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Trinity United Methodist Church, Richland Center, Wisconsin

The Memorial Committee (MC) is defined as “a program committee within the church charged to solicit, monitor, and use in support of the church’s mission statement memorial and honor gifts given to the church.”
 
The Memorial Committee (1) acts as the church’s resource for these gifts, (2) provides sensitive advice for grieving family members at the time of a professing or baptized member’s or another individual’s death regarding designation for that memorial gift, and (3) recommends to the church specific uses for all undesignated memorial and/or honor gifts.  The Memorial Committee is charged not to retain gifts for long periods but to use them with respect and dignity in a timely fashion. 

The Memorial Committee’s policies and procedures are designed to complement the current mission of the church: “to become growing followers of Jesus Christ and to reach out to others in unconditional love because God first loved us.”  The Memorial Committee does not have a separate mission statement.
The Memorial Committee functions and operates at the discretion of the Church Council (Alexander, Cropsey, & Reist; p. 199, no. 5; 2012).
This statement of policies and procedures will include the following:  (1) establishing leadership and membership, (2) accumulating capital, (3) donating physical objects, (4) maintaining open communication, (5) facilitating special projects, and (6) seeking review and approval.  Appendix A lists committee leadership duties and responsibilities.



Establishing Leadership and Membership

The Memorial Committee shall consist of a minimum nine members representing church leadership and church membership.  Committee membership is approved annually at the church’s charge conference.  Membership within the committee will be composed of the following:

Ex-Officio			Church Leadership			Standing Membership

Pastor  			Finance Committee Chair		Four at-large members  
Church Council Chair		Trustees’ Chair		
Church Lay Leader
  
Ex-officio members maintain voting rights on the committee and serve until respective terms expire or upon resignation.  Leadership chairs may appoint a representative to serve on this committee from their respective committees.  Standing members serve an unlimited committee term until a request to resign is made to the Memorial Committee chair.  The Memorial Committee reserves the right to seek approval from the Church Council for additional “standing members,” as the need may arise.

Leadership positions within the Memorial Committee are as follows:  (1) chair, (2) recording secretary, and (3) treasurer.  The committee’s members elect all leadership positions yearly from the committee’s “standing membership” list; the committee is not required to seek approval for these elected positions from any other source.  Members elected to leadership positions will serve one-year terms; however, they may be re-elected for an unlimited number of consecutive terms.  See Appendix A for a list of major duties and responsibilities for each leadership position.  

Because the Memorial Committee maintains a separate set of financial records and accounts to perform its work, the Church Treasurer/Financial Secretary may serve as a “standing member” of the Memorial Committee and may be elected as the committee’s treasurer.



Accumulating Capital

The Memorial Committee actively seeks suggestions from its members, church leadership and committees, and church members for projects, programs, services, or causes to be funded through memorial and honor gifts.  The Memorial Committee does not allow the addition of plaques or labels for gifts.  However, the gift will be recorded in the church’s public Book of Remembrance (displayed in church library) and dedicated during the appropriate All Saints’ Day service on the first Sunday in November of each year.   

The Memorial Committee will develop a public relations campaign to educate the church membership about the following two gift categories:  

· Memorial gifts.  A memorial gift is a donation to the church in memory of a deceased individual.  Memorial gifts may be given by Trinity members or by the deceased individual’s family.

· Honor gifts.  An honor gift is a donation to the church in honor of a living individual.  This living individual may also be the donor.  Honor gifts may be given by Trinity members or by an individual’s family for a specific project, program, service, or cause or for an undesignated cause.  

The Memorial Committee does not establish a specific monetary threshold by which capital (memorial or honor) is maintained by the Memorial Committee or turned over to the church Trustees for investment and/or use.  Should a gift of any amount be given as a memorial or as an honor gift, the Memorial Committee will temporarily hold (in a non-interest bearing account) the capital funds until appropriate communication can be conducted among the Memorial Committee, Trustees, and Finance Committee.  The Memorial Committee reserves the right to instruct the Trustees to investigate long-term investment options for such a gift.  The Memorial Committee maintains the right to authorize use of such an investment.  The Memorial Committee chair assumes the responsibility to communicate with the donor/s regarding this investment and its potential use.

The committee reviews all ideas before they are categorized and prioritized for the church’s “wish list,” which is maintained and monitored by the Memorial Committee.  Changes to the “wish list” will be communicated by the Memorial Committee Chair to the Church Council and chairs of Finance and Trustees.  All funding ideas must fall within the framework of the short- and long-term visionary plans for the mission of the church.  The Memorial Committee reserves the right to prioritize and to solicit funds for its own projects, programs, services, or causes (e.g., Trinity Scholarship) separate from the church’s official “wish list.”

Memorial or honor gift categories are labeled as follows:  

Designated Giving

	Designated giving is defined as “a memorial or an honor gift given to the church for a designated cause.  The designation can be made by an individual, a family, or by the Memorial Committee.”  The Memorial Committee reserves the right to approve or to reject, upon proper consultation with the individual or the family, the designation.  Upon rejection, the Memorial Committee chair will work with the individual or the family to develop a more appropriate designation that would complement the short- and long-term visionary plans for the mission of the church.  

Families or individuals are allowed two years from the date of the gift to designate a specific use for that gift.  After two years, the chair, upon approval of the Memorial Committee members, will contact the family or the individual with a suggested designation for the gift.  The treasurer’s monthly report will record this gift within the “designated” category with a note that the specific use will be announced later.     

	The Memorial Committee will develop an appropriate public relations plan for designated giving.  The Committee pledges to use designated gifts within five years from the date the account was named.  If after five years no funds from the designated, named account have been used, the chair will attempt to contact the individual or the family to offer advice for a redesignation of the funds.
	
If repeated attempts (letter/s, phone call/s, etc.) remain unanswered, the chair will seek approval from the committee members to redesignate the account.  A final notification of this action will be communicated by the chair to the individual and/or family.           

Undesignated Giving

	Undesignated giving is defined as “a memorial or an honor gift given to the church for an undesignated cause.”  The Memorial Committee reserves the right to use these funds as determined by church need or based on its prioritized list of projects, programs, services, or causes.  Proper communication, as determined by the chair, will be sent to the individual and/or family indicating how these funds will be used by the church.

The Committee pledges to use undesignated gifts within two years from the date the account was named.  If after two years no funds from the undesignated, named account have been used, the Memorial Committee will designate the use the funds.



Donating Physical Objects

	Any item donated to the church must be accepted or declined by the Memorial Committee as determined by church need or based on the committee’s prioritized list of projects, programs, services, or causes.  The object must be donated to the church without conditions or restrictions (i.e., financial, placement, use, color, etc.) and must allow the church full ownership of the object.  The Memorial Committee reserves the right to sell the object and use the funds as determined by church need or based on its prioritized list of projects, programs, services, or causes.

	If the church expresses a need for a specific item and solicits requested giving toward that item, but the item is donated instead, the Memorial Committee, upon consultation with the original requester, must decide to accept or to decline the item donation as it may/not fit all criteria for the needed item.  Any item not accepted should be returned within two weeks of contact with the original donor.  If the donor does not want the item back, the Memorial Committee may use the item in any way it feels appropriate, including sale or donation of the item.    



Maintaining Open Communication

Communication is essential for an effective committee; thus the Memorial Committee is committed to initiate and to maintain open communication with Trinity members and specific church committees.  Communication methods will include, but not limited to, articles in the church newsletter; announcements in the church bulletin and from the lectern; letters, memos, e-mails, and phone calls; and representation at appropriate committee meetings.  

The Memorial Committee will develop and update, as needed, a brochure summarizing gift giving for church members and their families.  This brochure will be distributed to area funeral services, cremation services, and other appropriate outlets.  

The Memorial Committee will maintain regular communication with the Church Council, Trustees, and Finance Committee.  Other church committees will be consulted as needed.  In addition, the Memorial Committee assumes that church committees will also remain in contact, as needed, with the Memorial Committee chair.  



Facilitating Special Projects

Trinity United Methodist Church Scholarship Account

The Memorial Committee maintains and administers the Trinity scholarship.  This scholarship is the only investment account held by the committee.  Dependent on the account balance, the committee strives to distribute two scholarships per calendar year.  The committee’s chair, recording secretary, and church administrative assistant possess the scholarship guidelines and the application form.  

The chair is responsible to announce to the church membership the scholarship details no later than the last Sunday in November (United Methodist Student Sunday).  Applications are accepted from December through March with an announcement of the scholarship recipients in April.  A working group within the full Memorial Committee membership reviews all scholarship applications.  The chair (or a committee designee) may attend a high school student’s awards ceremony to present the scholarship.  All scholarship recipients will be recognized during a church service in May.  Monetary awards are given to the recipients according to the scholarship guidelines.

The Memorial Committee recognizes this scholarship as a high priority when soliciting memorial or honor gifts.
     
All Saints’ Day Services of Remembrance and Gift Consecration/Dedication

The United Methodist Church designates the first Sunday in November as All Saints’ Day.  The Memorial Committee facilitates this service as it remembers those deceased professing and baptized Trinity members as well as a consecration/dedication of memorial and honor gifts (including the official Book of Remembrance) used from the committee funds during the previous year.  The year is the twelve-month period from the previous All Saints’ Day service.

The chair assumes the responsibility to work with the pastor to plan the service and to prepare the appropriate written and visual materials.  Family members (of the deceased member) and individuals will receive a special invitation to this service as applicable to the service of remembrance and/or the consecration/dedication of gifts.  

The service will be reviewed and approved by the Memorial Committee and Worship Committee members.  The church administrative assistant, the committee chair, and committee recording secretary will maintain an archive of All Saints’ Day services.

Trinity’s Wish List

The Memorial Committee maintains the church’s official “wish list” of projects, programs, services, or causes for which funds could be used.  The committee reserves the right to prioritize this list and will actively seek memorial and honor gifts for this use.  The “wish list” will be widely distributed to all church members and to all church committees.    

The “wish list” is a living document, which means it will change quite frequently as deletions and additions occur.  The chair will communicate with the Trustees and the Church Council when significant changes are made to the “wish list.”  The committee expects that other church committees will communicate with the Memorial Committee chair when specific “wish list” items should be added or deleted.

Memorial Committee members and the church administrative assistant maintain the most current “wish list.”  



Seeking Review and Approval 

The “Memorial Committee Policies and Procedures” will be reviewed and approved as follows:

	Review/Approval
	Date

	1. Memorial Committee
	Tuesday, September 10, 2013

	2. Church Council
	Monday, September 16, 2013

	3. Finance Committee (review only)
	Wednesday, October 2, 2013

	4. Trustees (review only)
	Monday, October 14, 2013

	5. Church Conference
	Sunday, December 8, 2013

	



The Memorial Committee reserves the right to modify its policies and procedures as needed.  This statement was developed by Memorial Committee members Jerry Bower, Bill Busch (pastor), Paul Murphey (chair), and Melissa Sprecher. 
Signatures


													
Pastor Bill Busch								Date	


													
Chair Paul Murphey								Date	
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Appendix A:  Committee Leadership Duties and Responsibilities   
Major duties and responsibilities for each leadership position include, but not limited to, the following:

Chair

· Serve as a member of the Church Council.
· Maintain regular, open communication with pastor, Church Council, Finance Committee, Trustees, church membership and families, church administrative assistant, church membership secretary, and Memorial Committee’s leaders and members.
· Assist the committee’s recording secretary to maintain all necessary records.
· Assist the committee’s treasurer to maintain all necessary records.
· Plan and conduct productive membership meetings at a minimum one per quarter.
· Administer the Trinity United Methodist Church Scholarship.
· Maintain, monitor, and update, as needed, the church’s official “wish list” of projects, programs, and services.
· Seek counsel from pastor, committee members, and other church leadership and respective committees for use of Memorial Committee funds.
· Communicate with church membership through announcements and/or written articles in the church’s newsletter regarding Memorial Committee priorities, solicitation of funds, and use of funds.
· Lead all marketing/public relations efforts to promote memorial and honor giving.
· Monitor, update, and submit, as needed, committee information and documents to the official Webmaster for the Peace/Trinity Website.  
· Coordinate with the pastor and the Worship Committee the yearly All Saints’ Day service and dedication of gifts.  
· Maintain, monitor, and update, as needed, the Memorial Committee’s Statement of Policies and Procedures.
· Respond in a timely manner to the requests and needs of the committee members, church leadership and committees, and church membership.
· Appoint “work group” teams, as needed, for special projects.
· Deliver monthly financial reports to the chairs of Church Council, Finance, and Trustees.
· Complete necessary form as directed by the Church Treasurer for the committee’s financial request from the church’s general budget.
· Develop, as needed, estate-planning workshops and seminars for Trinity members with local and conference experts and professionals.      

	The chair does not have the right to use Memorial Committee funds without appropriate consultation, as determined by the chair, from committee members, church leadership, and/or the pastor.     
        

Recording Secretary

· Record accurate minutes for each committee meeting of the full membership.
· Deliver to the chair and committee members a copy of the minutes.
· Place a copy of the minutes with its applicable agenda within the church’s official record of committee meetings; deliver to the church’s administrative assistant a copy of the minutes with the appropriate agenda.
· Maintain the official, public church’s Book of Remembrance.
· Coordinate the procedure to write thank you notes/cards for each individual gift.
· Compose and deliver a letter of condolence and offer of assistance to a deceased individual’s family.  
· Acknowledge to the family in letterform a list of names and donations given to the church as a memorial gift; coordinate with the committee’s treasurer for the list and the appropriate time to send the letter.  
· Maintain open communication with the church’s administrative assistant and membership secretary in order to receive accurate information about a member’s/individual’s death. 
· Maintain open communication with the committee’s chair and treasurer.  

	The Memorial Committee chair reserves the right, upon verbal agreement with the recording secretary, to assume some of the above-mentioned responsibilities.

Treasurer

· Maintain accurate financial records of the committee’s funds.
· Deliver to the chair a monthly report of accounts.
· Consult with the chair, as needed, for disbursement of funds.
· Consult, as needed, with the church’s Treasurer/Financial Secretary to maintain open communication.  
· Present latest financial information at each committee meeting of the full membership.
· Monitor and report monthly the current balance within the scholarship investment account. 

The treasurer does not have the right to use Memorial Committee funds without appropriate consultation, as determined by the treasurer, from committee chair, committee members, and/or the pastor. 

The Memorial Committee chair reserves the right, upon verbal agreement with the treasurer, to assume some of the above-mentioned responsibilities.



