.org whenever a
circuit officer dies while in office. A brief recognition may be made in the LWMS newsletter.

Update items related to this office in Circuit Standing Rules as needed. (See Resources.)

Assist reporters with membership renewal as requested. (See Membership Form in Forms).
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At Circuit Officers' Meeting

Take minutes of the meeting. (See Resources.)

Inform circuit officers of reporter and member congregation changes.

After Circuit Officers' Meeting

Communicate meeting minutes to circuit officers and to the LWMS president-elect at
presidentelect@Ilwms.org within three (3) weeks after meeting.  File in accordance with
Circuit Standing Rules.

Communicate any other correspondence as directed by the circuit officers, i.e.:

a. Acceptance of invitation to host rally, immediately after the officer's meeting

b. Work with the circuit's SGC to provide rally announcement/invitation to reporters,
member and non-member congregations with time, place, speaker, etc. six (6) to
eight (8) weeks before rally.

c. Ballots for spring rally—officers/mission projects offering—may include a biography of
the officers and a description of mission projects offering.

d. Previous rally minutes to reporters for review six (6) to eight (8) weeks before rally.

Provide copy of previous rally’s minutes to host congregation for rally folder two (2) weeks
before rally.

At Circuit Rally

Be prepared to announce any changes/corrections as reported from rally minute reviews, if
your circuit follows this practice.

Take rally minutes. Be sure to record location, attendance, mission projects offering selections
(spring), speaker(s), working fund/mission projects offerings, etc.

Ensure all new circuit officers have a copy of circuit bylaws in their handbook.

After Circuit Rally

E-mail or mail a copy of rally minutes to circuit officers. File in accordance with Circuit Standing
Rules.

Write any thank you letters at the direction of the president/circuit officers.

E-mail or mail a copy to the LWMS president-elect at presidentelect@Iwms.org.

a. Rally Report forms, either spring or fall within 30 days after rally . (See Forms) Some
of this information is posted on www.lwms.org, the LWMS Web site, and other
information is used for tracking purposes.

b. Copy of rally minutes.

E-mail or mail updated copies of Circuit Officers and Member Congregation Lists to Central
Office, centraloffice@Iwms.org, LWMS secretary, secretary@Iwms.org, and LWMS president-
elect at presidentelect@lwms.org.
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Treasurer

Responsibilities

She shall keep and maintain accurate records of all monies received and disbursed for the circuit.

N o gk~ DN

General

Keep financial records and report offerings to the circuit at rallies. (See sample in Resources.)
May maintain a list of congregational and member donations.

Ensure circuit is aware of mission projects offering distribution:
25 percent of mission projects offerings go to the LWMS Central Office for LWMS project
selections.
75 percent of mission projects offerings are retained for circuit project selections. (See
Resources)

Throughout the year and prior to each circuit rally, check the LWMS Web site
(www.lwms.org) for updated information.

Specifically

Obtain all records from previous circuit treasurer. File in accordance with Circuit Standing
Rules.

Revise circuit treasurer name on bank account and ensure EIN is correct. (See next page.)
Pay all bills by check to maintain an ongoing record.

Keep all receipts, deposit slips, bank statements, and cancelled checks on file.

Make all deposits within one (1) week of receipt

Make all disbursements within two (2) weeks .

Using the Mission Offering Transmittal form, make mission projects offering disbursements
within two (2) weeks after rally . (See Forms.)

Update items related to this office in Circuit Standing Rules as needed.

Before Circuit Officers' Meeting

Prepare a circuit financial report within two weeks of the meeting date . (See sample in
Resources.)

At Circuit Officers' Meeting

Present circuit financial report.
Write checks for any incurred and approved circuit expenses from Working Fund.

Provide information for circuit secretary to include in the rally invitation:
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a. Date by which the mission projects offerings is to be received by the circuit treasurer.

b. Circuit treasurer's name and address.

c. Mission Projects Offering information.

At Circuit Rally

1. Present circuit financial report at circuit rally.

2. Receive collection taken at the rally and deposit in the Working Fund or as directed by the
circuit officers.

3. Pay guest speaker(s) fee and/or transportation/mileage as directed by the circuit officers or the
Circuit Standing Rules.

4. Make circuit mission projects offering disbursements using the forms in the back of the Home
and World Missions Projects booklet and the Mission Offering Transmittal Form. (See Forms.)
This may be done at or immediately following the rally.

After Circuit Rally

1. Provide the circuit treasurer’'s books to Audit Committee for review (spring only).

2. File reports in accordance with Circuit Standing Rules.

Other

The circuit working fund is established to meet the operating expenses of the circuit. LWMS has
no policy for working funds, including the use of any excesses in the fund.

At the IRS Web site there is an excellent publication that you can either view or print for future
reference:

1. Log on to the IRS Web site: www.irs.gov

2. At the main page find the search window and type in Tax Guide for Churches and
Religious Organizations . Select the first search choice and click on this guide. You will
need Adobe Acrobat to view this publication. It is 28 pages long, but is worth the reading if
you have any questions about the tax-exempt status of LWMS and about the information
below. You might also want to take a copy along if you are opening a new bank account for
your circuit.

As the above publication states, WELS has a "group ruling" which includes all organizations
under the synod umbrella, including local congregations, the seminary, and LWMS. See page
24 of the above publication, which has a glossary defining the "integrated auxiliary of a church,"
which is a fancy name for all the organizations related to the parent organization of WELS.

Under the group ruling, LWMS is automatically considered a 501(c)(3) charitable non-profit
organization and is eligible to be included under the Synod’s umbrella, Group #1773. This is
true for the organization as well as all circuits. Coincidentally, it would also apply to ladies'
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groups in all WELS congregations. However, congregational ladies’ groups should use their
church’s EIN and not LWMS’ EIN.

LWMS has a letter on file from the synod which states on its letterhead that we are included in
its group ruling. If your group does not have such a letter, here's what to do:

Contact the WELS Financial Services Office. They are located at the Synod
Administration Building, 2929 N. Mayfair Road, Milwaukee WI 53222-4398. Ask for Beth
Thornton Beth.Thorton@wels.net phone/fax: 414-256-3260 to send you a letter to certify
LWMS is part of WELS and included under the synod's umbrella group ruling. They will know
what to send. This letter will also list the LWMS’ federal employer identification number (EIN),
which is 23-7299649. This is the EIN your group should be using on all its bank accounts.

Under NO circumstances should you use your own or a nyone else's Social Security
Number as the EIN on your LWMS Circuit bank account . If your existing account has a
different number, you must either have your bank change the number to the correct one or close
the account and open a new one using the correct number.

Please don't attempt to use a copy of this instruction sheet to open a bank account. You must
use a copy of the letter from Financial Services on synod letterhead. This letter should then
become part of the permanent file kept by your treasurer. Put it in a sheet protector to keep it
looking fresh. You never know when you might need it again.
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Pastoral Advisor

Responsibilities

He is familiar with LWMS and circuit bylaws and this handbook. He opens and closes circuit officer
meetings and provides spiritual guidance.

08/11

General

Suggest and contact speakers for circuit rallies.
May introduce and present guest speaker(s) at circuit rally or appropriately delegate.

Suggest mission offering projects to the circuit vice president in accordance with LWMS
policy. (See Mission Offering and Project Selection Guidelines in Resources.)

Provide the circuit president with program information on the rally speaker, the speaker's
subject, closing hymn, etc.

Conduct circuit rally closing devotions, and select hymn(s) for that devotion.
Install circuit officers at spring circuit rally. (See Installation of Circuit Officers in Resources.)
Assist/advise circuit trainer as needed, if applicable.

Throughout the year and prior to each circuit rally, check the LWMS Web site
(www.lwms.org) for updated information.

Actively promote LWMS at district conventions and other area pastoral conferences.
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Spiritual Growth Pastor(s) and Women

Responsibilities

The Spiritual Growth women and pastor(s) and the circuit vice president form the circuit Spiritual
Growth Committee (SGC). The primary purpose of the circuit SGC is to encourage spiritual growth
and promote mission awareness in circuit congregations.

Specifically

Suggest speaker(s) for circuit rallies.

Suggest mission offering projects. (See Mission Offering and Project Selection Guidelines in
Resources.)

3. Promote and publicize the purposes and activities of the LWMS in every possible way, i.e.,
flyers, posters, videos, banners, display boards, etc. (See Suggested Activities below.)

4. Prepare description of mission projects offering for the ballot and submit to circuit secretary.
Designate one (1) SGC member to present the projects at the rally.

5. Provide spiritual motivation at each rally through skit, handout, prayer corner, etc. Ideas can be
found in the Resource Catalog, retreats, congregations, etc. (See Resource Catalog.)

Submit ideas for the Resource Catalog. (See Resource Catalog.)

Throughout the year and prior to each circuit rally, check the LWMS Web site (www.lwms.org)
for updated information.

Suggested Activities

Work with representatives of the host congregation:
a. In preparing a newsletter prior the circuit rally to promote and inform.
b. In preparing posters for rally.
c. In preparing displays for rally.

Prepare posters for/with each congregation promoting the LWMS organization, including the
annual convention.

Promote an LWMS Sunday for each congregation in your circuit. Service formats are available
from the Resource Catalog. (See Resource Catalog.)

Promote special displays by circuit congregations for congregational information:
a. Befriend A Mission.

Circuit mission projects.

LWMS mission projects.

kids c.a.r.e. project (See c.a.r.e. Packages and kids c.a.r.e. in Resources.)

The Spiritual Growth in Focus mailings from the LWMS SG-MAC.

General information about the Lutheran Women's Missionary Society.

-~ 0o o o0 T

08/11 Officers 13



Spiritual Growth Women

1. Actively promote the use of all LWMS materials, Prayer Calendar, Spiritual Growth in Focus
mailings from the LWMS SG-MAC, kids c.a.r.e. project, mission boxes, lapel pins, flyers, etc.
You may want to have a small amount of these items for sale/distribution at rallies. (See
Resource Catalog.)

Provide circuit continuity as circuit historian: through scrapbooks, photographs, programs, etc.

Working with circuit secretary and host congregation, prepare invitational bulletin insert of the
upcoming rally (one side) and simple map to the host congregation (back side). Provide a copy
to each reporter and pastor for distribution six (6) to eight (8) weeks before rally.

Assist host congregation with displays for circuit rally, if help is requested.
Assist circuit vice president in use of the Talent Sheets, if your circuit uses them.

If designated, present the mission offering project selections at the rally.

Spiritual Growth Pastor(s)

1. Request host pastor to prepare opening devotion for circuit rally. A mutually agreeable time
limit may be established.

May request host pastor to conduct a Bible study.
If designated, present the mission offering project selections at the rally.

Actively promote LWMS at district conventions and other area pastoral conferences.
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Reporters/Circuit Officers Dates to Remember

ALL reports on this page may be mailed or e-mailed

Circuit Secretary

send the Fall Rally
Report to LWMS
president-elect within 30
days after the rally

Circuit Treasurer and
Non-circuit Reporters
send fall mission offering
monies to LWMS Central
Office

nominations for board
of directors to LWMS
president-elect by 11/1

January February March April
March — June
Circuit President Reporters  send in
send New Pastor membership dues to Circuit Secretary
Report to LWMS Central Office by 4/1 send Circuit Officer List
secretary by 1/31 to Central Office within
Reporters  send 30 days after election
mission project
offerings to circuit Circuit Secretary
treasurer send Spring Rally Report
to LWMS president-elect
within 30 days after
spring rally
May June July August
Reporters  return Circuit Secretary Auqust - September
ballots for board of send list of member
directors and mission | congregations to LWMS L .
offering project Central Office by 6/1 Circuit V|c_e PreS|d9nt_
selections by 5/25 §end Be_frlend A Mission
information to all
Circuit Treasurer reporters
and Non-circuit
Reporters  send
mission offerings to
LWMS Central Office
by 5/25
September October November December
September — November  Reporters  send Reporters  send in

Befriend A Mission
Response Form by 1/1
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Circuit Standing Rules

Standing rules will be unique to each circuit and are decided by the circuit officers.
These are rules that relate to details of administration of a circuit rather than
parliamentary procedure. Standing rules may be changed by circuit officers without prior
notice, as is required for bylaws.
The following is a sample for your use.

(NAME) CIRCUIT STANDING RULES

1. This circuit shall meet in spring and fall. (If they always meet on the same day of the
same month that would be inserted here or however they pick their meeting dates.)

2. Circuit rallies shall begin at

3. Circuit rallies will be held at churches in the circuit on a rotating basis. (Or however
they decide where the meeting should be held.)

4. Afeeof $ shall be paid to all speakers plus a mileage reimbursement of
cents per mile.

5. After payment of circuit officer expenses the circuit treasurer shall keep a balance of
$ in the working fund.

6. All expenses shall be submitted to the circuit treasurer by (whatever time frame they
choose) and will be paid within (whatever time frame they choose.)

7. Treasurer's records should be retained for at least seven (7) years.
8. Membership records should be retained for at least two (2) years.

9. Minutes are the official record of the organization and should be retained indefinitely.

Date adopted
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Rally/Meeting Agendas

A brief agenda is prepared in advance and sent to members and non-member
congregations prior to the rally. The president may prepare a full agenda for use by
herself and the secretary. On rally day, all attendees will receive an agenda. Below is a
typical agenda format, including the business meeting at some point, which may also have
its own agenda. Some circuits print the business meeting agenda on the reverse of the
rally day agenda. See Sample Agenda for a business meeting agenda in the

Parliamentary Procedure pages. Also refer to them for general information on conducting
meetings.

(Sample LWMS Rally Agenda)

Organization/Group Name
Day and Date

Location
Agenda
Time Opening Devotion
Welcome
Roll call

Business Meeting
(Insert in agenda where it works best at your rally.)

Speaker(s), Bible lesson, spiritual growth presenta  tion, etc.

Closing Devotion
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Parliamentary Procedure

"The Basics"
Parliamentary procedure:

Sets forth accepted rules and customs by which a group is able to arrive at the majority
opinion of those present—accurately, impartially, and in the minimum amount of time.
Basic principles are: Courtesy to all, justice for all, rule of the majority, rights of
the minority, partiality to none, and one thing at a time.

Basic purposes are: To expedite business, maintain order to ensure justice and
equality to all, and to accomplish the purpose for which the group is organized.

Sample Agenda

An agenda is prepared by the presiding officer well in advance of the meeting and
follows a set order of business:
Group Name
Meeting—(Circuit, Board, Committee)
Meeting location
Date and Time

Call to Order

Roll Call

Opening

Minutes Approval

Reports Officers and Committees

Unfinished Business

New Business

Announcements Include date & time for next meeting
Adjournment

The usual duties of the presiding officer (the chair) are to open the meeting, to recognize
members entitled to speak, to state and put all motions before the group, and announce
the result of each vote, to assist in expediting business, and to adjourn the meeting.

A presiding officer should: have the ability to get along with people, know how to plan and
conduct a meeting, be familiar with the bylaws and other rules of the organization, be
prepared to assist other officers in the performance of their duties, and practice the basic
principles of parliamentary law. As the presiding officer, she may want to prepare a
separate agenda with the commentary which follows for her use.

Note: The next page contains "The Chair and the Agenda—a Sample Order of
Business and Procedure for Handling a Main Motion." This dialogue moves step-by-

step through a meeting. See Roberts' Rules of Order Newly Revised for additional
information.

08/11 Officers 19



The Chair and the Agenda —A Sample Order of Business

Call to Order "The meeting will come to order." The presiding officer (chair) stands, taps the gavel once, waits until
members are quiet and then calls the meeting to order.

Opening The chair may announce prayer, welcome of members, guests, etc. Roll call may also be taken.

Minutes "The secretary will read the minutes of the previous meeting." The chair sits or steps away from the
lectern while the minutes are read. "Are there any corrections?  (pause) If no corrections are made:
"The minutes are approved as read."  If corrections are made: "The secretary will make the
corrections. The minutes are approved as corrected. " The minutes may be approved as

sent/corrected, freeing time at the meeting for other business.

Reports of "The next order of business: "The secret ary will report and read any correspondence.”

Officers "The treasurer will read the financial rep  ort." The report will be filed. No action is required. The report
of the treasurer is not adopted. The report of the Auditors is adopted by the assembly. Any other officer
reports are given next. (An officer does not move the adoption of her own recommendation. The chair
sits or steps away from the lectern while reports are given.)

Reports "The will now report."  The adoption of motions or resolutions included in the report is
Board/Comm. moved by the reporting member. Reports containing no recommendations for action are noted or filed.

Unfinished "The next business in order is unfinished business. " The chair does not announce "Unfinished
Business Business" unless the minutes show there is some business to be considered.

New Business "New business is now in order." Is the re any new business?"
Announcements "The chair has the following announcements” “Are there any fu rther announcements?"
Adjournment "If there is no further business, the m eeting will adjourn ( pause) "The meeting is adjourned."

(OR) “A motion to adjournis in order.” A motion to adjourn requires a second and a majority vote.
Adjournment does not occur until the chair declares it. The gavel may be tapped once.

Procedure for Handling a Main Motion

I.  Obtaining the floor
A. A member rises when no one else has the floor and addresses the chair by correct title: “madam president.”
1. In a large assembly, the member states her name and identification.
2. The member remains standing and awaits recognition by the chair.
B. The chair recognizes the member by nodding or calling by name.
1. Bringing a motion before the group
A. A member makes the motion: "I move that . .." The member is seated.
B. Another member, without rising, seconds the motion: "I second it."
C. The chair states the motion: "It is moved and seconded that . . . Are youready  for the question?" (or) "Is
there discussion?"
Ill.  Consideration of the motion
A. Members may debate.
1. Before speaking, members obtain the floor as in I. above.
2. The maker of the motion has the first right to obtain the floor.
3. All remarks must be addressed through the chair.
4. Discussion must be confined to the merits of the motion.
5. Debate may be closed only by order of the assembly (2/3 vote), or by the chair if no one seeks the floor
for further debate.
B. The chair puts the question (puts it to a vote).
1. The chair makes certain that the assembly understands what it is being called upon to decide.
2. The chair asks "Are you ready for the question?"  Silence gives consent to proceed with the voting.
3. The chair calls first for the affirmative vote: "Those in favor say 'Aye"."
4. The chair always calls for the negative vote: "Those opposed, say 'No'."
C. The chair announces the result of the vote. "The ayes have it, the motion is carried, and  (telling the
effect of the action taken), OR "The noes have it, the motionislostand ..."  (telling the effect of
not adopting the motion.)
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Taking Minutes

Minutes are to briefly report the business presented in the meeting, including: the exact
wording of motions as stated by the chair (the chair may request all motions be in writing),
name of maker of the motion, and the action taken on the motion. The secretary records
what is done by the assembly, not what any member says. Keep a copy of the agenda for
reference as the meeting progresses. Minutes generally follow this standardized form:

Sample Minutes

Group Name
Meeting —(Circuit, Board, Committee)
Meeting location
Date and Time

Minutes
Call to Order Note time
Roll Call Note those present and those absent
Opening Remarks
Minutes Previous meeting(s) approved as read,  sent,

or as corrected
Treasurer's Report
Officer/Committee Reports
Unfinished Business
New Business
Announcements Include date & time for next meet  ing
Adjournment Note time (It is not necessary to have a motion to

adjourn; the chair can declare adjournment if
there is no further business.)

Secretary
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Financial Report

The treasurer is responsible for keeping accurate records and preparing a financial
report for board meetings and rallies. The report should be easily understood. Here is a
sample:

(Sample)

(Circuit)
(Circuit Officer Meeting or Rally)
Financial or Treasurer's Report

Date

WORKING FUND
Beginning balance (date) $
Receipts (list)

Total Receipts $ $+

Disbursements (list)

Total Disbursements $ $-
Balance in Working Fund $
MISSION OFFERING FUND
Beginning Balance $
Receipts $+
Disbursements $-
Balance in Mission Project Offering Fund $

(List any other special funds you may have)

TOTAL $
ACCOUNT TOTALS
Checking account balance $
Savings, CEF, etc. $
TOTAL $

Circuit Working Funds
This fund is established to meet the operating expenses of the circuit. The LWMS has
no policy for working funds, including the use of any excesses in the fund.
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Events/Announcements/E-mails

Preparing a good communication is essential, whether it be about upcoming LWMS
events or communicating with the LWMS president. For each of these, wording and
appearance are important. Remember, this might be someone's first contact with LWMS.

Here are some key points to remember:
Graphic images give a strong and positive impression.

Use bold and different font sizes when possible; use upper and lower case to
make it easier to read.

Use words like announcing, you are invited, come join us....

Use visuals on your document, such as a church, a picture relating to a speaker's
topic, and LWMS logos and graphics.

Keep the document simple, clear, distinct, and professional looking.

Use the LWMS logo or the circuit logo if you have one.
Use your circuit name.

Be sure the document contains the following information:
What is the event? A rally, a retreat, or something else?

Where is it? The location, a map, a link to the church’s Web site, and a telephone
number.

When will it be held? The date, time, and a brief schedule.

Who is the speaker? List the speaker’s name, topic, and time.

When using e-mail, remember these points:

Subject lines are very important. Use your circuit name in the subject line when
communicating to the board of directors or the LWMS Central Office.

Ensure everyone who needs to know about a topic is included in the addressee
list.

Use reply or reply all appropriately.
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Installation of Circuit Officers

Sample

Dear Brothers and Sisters in Christ (or Friends):

You have been duly elected by the members of the Circuit

to serve as its officers. You have been given the responsibility to see that meetings are
held regularly and conducted in good order. You are to work together to build up the
Kingdom of God among us. As leaders you are to fulfill your duties to the best of your God-
given ability, to devote yourselves to the diligent study of God's Holy Word and to set a

good example by leading a faithful Christian life.

In order that we may be assured of your willingness to serve in your respective positions, |
now ask you in the presence of God and this assembly:

Will you diligently and faithfully perform the duties of your office in accordance with the
bylaws of this organization and to the best of your ability which God has given you? If
so, then answer, "Yes, with the help of God."

May the Lord give you his blessing and guidance as you serve as duly elected officers of

the Circuit, carrying out your duties cheerfully, with

determination and dedication.

PRAYER

Gracious Lord, you who are an ever-present witness to our promises, we pray that you
would send your Holy Spirit upon the officers of our circuit that they may carry out the work
you have given them with diligence and wisdom, kindness and gentleness. As they serve
you and us, we ask that you would grant them especially the spirit of devotion and prayer.
In every need that confronts them, teach them to pray and make their requests known to

you. Depart with joy in your hearts to serve your Redeemer. Amen.
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Rally Host Responsibilities

10.

11.

12.

13.

The pastor of the host congregation prepares the opening devotion and selects
hymns for that devotion. He gives this information to the circuit president.

The pastor of the host congregation may be asked to prepare a Bible study.

A woman from the host congregation should be selected to give short welcome. Also
select women to:

A. Collect the offering and count it.

B. Count election/project selection ballots.

C. Direct guests on arrival.

Print handouts for the rally folders. The circuit president will provide a master agenda
and the officers will provide other material that is to be part of the rally folder or
handouts.

Provide folders/handouts for all attendees. The local Thrivent representative or
community visitors’ bureau may be able to provide folders, pencils, and notebooks.

Set up registration with a table; include name tags, rally folders, and sign-in sheet(s).

Prepare mission or LWMS displays. Ask the circuit spiritual growth committee for
assistance or guidance.

Provide an organist or pianist. The host congregation may also provide a volunteer
rally choir, chime or bell choir, music, and a choir director.

Provide refreshments, coffee/snacks/lunch.
Provide babysitting, if requested.
Provide a simple map to the church, if requested.

Provide audio-visual equipment, if requested and a microphone for the mission
presenter.

Provide a suitable table for officers, with a microphone if necessary.
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Reporter Responsibilities

07/11

Definition of term REPORTER - Informer, teller, someone who makes known,
transmitter, informant, communicator, someone who shares information.

Bylaws: ARTICLE IV — Organization A. reads: The women in WELS congregations
or in congregations which belong to a church body in fellowship with WELS shall
be free to organize according to ARTICLE IX. Under any organizational basis, the
interest and the wishes of the member congregation and pastor must be
respected.

Duties of the Reporter— See Bylaws: ARTICLE IX — Member Congregation.

A.
B.

The reporter(s) shall receive the official LWMS publications.

The reporter shall transmit information from the official LWMS publications,
area circuit news, plus all other pertinent information to the congregation with
the cooperation of the local pastor.

The reporter shall supervise the ordering and distribution of mission boxes
and official publications of LWMS.

The reporter shall promote the Befriend A Mission program on the
congregational level.

The reporter shall see to it that the annual membership dues for her
congregation are remitted by April 1 of each year to LWMS c/o the Central
Office.

The reporter shall see to it that a delegate and alternate from her
congregation are appointed or elected by May 1 for the annual convention
held each June. The delegate will serve to ratify necessary business
presented at the annual convention by the board.

The reporter(s) of a congregation shall receive the ballots. Only one ballot in
each election is to be returned from each congregation; otherwise all ballots
from that congregation are invalid. [NOTE: Follow the ballot mailing
instructions exactly or the ballot will be declared invalid and will not be
counted. Each year ballots are declared invalid because the instructions were
not followed and this can easily be avoided.]

Reporting to the women of the congregation.

A.

Each congregation shall elect or appoint a reporter or reporters. Because
membership is on a congregational basis, you have the responsibility to
share LWMS information with ALL of the women of your congregation, in
cooperation with your pastor—the interests and wishes of the local
congregation and pastor must be respected.

1. Elections may be through the women's organization or organizations;
each organization may have its own reporter.

2. The reporter(s) shall serve all of the women of the congregation,
whether they are active or not in the organization(s) within the
congregation.

The reporter shall receive:
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V.

07/11

1. The Reporter's Handbook — It shall be passed on to new reporter(s) in
turn.

The membership form annually from the LWMS Central Office.

The convention registration form and information annually.

The LWMS Newsletter in the spring and fall.

The nomination form for board of directors from LWMS president-
elect.

6. Befriend A Mission information from circuit vice president in the late fall

of even years.
7. Other information as sent by LWMS and circuit boards.

arwn

The reporter shall transmit to the women in her congregation: information
from the LWMS Newsletter, Befriend A Mission mailings, convention mailing,
circuit updates, ballots, plus all other pertinent information, in cooperation with
the pastor. She should prepare the information rather than ask the pastor to
do it. Use the following resources to disburse the information:

1. Women's organization(s)

2. Sunday bulletin/worship folder
3. Congregational newsletter

4. Special mailings/handouts

The reporter shall supervise the ordering and distribution of mission boxes
and materials. See the Resource Catalog for list of materials available and
order form. Some resource materials are available on the Web site.

Reporting to the LWMS Board of Directors and Circuit Officers.

A.

Membership Form—The reporter shall ensure the annual membership dues
are sent to the LWMS Central Office for her congregation no later than
April 1 yearly.

1. Complete the membership form accurately and legibly.

2. Please type or use a ball point pen, pressing firmly. Print information,
except for signature. The three-part form is carbonless paper. Make
sure all copies are legible.

3. Include all pastors and all reporters serving the congregation. (These
are needed to keep our mailing list up to date.)

4. The form must be signed by the pastor or a vacancy pastor currently
serving your congregation.

5. Send the form with the dues. Read all instructions before mailing to the
address on the form.

6. The form must be postmarked by April 1.

Change of Name/Address

1. Photocopy the form for any change of name/address for reporter and/or
pastor during the year.

2. Complete the form and if a circuit member, make two (2) copies. Send
one copy to the LWMS Central Office and one to the circuit secretary.
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Nomination Forms

1. For circuit—Send to the circuit secretary by the date designated.
2. For board of directors—Send to the LWMS president-elect by the date
designated.

Mission Project Offerings—Every woman in the congregation has the
privilege of participation.

1. Collect monies—How?

Mission Boxes

Through the treasurers of the local women's groups

By using specially marked envelopes placed in congregational
collection plates

By using a special container placed in the narthex on designated
Sundays

2. What do | do with the monies?

A. If you participate in a circuit, send a check prior to the spring and
fall rallies to the circuit treasurer. Of this money, 75 percent is
disbursed by circuit direction using the Home and World Missions
Projects booklet and 25 percent is sent by the circuit treasurer to
the LWMS Central Office for distribution at the annual
convention.

B. If your congregation is not participating in a circuit (non-circuit),
you may remit your entire mission offering by May 25 of each
year to the LWMS treasurer c/o Central Office for distribution at
the annual convention, OR you may remit 25 percent of your
mission offerings to the LWMS treasurer c/o the Central Office for
distribution at the annual convention and remit 75 percent for
mission projects you select from the Home and World Missions
Projects booklet.

Annual Convention—the reporter shall see to it that a delegate and alternate
from her congregation are appointed or elected by May 1 for the annual
convention held each June.

1. Provide copies of the registration form for all interested women.

2. Women of the congregation select a delegate and alternate, who shall
be prepared to express the views of the women of the congregation.

3. Note the deadline dates for registration and for cancellation.

Ballots—the reporter shall see to it that the board of director ballot and the
mission projects ballot are filled out properly. In order that a vote may be
considered valid, the following criteria must be observed:

1. Only one set of ballots may be returned from a congregation.
Officers 28



VI.

VII.

07/11

N

4.

5.
6.

7.

Mark only once for each choice given. (Mark with an X .)

Write the name and address of your congregation and the name of your
circuit in the spaces provided on the back of the envelope.

Use only the ballot envelope for mailing ballots. If your envelope is lost
or damaged, call the LWMS Central Office for a replacement envelope.
Mail nothing else in the ballot envelope.

Ballots must be postmarked by the date shown on the envelope.

Make certain your membership dues have been paid.

[NOTE: If there are any deviations from these instructions, the ballot will be
declared invalid and will not be counted.]

Maintain (and use) the library of materials for the congregation.

CCIEMMUOWR

LWMS Bylaws

Circuit bylaws

Copy of each LWMS Newsletter
Copy of special mailings

Befriend A Mission information

Circuit newsletters and reports
Resource Catalog

Prayer Calendar

LWMS Web site information

Any other pertinent LWMS information

Conclusion

The reporter position is extremely valuable and crucial. You are the "uniting” link
holding the chain of "serving" women together. With weak connecting links, there
will be a weak chain. With strong connecting links, there will be a strong chain.
May God grant all of us (with an extra abundant measure to the reporter) the zeal,
wisdom and strength to be a strong chain—United to Serve Jesus—by increasing
awareness of, interest in, and support of the mission outreach of the Wisconsin
Evangelical Lutheran Synod (WELS).
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January

April

May

September

November

December

ONGOING

07/11

CALENDAR OF DUTIES FOR REPORTER

Nomination Form __ for circuit officers—Send it by the date specified.
Convention Registration _—See that all women are aware of the annual
convention and provide registration forms as needed.

Membership Form _—Send the form and membership dues to the
LWMS Central Office by April 1 .

Convention —See that a delegate and an alternate are appointed or
elected to represent your congregation.

Mission Offerings —Remit to circuit treasurer; OR if a non-circuit
member, send offerings to the LWMS Central Office by May 25.
Ballots —Send in one set of ballots for the international board of
directors and mission projects to the LWMS secretary before the date
indicated.

Befriend A Mission —See that all women are aware of the Befriend A
Mission assignments (the circuit vice president will notify reporters of the
new assignments in even years).

Mission Offerings —Remit to the circuit treasurer.

Nomination Form —Send in the nominations for the international board
of directors by November 1 .

BAM Response Form _—Send to circuit vice president by January 1 .

Send in a "Change of Name/Address Form" to the LWMS Central
Office and to your circuit secretary (if needed) wh ~ enever there is a
change of name/address of pastor or reporter throug hout the year.
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Resource Catalog

Each year the board of directors approves a catalog prepared by the LWMS Spiritual
Growth Committee that lists free items, items that can be purchased, and items that are
loaned out for rallies and mission events. These items range from flags to skits, Bible
studies to brochures and everything in-between. Many great ideas come from our
members using a Resource Idea Form (See Forms) and they are appreciated. The
challenge is finding a way to reproduce them to pass on to others. When this is done,
these items are added to the catalog.

The catalog is published in the August/September timeframe and is available for download
from the LWMS Web site. A listing of our world and home missionaries may be found in
the Prayer Calendar.

In addition to what LWMS has to offer, WELS has a number of resources with information
on our mission endeavors. Near the end of the catalog there is a listing of contacts for
these resources.

In the past, LWMS paid for some shipping costs. In 2006, due to rising shipping costs,
LWMS began to charge a minimum shipping charge for all orders, even for free items.
Actual shipping costs are charged with a minimum charge of $5.00. Additionally, all items
are shipped on Thursdays only. Items available electronically may be ordered by e-mailing
the LWMS Central Office, centraloffice@Iwms.org.

All materials in LWMS publications (devotion booklets, prayer publications, history book,
etc.) are the property of LWMS and may not be reproduced without the permission of
LWMS. Permission for reproduction may be obtained by contacting the LWMS Central
Office.
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Hosting an Annual Convention

A committee of interested LWMS members within a circuit or circuits is formed to discuss
hosting an annual convention. If available, a current circuit board member and/or a past
LWMS board officer can be very helpful in the planning stage.

Next the committee should request a Convention Handbook from the LWMS president or
the LWMS Central Office. This document is also on the LWMS Web site and provides
information concerning time requirements, attendee planning numbers and much more.

After reviewing the handbook, here are some initial steps to take:

Determine what year you would like to host. Check with the LWMS president or the
LWMS Central Office to see what years have already been planned.

Have a committee of at least two people to work with the LWMS convention planner.

Prepare a written proposal to host the convention specifying the year the circuit requests.
Send the information to the LWMS president for consideration by the board of directors.

The board of directors will respond to your committee after considering your proposal. If
your proposal to host the convention is accepted, then convention chairwomen may be
appointed or selected. This should be done two years or more in advance of the requested
convention date.
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Talent Information Sheet

The LWMS talent sheet can be a useful tool for circuits or congregations who are looking
for ways to involve individuals in the work of the LWMS. It also gives individuals an
opportunity to volunteer their talent(s) to LWMS.

If a circuit decides to make use of the talent sheets, the circuit vice president will:

Make copies of the Talent Sheet and send them to the reporters.
The reporter will distribute copies to the women in her congregation.
The reporter will collect and return the forms to the circuit vice president.

The circuit vice president will maintain a file of talent sheets for use by officers and
committees.

If a congregation decides to make use of the talent sheet, they may develop their own
procedure.
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Welcome Letter to New Pastor

A warm, friendly note of welcome from the circuit president to any new pastor—and his wife
and family—is a great way to acquaint newcomers in your area with LWMS. The note should
be informal and may be handwritten. This letter should be sent four (4) to six (6) weeks after
the pastor has been at his congregation. Some elements and a sample letter are shown
below. Please feel free to adapt it for your needs.

Include these elements in your letter:
Date, time and place of any upcoming LWMS activity, i.e. next rally, annual convention.

Acknowledgement of an active LWMS group(s) in his new congregation, including
reporter's name. If the congregation is a non-member, invite him to bring some women
to the next rally to get acquainted with LWMS. (Make a mental note or calendar notation
to follow-up with a phone call to request a membership outreach visit after he has had
time to settle in and get a feel of the congregation—ask your pastoral advisor about
timing.)

Promise to pray for him and his family as they settle into their new church home.

Offer to supply any help or information he may need about LWMS. Enlist the help of
your pastors. Ask them to keep you posted on any new pastors in your circuit. A
personal phone "welcome" call to a new pastor from a circuit pastor would be great!

Dear Pastor and Mrs. name and family,

Welcome to sunny Florida ! We know you are busy getting to know your new flo ck and
getting familiar with our part of the country. The Lord has brought you to the  middle_of
the name of Circuit of the Lutheran Women's Missionary Society. If you are not familiar
with this para-synodical organization, you can find out more by checking us out at
Www.lwms.org.

We extend a warm welcome to you to get acquainted w ith us at our LWMS rallies. Our
next one is going to be date, at church, city, state/province . Registration starts at time
and we are generally done by time . Perhaps you have already heard that our next

annual LWMS convention is being held  dates at location .

(New pastor's congregation) _is an LWMS member so your reporter, name, can give you
more detailed information.  If not an LWMS member, suggest offering to assist t he
congregation in joining by visiting them, sending t hem brochures, a membership form
and other information . If I can help with any information, please let me know.

God's blessings on your ministry among us. Our pray ers go with you.
United to Serve Jesus,

Your Name , President
Circuit Name , LWMS
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Befriend A Mission

Befriend A Mission (BAM) provides an opportunity to keep in touch with
assigned missions/missionaries daily through year-round PRAYERS. Our
letters, cards, and occasional packages are merely voluntary extras. The
missionaries tell us how much they need our prayers and truly appreciate
them.

In even years the BAM coordinator sends mission assignments to the circuit vice
president by September 1 . Mission assignments are for two years, using the calendar
year, January - December. Remember, the assignments are to the location and not the
missionaries.

The circuit vice president will send each mission/missionary on the circuit's assignment a
BAM Prayer/Wish List Request Form immediately after she receives them from the
LWMS BAM coordinator. As soon as she receives the forms back from the mission, she
will send a copy to each reporter. The circuit vice president is the communication link
between the mission and the reporters. The reporter should not request this information
for this puts an undue burden on the mission. With the circuit vice president making the
request, the mission/missionary only needs to make one response.

Responsibilities of the Circuit Vice President

- Asks each reporter to choose the months in which her congregation will personally
"focus" on their assigned missions/missionaries through personal correspondence
and, of course, prayer.
Ensures that each LWMS group in her circuit has an opportunity to participate.
Makes sure all 24 months and all missions/missionaries are assigned.
Communicates the needs and wishes of the mission/missionaries to the reporters.
Passes along updates/changes in assignments when modified by the LWMS BAM
coordinator as quickly as possible.
Compiles the BAM response forms and sends this information to the LWMS
Central Office by February 1 .

Responsibilities of the Reporter

Inform the local congregation through bulletins, bulletin boards, flyers, and e-mails
about prayers and wish list items for their assigned missions/missionaries.

Before sending a package to a missionary, verify current address and mailing
information with the circuit vice president. Always check with an overseas
missionary prior to sending any package.

Do not expect responses. If a response is received, share the information with the
circuit vice president who will then share it with all reporters in your circuit.

Fill out the Befriend A Mission Response Form  (See Forms) and send to the
circuit vice president by January 1 . The circuit vice president will compile your
responses and send them (or she will send all the responses) to the LWMS
Central Office by February 1 .

If you have any questions or suggestions, please contact the LWMS BAM coordinator at
bam@Iwms.org.
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Befriend A Mission Shipping Information

Letters and Packages to Missionaries

Pray for your missions/missionaries and encourage them in your cards, letters, and e-
mail messages. They tell us how much they appreciate the gifts of money, packages,
and personal notes from their LWMS sisters-in-Christ.

Remember to:
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Send small packages; shipping costs can be extremely expensive.
Obtain correct and proper mailing addresses from the circuit vice president.

Check with the circuit vice president to find customs and import taxes and fees for
packages sent to missionaries out of the United States. These fees can exceed the
value of the items you wish to send.

Please check with your local United States Post Office (USPS) for information on
international mail rates. The USPS Web site, www.usps.com, also offers an
international rate calculator, as well as information on mailing packages to other
countries.

E-mail addresses are available from the LWMS BAM coordinator or the WELS
Yearbook.

A monetary gift for the personal use of an overseas missionary may be sent to the
missionary’s stateside representative. This is safer, easier, and better stewardship
of funds for both the donor and the recipient. We encourage you to then send a
note to the missionary to inform him about your gift; he will appreciate your personal
correspondence and encouragement. Names and addresses of the stateside
representative may be obtained from the LWMS BAM coordinator. Monetary gifts to
missionaries in the United States and Canada may be sent directly to them. Specify
whether the gift is for the mission or for the missionary’s personal use.

When preparing packages and letters for our missionaries please be very mindful of
their safety. There are many parts of the world where our missionaries could be in
grave danger if their true work were discovered by the government. Please do NOT
put “Pastor,” “Reverend,” “Missionary,” or any other words regarding clergy on a
package. It is very important to not place crosses or Bibles on envelopes or
packages. Respecting the safety of our missionaries is greatly appreciated.
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Mission Offering and Project Selection Guidelines

LWMS distributes mission boxes through the circuit and reporters to its members to receive
mission offerings. LWMS receives 25 percent of the mission offerings (their selection process is
explained on the next page), and the circuits retain 75 percent to support their choice of mission
projects.

To assist in selecting the circuit mission projects that are to receive 75 percent of the circuits’
mission offerings, the Home and World Missions Projects booklet is published in even years
(every two years). This booklet is prepared in coordination with the Home and World Mission
Board administrators and includes the projects they have selected.

Within the synod, there are many societies, guilds, aids, and auxiliaries. These are service
organizations that assist the church to support various causes, including charitable, educational,
and mission projects.

LWMS, also a service organization of the church, is organized on the international and circuit
levels to give women of the church the opportunity to study and to support the mission outreach of
WELS. We emphasize that we are organized to support mission projects.

Circuits/non-circuit members may follow the practice of LWMS and divide the funds equally
between home and world mission projects.

Projects should be selected that are non-budgetary and essential to home and world mission work
of WELS, avoiding "non-mission" projects (educational and charitable causes), or non-essential
items (kitchen and gym equipment, carpeting, etc.). The importance of these phases of the
church's work is not denied nor called into question. There is a need to support charitable and
educational causes, and organizations exist that do support such projects. But LWMS is a

mission society, organized to support home and world mission projects of WELS.

We hope these statements, along with the bylaws which give the direction concerning the funds

collected, are helpful. There is no doubt as to their intended purposes—to support the work of
missions.
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Mission Project Selection

Every year four mission projects are selected for the LWMS mission project ballot. This is a flow
chart of how those projects are selected:

-
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Mission and LWMS Support

LWMS is women dedicated to serving Jesus by increasing awareness of, interest in, and
support of the mission outreach of the Wisconsin Evangelical Lutheran Synod (WELS).

Mission Offerings

Mission offerings are an important element of our organization. Ask individuals to
contribute gifts via check, cash, or the mission box. Provide a location or method to turn
in mission boxes or gifts on a regular basis, particularly before rallies if you belong to a
circuit. If you participate in a circuit, send a check prior to the spring and fall rallies to the
circuit treasurer. Of this money, 75 percent is disbursed by circuit direction using the Home
and World Missions Projects booklet and 25 percent is sent by the circuit treasurer to the
LWMS Central Office for distribution at the annual convention. If your congregation is not
participating in a circuit (non-circuit), you may remit your entire mission offerings by May
25 of each year to the LWMS treasurer c/o the Central Office for distribution at the annual
convention. Or you may remit 25 percent of your mission offerings to the LWMS treasurer
c/o Central Office for distribution at the annual convention and remit 75 percent to mission
projects your congregation selects from the Home and World Missions Projects booklet.

There are additional ways for individuals, congregations, and circuits to support LWMS.

Mission and Ministry Endowment Fund

The Mission and Ministry Fund is an endowment established several years ago from a
large gift bequeathed to LWMS from a member through her estate. Each year a
percentage of the total fund (currently four (4) percent) is used to support a mission
project selected by the board of directors. This fund generates interest income and also
increases or decreases in the fund value. In a good economy, the fund earns enough
yearly interest to cover the money that is withdrawn from the fund to be given to the
selected project. Donations can be made to this fund. Send a check marked for “Mission
and Ministry” to the LWMS Central Office.

Special Gifts and Memorials Fund

Money from this fund is used to purchase computers, copiers, and other office equipment
for the LWMS Central Office and to keep the equipment of the organization in good
repair. The operation of this equipment is imperative for communication to and with the
LWMS membership. Money from this fund is not used to support world or home mission
projects. Donations can be made by sending a check to the LWMS Central Office
marked “Special Gifts and Memorials”

Working Fund and Underwriting

Working fund money, used to keep LWMS functioning, comes from yearly dues, calendar
sales, and donations. The working fund pays for office rent, salaries, insurance, mailings,
board meetings, etc. At times expenses will exceed the amount of money received and
the board will make special requests for donations to help cover expenses. The board of
directors has also developed an underwriting list. This is a list of items posted on the
LWMS Web site that individuals, congregations, or circuits can select to underwrite
(through donations) to help LWMS.
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LWMS Video and kids c.a.r.e.

care about reaching everyone with the gospel is the meaning behind c.a.r.e. and each
reporter should be familiar with this acronym. An LWMS video on DVD was distributed
in 2008 to every member congregation. This video is also available to congregations
who subscribe to the WELS Connection video series. It is located in the Christian
Resources Section. It is located on the LWMS Web site as well. This LWMS DVD may
be presented to entire congregations, at women’s gatherings, mission fairs, and with
friends in on-on-one situations. This six-minute video states the purpose of LWMS and
the ways LWMS benefits women, congregations, and missions.

kids c.a.r.e. was initiated at the 42nd LWMS Annual Convention in 2005. The purpose
is to instill a heart for missions in our children—kids who care about reaching everyone
with the gospel. The board of directors approves a project and it is announced at the
annual convention.

To date, each year fifteen thousand kids c.a.r.e. mission boxes are printed and
distributed for children of all ages to participate as individuals or through Sunday
schools, Christian elementary schools or Lutheran Pioneers. Offerings rotate between
world and home mission projects.

An introductory kids c.a.r.e. letter is given along with the boxes ordered. Each mission
box includes the current mission project, a place for the child’s name, and the LWMS
Central Office information. The most important feature on the box is the prayer as this
project encourages our children to pray for the selected mission project.

To order kids c.a.r.e. materials use the Resource Catalog
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Membership General Overview

LWMS Bylaws ARTICLE II: LWMS is women dedicated to serving Jesus by increasing
awareness of, interest in, and support of the mission outreach of the Wisconsin Evangelical
Lutheran Synod (WELS).

Our current membership stands at approximately 900 congregations across the United
States, Canada, and Antigua. LWMS is divided into three levels: local, circuit, and
international . Membership is by congregation with a payment of the $75 membership dues
annually to LWMS. Individual women who are members of non-member churches may have
an individual membership by paying the $40 membership dues annually.

LOCAL Member congregations and individual members constitute the local level. Each
congregation is asked to select a "reporter."” The reporter is the link between
the local congregation and the circuit. All correspondence comes to her, and it
is her responsibility to:

- Promote mission awareness with information from LWMS.
Send the annual membership dues for her congregation to the LWMS
Central Office by April 1 each year.
Collect mission offerings from the women of her congregation at least semi-
annually.
Send annual ballot(s) for board of directors and mission projects to the
LWMS secretary.

CIRCUIT Congregations in a close geographical area may form a circuit. Circuit
membership is encouraged. Circuit officers are selected and mission projects
are chosen at their spring or fall rallies. There is no membership fee, but a free-
will offering is taken at the rallies to cover operating expenses.

Congregations, who are members of a circuit, send 100 percent of their
mission offerings to the circuit treasurer, of which 75 percent is sent to the
circuit mission projects and 25 percent is sent to the LWMS Central Office for
the LWMS organization-wide mission projects. Each circuit is assigned world
and home mission/missionaries through Befriend A Mission.

INTERNATIONAL
The international level is administered by a nine-member board of directors
elected by ballot. Some of the special duties of the board are to:
- Encourage spiritual growth of the membership.
Promote mission awareness.
Plan the annual convention.
Produce the Spring and Fall Newsletters.
Produce the Convention Registration Newsletter.
Produce a yearly Prayer Calendar.
Produce the Home and World Missions Projects booklet every other year.
Maintain the LWMS Web site.
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LWMS Structure

Board of Directors

President Secretary
President-elect Treasurer
Vice President Pastoral Advisor

Communications Coordinator Pastoral Advisor
Spiritual Growth-Mission Awareness Coordinator

Circuits

Circuits are made up of member congregations within a geographical area. Each circuit
has elected officers and they are in charge of the spring and fall rallies.

Member Congregations

Each member congregation elects or appoints a reporter who serves as the
communication link to the women in the congregation. All women in member
congregations are members of LWMS. A congregation that elects not to be a member of a
circuit is referred to as a non-circuit member.

Central Office

The Central Office, located near Milwaukee, serves as the organization’s communication
center by providing information, materials, and record keeping for the board of directors,
the circuits, and member congregations.
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Central Office

The Central Office of the Lutheran Women's Missionary Society serves as a focal point for
the workings of the organization for the board of directors, circuit officers, reporters, and
individual members.
The Central Office:
Fills orders from the Resource Catalog.
Keeps records for the organization.
Maintains a computer file of letters, forms, handbooks, etc.
Maintains a current list of circuit officers.
Maintains the membership list with current addresses of reporters.
Organizes volunteer staff to assist with mailings.
Prepares and sends mailings under the direction of the board of directors.
Processes convention registrations.

Receives mission offerings and sends notification to LWMS treasurer.

Responds to requests from members and the board of directors.

LWMS CENTRAL OFFICE

8410 W. Cleveland Avenue, Suite 104
West Allis, WI 53227-2742
(414) 321-6212 FAX (414) 321-6258
E-mail: centraloffice@Ilwms.org
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Central Office Schedule of Mailings

January February March April
Convention Registration | Spiritual Growth The board of directors
Newsletter Woman Spiritual ballot and candidate
Growth in Focus information
Membership forms publication
Mission offering
Convention minutes (as projects ballot and
approved by delegates) information
Mission offering projects Spring Newsletter
update
Other as determined
by the board of directors
May June July August
Convention delegate Spiritual Growth Board of directors listing
mailing Woman Spiritual
Growth in Focus Resource Catalo
publication 9
updates
Befriend A Mission
(BAM) assignments to
circuit vice presidents in
August-September of
even years
Prayer Calendar
promotion and order
form
Other as determined
by the board of
directors
September October November December

Convention minutes to
delegates for approval

Nomination form for
board of directors

New pastor mailing

Other as determined
by the board of directors

Fall Newsletter
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LWMS Standing Committees

LWMS Bylaws: ARTICLE VIII — Committees C. Standing committees exist to assist the
board of directors in the operation of the organization. Membership on these
committees is on a three-year rotation with a new member being appointed every year.
Application forms for these committees are available from the LWMS Central Office and
on the LWMS WEB site. All LWMS members are eligible for these committees.

Bylaws Committee

Reviews the LWMS bylaws annually and makes recommendations to the board
of directors.

Receives recommendations from the board of directors.

Prepares amendments to the bylaws for presentation to the membership.
Reviews circuit bylaws and makes recommendations.

Communications Committee
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Writes, edits, and publishes the Convention, Spring, and Fall Newsletters.
Edits and publishes the convention binder.

Writes, edits, and publishes the LWMS, BAM, and Individual Membership
brochures.

Edits and publishes the Home and World Missions Projects booklet.

Writes articles for other publications as requested by the board of directors.
Works on other projects as directed by the board of directors.
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Convention Delegate and Alternate at the
Annual LWMS Convention

Bylaws: ARTICLE IV — Organization D.1. reads: Each  member congregation shall be
entitled to one delegate and one alternate atthe a  nnual convention. ARTICLE IX — Member
Congregation E.6. reads: The reporter shall see to it that a delegate and alternate from her
congregation are appointed or elected by May 1 for the annual convention held each
June. The delegate will serve to ratify necessary b  usiness presented at the annual
convention by the board.

The annual convention of the Lutheran Women's Missionary Society (LWMS) is an opportunity for
LWMS members to be inspired, gather information, share ideas, find new ways of aiding those
who are proclaiming God's Word, hear the latest happenings in the LWMS, and learn new ways to
increase mission awareness. Everyone is welcome to attend conventions but only women of a
member congregation may serve as a delegate or alternate.

As a delegate or alternate at a convention there is an opportunity to participate in the direction
the organization will take in the future. A reporter has the privilege of appointing the women who
will represent her congregation as delegate and alternate at the business meeting, or they may be
elected by her group.

Responsibilities of the delegate:

. Attends the convention business meeting and sits in the designated delegate area.

. Reviews and is prepared to comment on information sent to her by the board of directors.

. Participates in the discussion and presents the wishes of the women in her congregation.

. Presents motions during the business meeting.

. Observes basic parliamentary procedures as follows: Stands to be recognized by the
president; gives her name, delegate number, and congregation. Presents her motion by
stating, "I move that M (If it is long, have it in writing for
the president.) Be seated, or stand back from the microphone while the president repeats
the motion and calls for a second. If it is seconded the president will call for discussion. The
delegate presenting the motion has the first right to address the reason for her motion. Then
she is seated. Once discussion has ended, the president will restate the motion and call for
the vote and announce the result.

6. Encourages others to attend the convention.

7. Shares with her congregation information and experiences in a special report.

apbrh wnN Bk

NOTE: Remember, voting for board of directors and mission projects is done by mail-in ballot.

Responsibilities of the alternate:

1. Attends the convention business meeting and sits in designated alternate area.

2. If the delegate is unable to attend the business meeting, the alternate will re-register with
the credentials committee as the delegate. This is to keep the count accurate and ensure
only one person is credentialed as a delegate for each congregation.

3. Helps the delegate prepare and present convention information to their congregation.
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Finding Leaders in LWMS

Women active in LWMS want all women of WELS to feel the joy of serving their Savior
through this organization. How do we find leaders?

1.

2.

More ti
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Pray.

Be prepared to answer questions — What is the person expected to do? Will
the person be working alone or with someone else? What support and
resources will be available to help? What deadlines need to be met? How
much time will it take?

Choose a person with the talents to match the offic e. Who has the skills,
talents and abilities to serve in this office? Who is able to make the necessary
commitment? Who is interested?

Clarify what you are going to say. State the mission of LWMS. Why do you
serve as a leader? What benefits have you received from serving? Why did you
think of this person for the task? Be enthusiastic. Help them see how a
leadership position in LWMS will be a good use of their time and gifts. People
are honored to know they have been asked to volunteer because others
recognize their skills, talents and abilities. They will know that “not just
anybody” was asked to do this task.

Connect with the person by making a personal contac t. Accordingto a
1999 Independent Sector Survey, 90 percent of those directly asked to
volunteer said “Yes”. Tell the person how he or she can make a difference.
Remember to identify the person’s interests and abilities as reasons you are
asking.

Close the discussion with a commitment to follow up with the person . If
this specific opportunity did not work out for the person, commit to contacting
him or her again when there is another opportunity for the person to get
involved. Respect the decision and proceed to invite the person to events.
Continue the relationship ~ the person may say “yes” the next time. Thank the
person for considering the request. If the person agrees to serve as an officer
of LWMS, follow up periodically to see how things are going.

ps:
Recruit early — start looking long before you absolutely need to.

Look for people who are active in Bible study classes.

Focus on new members. Make them feel welcome by inviting them to activities.
Keep asking.

Show your excitement and motivation about LWMS; it will rub off on others.
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TO: DATE:
FROM:
SUBJECT: BEFRIEND A MISSION PROGRAM PRAYER/WISH LIS T

Lutheran Women'’s Missionary Society (LWMS) wants to support those who serve in WELS
home and world mission fields.

Would you take a few moments to fill out the form below and on the following page so that we
know how we can best serve your particular needs and the needs of your mission? | will share
your responses with the LWMS groups in my circuit.

If you received this form by e-mail, you should be able to tab from one information section to the
next.

Contact/Family Information
Your name: Birthday:

Spouse’s name: Birthday:
Wedding Anniversary:

Address:

Phone: Fax:
E-mail:

Children’s names and birthdates (Please indicate male/female):

Name of Mission:

Address:

Do you have any mission stats you'd like to share?
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Prayer/Wish List
For the Mission
Special prayer needs:

The missions in the Befriend A Mission program are reassigned every two years. Does
your mission have specific project it plans to start or complete in the next two years?

Is there a special project we can either help fund or help create?

For Your Family:
Special prayer needs:

Family “Wish List” (food or other gifts we could send)

For Missions in Foreign Countries
Do you have tariffs to pay on goods sent?

Goods prohibited:

May | share your e-mail address?

Best way to address letters/packages:

Any special packaging instructions?

Thank you for your responses; | look forward to sharing your information with the
women in my circuit. May the Lord grant you grace and peace in full measure!

Return this sheet to:
Name:

Address:

E-mail:

Phone:
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Befriend A Mission Response Form

REPORTERS: Please complete this form for the previous yearan  d mail it to the
circuit vice president by January 1 .

During the previous year, 20 , our LWMS women di  d the following for our
Befriend A Mission assigned missions/missionaries:

Prayers!
Notes/cards/letters

Sent the following: (Please give a brief description.)

Other projects orideas (Please give a brief description.)

Did not participate this past year

Thanks for your help! Any special Befriend A Missio n ideas received will be made
available through the Resource Catalog available from the LWMS Central Office.

Reporter:
Date
E-mail: )
Phone
Church/Address:

Please return this form to your Circuit Vice Presid ent

Circuit Vice President Name:

Address:

Phone: ( ) Fax: ( )

E-mail:

Circuit;

R-12
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Change of Name/Address for Reporter or Pastor Form

NOTE: Send this form only _ if a name change or address change occurs.

(Date)

Congregation:

(Circuit Name or Non-Circuit)

Address:
New Reporter : Yes No New Pastor : Yes No
Name: Name:
Address: Address:
(Zip/Postal Code) (Zip/Postal Code)
Phone: Phone:
Fax: Fax:
E-mail: E-mail:

(Name of Outgoing Reporter)

If you are a new reporter, do you have the followi

Reporter's Handbook
LWMS Flyer

Befriend A Mission Flyer

(Name of Outgoing Pastor)
ng items?

Yes No

Thank you for the above information. We will send you the items that you need.

Reporter's Signature

SEND ONE COPY TO — LWMS Central Office, 8410 West C leveland Avenue,
Suite 104, West Allis, Wl 53227-2742

IF YOU BELONG TO A CIRCUIT - Send one copy to circ uit secretary

07/11
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Circuit Member Congregation List

CIRCUIT SECRETARY: Please send a Circuit Member Congregation List as soon as
possible after the Spring Rally but no later than June 1. Please indicate circuit name, the
date, names, addresses, and e-mails (if applicable) of each circuit member congregation,
the pastor(s), and reporter(s). E-mail to the LWMS Central Office at
centraloffice@Ilwms.org or mail to them at 8410 West Cleveland Avenue, Suite 104, West
Allis, WI 53227-2742. As changes occur, resend this form.

Circuits may elect to have a Circuit Non-member Congregation List and it should follow
this same format and be submitted in the same manner as the Circuit Member
Congregation List.

Circuit Member Congregation List

Date

Congregation Name Pastor Name Reporter Name
Address Address Address

E-mail E-mail E-mail
Congregation Name Pastor Name Reporter Name
Address Address Address

E-mail E-mail E-mail
Congregation Name Pastor Name Reporter Name
Address Address Address

E-mail E-mail E-mail

(Continue on back or on additional pages as needed.)
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Circuit Officer List

CIRCUIT SECRETARY: Please send a Circuit Officer List as soon as possible after the
Spring Rally elections but no later than June 1. Provide the name, complete address,
phone numbers including area codes, e-mail (if applicable), congregational membership
and term (example: 2007-2009). A sample listing is started below. Please star (*) new
officers to assist the LWMS Central Office . E-mail to the LWMS Central Office
at centraloffice@lwms.org or mail to them at 8410 West Cleveland Avenue, Suite 104,
West Allis, WI 53227-2742. As changes occur, resend this form.

For20 -20 Name of circuit:

President: Term:
Address:
Phone number(s) including area code:

E-mail:

Congregation name, city, state/province:

Vice President
President-elect (if applicable)
Secretary

Treasurer

Pastoral Advisor

Spiritual Growth Woman
Spiritual Growth Woman
Spiritual Growth Pastor

Spiritual Growth Pastor

(Continue on back or on additional pages as needed.)
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Membership Form

Congregations (including exploratory congregations and foreign mission congregations)
who are members of the Wisconsin Evangelical Lutheran Synod or of churches with
whom this synod is in fellowship are eligible for membership.

The congregation’s membership extends the privilege of participation in the programs of
the LWMS to all women holding membership in the congregation.

Congregations that wish to become members of the organization may do so by applying
for membership on the form (shown below). Complete the form and send it to the LWMS
Central Office along with the membership dues of $75. Dues are renewable yearly.

__New __ Renewal LW M S

(June 1, 20__-May 31, 20_ ) 1
§75.00 Membership Form
(Please Type or Print Firmly) Circuit
Name of Congregation Reporter's Name
Mailing Address Reporter's Mailing Address
City, State/Province, Zip/Postal Code City, State/Province, Zip/Postal Code
MAILING MUST BE POSTMARKED BY APRIL 1 Reporter's Phone Number (Including Area Code)
Reporters—before mailing, be sure:
Form is signed by pastor Reporter's E-mail address
All information is correct and complete
Check for $75 is enclosed, payable to: Are you a new reporter? Yes No
LUTHERAN WOMEN'S MISSIONARY SOCIETY Are you a new pastor? Yes No

Please send white and yellow copies to:
LWMS Central Office

8410 W. Cleveland Ave., # 104, West Allis, WI 5322 7

Keep pink copy for your records Please accept our working fund contribution of

over and above the regular $75 membership dues.

Pastor's Name

Pastor’s Signature

Pastor’s Mailing Address

Pastor’'s Phone Number (Including Area Code)

City, State/Province, Zip/Postal Code

Pastor’'s E-mail address

If more than one reporter, or more than one pastor, serves this congregation, please indicate addition al name(s) and address(es) on a

separate sheet of paper.

R-7
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Mission Offering Transmittal Form

CIRCUIT TREASURER: Please remit twenty-five percent (25%) of mission offering funds
collected from congregations within a circuit to the LWMS Central Office/treasurer by May
25. Many circuits, however, send in their receipts after the fall rally and again after the
spring rally; thereby allowing the LWMS treasury to earn more interest as its accounts are
larger.

NOTE: All mission offering funds received by May 25 will be included in the current
year’'s Mission Offering Projects.

Date:

Circuit Name:

Please check one: Fall Spring

Amount Enclosed: $

Make checks payable to: Lutheran Women's Missionary Society

Send to: LWMS Central Office
Attn: LWMS Treasurer
8410 W. Cleveland Ave., Suite 104
West Allis, WI 53227-2742

Submitted by (please print): Name:

Phone:

E-mail:

Address:
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Rally Report - Fall

CIRCUIT SECRETARY: Please complete a report within 30 days after the rally and
send it along with the rally and circuit board meeting minu tes to LWMS president-
elect at presidentelect@lwms.org or mail to the LWMS Central Office at 8410 W.
Cleveland Avenue, Suite 104, West Allis, Wl 53227-2742.

Circuit Name:

Fall Rally Date:

Registration Time:

Rally Location (church, city, state/province):
Number in Attendance:

Program Speaker:

Subject:

Spring Rally Date:
Registration Time:
Rally Location (church, city, state/province):

Program Speaker:

Subject:

Secretary Name:
E-mail:
Phone:
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Rally Report - Spring

CIRCUIT SECRETARY: Please complete a report within 30 days after the rally and
send it along with the rally and circuit board meeting minu tes to LWMS president-
elect at presidentelect@lwms.org or mail to the LWMS Central Office at 8410 W.
Cleveland Avenue, Suite 104, West Allis, Wl 53227-2742.

Circuit Name:

Spring Rally Date:

Registration Time:

Rally Location (church, city, state/province):
Number in Attendance:

Program Speaker:

Subject:

List the mission offering project names and numbers voted to be supported for the
coming year.

Example: Home Missions Project #15 — WELS-Canada
Nigeria Project #7 — Preseminary Classes

List the newly elected officers by office, name, years of term, and term number.

Example: President, Susan Jones, 2007-2009 (second term)
Treasurer, Martha Hues, 2007-2009 (first term)

Fall Rally Date:

Registration Time:

Rally Location (church, city, state/province):
Program Speaker:

Subject:

Secretary Name:
E-mail:
Phone:
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LWMS Talent Sheet

Many of you are already very active within
your own congregations. We join your fellow
members in praising God for your service to
the Lord! Many of you may also be looking
for additional ways in which to use the gifts
that God has given you. If so, please fill out
this Talent Sheet and return it to your
congregation's LWMS Reporter by

. This sheet will be on file
with your reporter and/or your circuit vice
president. We will be contacting you when
there is a need for your gifts. Thanks for
your willingness to serve the Lord through
LWMS!

Arts & Crafts

Banner or Flyer Designs (Artist)
Banners

Mission Displays

Mission or Fun Projects

Table Centerpieces

Other

L

Computer Skills

PowerPoint presentations
Database

Word Processing

Web site management
Other

L

|

Musicians
_____Choir Director
_____ Choir Member
_____Soloist
____Small Group
____ Organist
___Pianist
____Instrumentalist

Public Speaking

Bible Study
LWMS Awareness
kids c.a.r.e. Presenter
Mission Awareness
Master of Ceremonies
Motivational Speaker

UL

07/11

CIRCUIT

CONGREGATION

LOCATION

NAME

ADDRESS

E-MAIL

PHONE

Writing Skills

Newsletter articles

Edit articles

Promotional Flyers
Inspirational/Spiritual Growth
Idea file

Other

L]

Audio-Visual Skills
____Presentation Technician
____Photographer
_____Videographer

Other

Potential Office Holder (circle level)
____Reporter (local)

____President (circuit/board of directors)
____Vice President (circuit/board of directors)
_____Secretary (circuit/board of directors)
____Treasurer (circuit/board of directors)
_____Spiritual Growth (circuit/board of directors)
_____Standing Committee

(Bylaws, Communications)

Suggested names for:
Pastoral Advisor
Spiritual Growth Pastor

Other Skills and Talents

R-29
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Vice President Talent Tally Report

CIRCUIT VICE PRESIDENT: Please compile information if the circuit uses the LWMS
Talent Sheet and make it available at each circuit officer meeting.

Using a spreadsheet is a helpful way to keep track of all this information, including the
date the individual/congregation submitted the forms. Keep the original talent sheets on
file for two years.

If an individual submits her name as a candidate for any office, submit that information to
the circuit president or LWMS president-elect at presidentelect@Iwms.org. If submitting a
written report, it may be mailed to the LWMS Central Office at 8410 W. Cleveland
Avenue, Suite 104, West Allis, WI 53227-2742. Include the date, your name, address,
phone, e-mail, and circuit.
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