PWOC HEART AND HAND USA:  Financial Secretary



RESPONSIBILITIES
The job of Financial Secretary is one that touches each aspect of the ministry of PWOC as she acts as the liaison between the board and the chapel staff to secure funding for each PWOC need.  The Financial Secretary is responsible for understanding and accounting for the financial needs of PWOC.  This means:

· anticipating funding requirements by developing a budget with the help of other board members and knowledge of past funding requirements;

· presenting the budget to the PWOC Chaplain Advisor and working with him/her to determine what funds might be made available to PWOC;

· understanding the way funds are made available to PWOC; and

· tracking how PWOC spends its allocated funds to meet the needs of the group and its activities.

NOTE:  Funds’ procedures at each installation and in each service branch can vary greatly.  This outline of duties is merely a proposed list.  Actual Financial Secretary duties vary greatly.  It is imperative that the Financial Secretary, President, and Chaplain Advisor meet to address the responsibilities of the Financial Secretary.

The Financial Secretary works closely with both the President and Chaplain Advisor, as well as other board members as they present funding requirements to her.
Source of Funding

PWOC on the local level is normally funded through the installation’s Consolidated Chaplains Fund, managed by a Fund Manager.  However, depending on the installation, funding for PWOC may also be affected by endorsements from chapel councils (such as parish councils) within chapels comprising the installation’s chapel network.  The PWOC Chaplain Advisor may permit an offering to be taken at PWOC meetings, or he/she may allow the group to hold fund-raisers, depending upon installation regulations.  Be mindful, however, that all money raised in either of these ways will be deposited to the Consolidated Chaplains Fund.  It is wise to keep accurate records of any money raised or collected by PWOC.  Designated offerings specifically for PWOC ministries may also be taken, depending upon proper approval.

Be sure to consult your Chapel Advisor to determine how funding occurs at your installation.

The Budget
Financial requirements should be anticipated well before actual need exists.  Therefore, a budget should be prepared as soon as possible after a new board takes office.  To prepare a budget, it is wise to analyze the expenses of the past year, and make any changes for the coming year.   Knowing that a budget must be compiled for each new board, the Financial Secretary should urge board members to keep accurate, realistic records of their fund requests and expenditures to aid in the next year’s budget preparation.   Depending on the way a chapel provides funds for its PWOC, the budget may actually be an estimate of expenses.  The budget should be prepared with advisement of the PWOC President and the Chaplain Advisor.

Some important items to include in the budget are:

· Designated offerings to the National or Regional Fund **

· Anticipated expenses for the Regional or National Fall Focus

· Bible study materials

· Honorarium/expenses for speakers

· Program aids such as decorations, literature, printing, film

· Supplies such as stationary, cards, PWOC pins, postage, scrapbook

· Retreat/ special event expenses

· Childcare supplies and fees

· Refreshments

**
Offerings are designated to the regions in odd years and to PWOC-USA in even years.

Funding Requests
It is important for the Financial Secretary, as well as the President and other board members to understand the procedures with which funding requests are made and funds are made available.  It is extremely important that requests be made with enough time to allow the chapel staff to complete paperwork and other necessary steps.  Purchase orders must be used for all purposes.

Stewardship

Within the Board and the Body of PWOC, model and help teach good stewardship.  Use the money with which God has blessed you wisely.  Educate ladies concerning the costs of the ministry of PWOC.  Be sure to give the ladies an opportunity to give an offering.

Freely you have received, freely give.

Matthew 10:8

Use your imagination to discover the best way to accomplish what needs to be done.  For example, at one installation, money was becoming more and more scarce.  The childcare budget alone cost thousands of dollars each month.  Also, each month, the general body was asked to contribute towards the costs of the ministry.  That offering was consistently small.  The body did not seem to understand that PWOC is funded by offerings from chapel attendees.  To help address these problems, the leadership at that installation played a game entitled, “The PWOC Price is Right.”  Three volunteers were asked to be the “contestants” and they were asked a series of questions.  (The questions and answers were based on actual costs compiled by the Financial Secretary.)  “Which costs more—a one-carat diamond cluster ring or one month’s childcare?”  “What is the Consolidated Chaplain’s Fund—a bottomless pit, or the bank account that holds chapel offerings to do the work of chapel ministries?”  The goal of these and the other questions was to be informative.

By taking the time to educate the ladies in a fun, non-threatening way regarding funds, offerings increased greatly; this pleased the Fund Manager and helped ease the budget crunch at the installation. 

Working with money is sometimes difficult, but sometimes all it takes is asking the same question in a different way.  No matter what, always endeavor to have and extend a gracious attitude to chaplain assistants, the Chaplain Advisor, and your Fund Manager.
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