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On the Cover:

God bless America, land that we love… a flag that we love representing a country that we love, for which those whom we love are willing to sacrifice all.  This flag represents something stronger than bits of earth. It represents those who make up the fabric of our lives -- our families, our friends, and the PWOC sisters who make up our military community of faith.  As a chord of three strands is not easily broken, we are woven together in faith and fellowship; each made stronger by the sisters who stand beside us. 

It is you we seek to serve, with an outstretched hand from the overflow of a grateful heart redeemed by the blood of the lamb – a lamb whose heart literally bore a cross for us.  We serve equipped with the truth of His Word and empowered by the Holy Spirit.  We know the grace that we have received because of the Cross-, and hope to touch others in turn from that outpouring of grace.

We serve together as one with fellow sisters in Christ's body, united by the mutual bond of love.  As our fingers are bound within one hand, they work both individually and in union.  Likewise we serve, bound in unity with singleness of mind and purpose, yet individually performing our tasks; unique in our distinctive gifts, yet collectively bringing glory and honor to our Father. 

We are reminded of His never-ending provision for us,   no matter where we are called in service.  Like a circle that has no end, we bring his love with us, as we minister to our sisters in the six regions of PWOC-USA. 

His banner over us is love.    Like a ribbon that encircles us and binds us together, His love provides and protects our liberty as we follow the creative move of the Holy Spirit upon the ministry of PWOC. F



How to Use This Manual


The PWOC Heart and Hand-USA replaces 3 former PWOC manuals:  the PWOC Handbook, the Training Manual, and the Resource Manual.  These manuals have been combined, updated, and greatly expanded within the PWOC Heart and Hand-USA as follows.

Volume 1:  PWOC Operating Procedures and Guidelines

Volume 2:  Training Guidelines


 Volume 1:  PWOC Operating Procedures and Guidelines:  

PWOC Operating Procedures and Guidelines is divided into 5 sections:

Section 1.1:  Overview of PWOC-USA

Section 1.2:  Operating Procedures and Guidelines for the PWOC-USA National Board and Executive Council

Section 1.3:  Operating Procedures and Guidelines for the PWOC-USA Regional Board

Section 1.4:  Operating Procedures and Guidelines for the Local PWOC Board

Section 1.5:  Policies and Positions

Design.  Each section is designed modularly, which means that it is complete within itself.  For example, if you want information regarding the local PWOC board, you should find everything you need within Section 1.4 (Operating Procedures and Guidelines for the Local PWOC Board).  Modular design also means that it is easy to combine different parts of the manual to gain the information you need.  For example, if you want to embellish the local PWOC information with a broader picture of PWOC-USA, you can pull out Sections 1.1 (Overview of PWOC-USA) and 1.4 (Operating Procedures and Guidelines for the Local PWOC Board).  If all you need is a job description for the Regional Secretary, you can go to Section 1.3 (Operating Procedures and Guidelines for the PWOC-USA Regional Board), part III (Job Descriptions for the Regional Board) and retrieve the job description.  

A modular design should make information easier to find, save printing costs, and simplify updating as it allows those requiring information to easily retrieve only the parts they need.

Breakdown of Sections.  Sections 1.2, 1.3, and 1.4 contain 3 parts:  

I. General Information (overview of the board and its function)

II. The Board (responsibilities and procedures)

III. Job Descriptions.  

Each job description is complete, including general responsibilities, specific responsibilities, and qualifications. 


 Volume 2:  Training Guidelines

Volume 2 is intended to provide training in different areas, in a manner similar to the way it would be presented in workshops.  It includes 5 sections:

Section 2.1:  Training for Office – specifically, board positions

Section 2.2:  Training for Leadership – leadership skills, spiritual perspectives on leadership, and human relation skills

Section 2.3:  Training in PWOC History – our motto, aims, and mission, as well as background history in PWOC and its symbols.

Section 2.4:  Ministry Helps – How to accomplish various elements of the PWOC ministry such as Bible study, incorporating drama, etc.

Section 2.5:  Resources – forms, how to access lists of presenters, products, etc., and the PWOC Brochure 

Because of the ever-changing nature of addresses, e-mail addresses and phone numbers and what is considered “current”, lists of speakers and presenters, ministry resources, suggested Bible studies and reading materials, and product resources will not be included in this manual.  Instead, they will be included in the “Resources” section of the PWOC website at http://www.chapnet.army.mil/PWOC
Printing This Manual.  To print individual sections of this manual: 

1. Scroll through the manual until you come to the section you want to print.  
2. Look  in the left hand corner of the toolbar at the bottom of the screen.  You will see the page number and section number listed as you scroll through the manual.  Notice that the section number listed on the toolbar may be different from the way the actual manual is numbered..  For example, Section 1.5 in Volume 1 may be shown as section 8 on the bottom toolbar.  This is because of the way the document is paginated.  Use the section number shown on the bottom toolbar when printing this manual. 

3. Click on  File on the toolbar.  

4. When the menu drops down, click on the Print command.  The Print window will appear.
5. On the left side of the Print window, click on the “Pages:” circle.  In the rectangle to the right of “Pages:” type the page number you want to print (p#) followed by the section number shown on the bottom tool bar(s#).  For example, page 5 of section 7 would be typed “p5s7.  To print a range of pages type p#s#-p#s#.  For example, p5s7-p15s7 will cause pages 5-15 of section 7 to be printed.
6. Click on OK in the bottom right corner of the Print window.  The document will begin to print.
7. In case of any questions, consult your Help menu.
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A.  Name

 This organization shall be referred to as Protestant Women of the Chapel -- United States of America, or PWOC-USA.

B.  Explanation of PWOC-USA

PWOC-USA encompasses the PWOC-USA National Board and Executive Council, six regional boards, local PWOC boards, all PWOC members, and all PWOC activities within the continental United States, Alaska, and the Hawaii-Pacific region.  PWOC-USA is a sister organization to, but different from, PWOC-Europe.

C.   Mission Statement

PWOC-USA is a resource network to unite, train and encourage women in the military chapel community in their spiritual growth.  PWOC-USA:

· Is God-empowered, Christ-centered, and Spirit-led. 

· Exists as an extension of the chapel.

· Encourages women to grow spiritually within the body of Christ through prayer, the study of God’s Word, worship, and service.  

D.   Motto

The motto for PWOC-USA is:  “We are Workers Together for Christ.”

E.   Purpose

The purpose of PWOC-USA is to support the mission and work of military chaplains.  PWOC does this by offering regular non-denominational fellowship, Bible study, prayer ministry, and outreach to the military community, in accordance with the PWOC-USA Aims. 

F.   Aims

PWOC-USA has four Aims:

· To LEAD   women to accept Christ as personal Savior and Lord.

· To TEACH   women the history, beliefs, and programs of the church, all built on a solid foundation of worship and Bible study.

· To DEVELOP   in women the skills of prayer, evangelism, stewardship, and social service, against a background of personal spiritual development.

· To INVOLVE   women in the work of the Chapel, in keeping with their abilities and interests.

PWOC aims are inclusive, not exclusive.  They attract, not repel.  They reach outward in spiritual involvement, not inward in satisfaction, comfort, or apathy.  They speak of fellowship, not separateness.  They are directed toward all women of the community, not toward a few or a particular segment.  They encourage cooperation, not divisiveness.  They speak of giving, not receiving.  They are best accomplished at the local level, as women of the chapel share their faith in word and deed through varied activities in the local chapter program under supervision and with the cooperation of the local chaplain.  

G.   Membership  

Membership shall be open to all women in the chapel and surrounding community with emphasis on the military’s active duty, family members, civilian personnel, and retired members.  All Protestant women in chapel congregations are considered members of PWOC.  Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants.

H.   Structure

Figure 1(page 1.1-4), shows the structure of PWOC-USA.










Figure 1.  PWOC-USA Structure

I.  Oversight

As indicated in Figure 1, PWOC-USA is governed through a partnership of the PWOC-USA National Board (comprising the executive officers and appointed positions) and Executive Council on the national level, regional boards on the regional level, local PWOC boards at the military installation level, and chaplains serving in advisory/supervisory positions for all levels.

National Level. PWOC-USA is sponsored by the Army Chief of Chaplains and is recognized by the chaplain leadership of the Air Force, Navy, Marines and Coast Guard.  The establishment of PWOC-USA was unanimously endorsed during the 235th meeting of the Armed Forces Chaplains’ Board, 9 January 1991, in Washington, DC.

The Army Chief of Chaplains is vested with ultimate responsibility for PWOC-USA.  Normally, however, supervisory responsibility for the PWOC-USA National Board and Executive Council, and PWOC-USA activities, is delegated to the senior Protestant chaplain within the Army Chief of Chaplains office.

Regional Level.  The Army Chief of Chaplains is also vested with responsibility for the regions that make up PWOC-USA.  Supervisory responsibility is usually delegated by the Army Chief of Chaplains to an appointed Protestant chaplain within the region.  The appointed Chaplain Advisor provides guidance to the regional board, and supervises PWOC-USA activities within that region.  It is helpful if the Regional Chaplain Advisor is also the Sponsoring Installation Chaplain for the region, meaning that he or she has been appointed by the Army Chief of Chaplains as the Regional Fund Manager, overseeing and distributing PWOC-USA funds within that region.

Local PWOC Level.  Ultimate responsibility for the local PWOC board is vested to the Installation Commander.  He or she normally delegates supervisory responsibility for the local PWOC board to the Installation Chaplain, although the Installation Chaplain may appoint another chaplain to act as the local PWOC Chaplain Advisor. 

J.   Communication Channels

Communication channels should normally follow standard organizational protocol, meaning that communication should begin and problems should be resolved at the lowest level possible.  However, when necessary, communications may be directed to any level of the PWOC-USA boards at any time, or to any level of the Army Chaplain Advisors as appropriate.

K.    Parliamentary Authority

For all matters not covered by the PWOC Heart and Hand -USA Operating Procedures and Guidelines, PWOC-USA shall be governed on all levels according to Robert’s Rules of Order, Revised.

L.  Finances

PWOC-USA activities are supported through designated offerings graciously given by military chapels throughout the nation in the year (September 1 – August 31) preceding Fall Focus-USA.    A fund site assigned by the Army Chief of Chaplains manages PWOC-USA funds.   Currently, this fund site is at Ft. Belvoir, Virginia.  All designated offerings received on behalf of PWOC-USA should be forwarded to the Ft. Belvoir Consolidated Chaplains’ Fund.  

Offerings designated to PWOC within a region in the year (September 1 - August 31) preceding the Regional Fall Focus benefit the region.  However, these designated offerings should also be sent to Ft. Belvoir.  The PWOC-USA Financial Liaison will account for each region’s offerings and will then request the Ft. Belvoir Consolidated Chaplains’ Fund Manager to forward the offerings to the appropriate Regional Fund Manager.  

M.    PWOC Heart in Hand-USA

The PWOC Heart and Hand-USA shall function as the official source book for PWOC-USA.   The PWOC Heart and Hand-USA Operating Procedures and Guidelines may be amended by a 2/3-majority vote of members present at any PWOC-USA Executive Council meeting.  The proposed amendment should be supplied in writing to each member of the Executive Council within 5 days before the vote is to be taken.  

N.    Office of Record

The Department of the Army Chief of Chaplains’ Office will keep a file of the PWOC Heart and Hand – USA Operating Procedures and Guidelines for the PWOC-USA National Board, Executive Council, and Regions.  The office of record will be the PWOC-USA Chaplain Advisor.  Files of minutes of the Executive Council will also be maintained at this office.  The designated Chaplain Advisor for each Region and Chapter shall maintain a copy of its corresponding PWOC Heart and Hand - USA Operating Procedures and Guidelines.
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I.  General Information

A.  Overview

PWOC-USA is governed by a partnership of the PWOC-USA National Board and Executive Council, under supervision of the PWOC-USA Chaplain Advisor. 

1.  National Board

The PWOC-USA National Board comprises the Executive Board of officers selected bi-annually at Fall Focus-USA, presidential appointees, and a Chaplain Advisor.  The PWOC-USA National Board strives to provide leadership and vision to all segments of PWOC-USA in keeping with the PWOC Aims, while accomplishing ministry, training, administrative, and planning functions, both long and short-term.  

2.  Executive Council

The PWOC-USA Executive Council comprises the PWOC-USA National Board and Regional Coordinators, and advises the PWOC-USA National Board in planning and coordinating the work of PWOC-USA.  Major procedural changes must be authorized by the Executive Council.

B.   Name

The leadership of PWOC-USA shall be referred to as the PWOC-USA National Board and the PWOC-USA Executive Council.  National Executive Board officers and appointees may be referred to by their title preceded by “PWOC-USA National.”  An example is “PWOC-USA National President.”

C.   Purpose

The purpose of the PWOC-USA National Board and PWOC-USA Executive Council shall be to unite, encourage, and assist each region and chapter of PWOC-USA in Christian growth, witness, service, and fellowship.

D.  Responsibility

The PWOC-USA National Board and Executive Council are responsible for conducting business on behalf of and for the good of the regions, and for advising the local PWOCs that make up PWOC-USA.  These actions occur under the guidance and advisement of the PWOC-USA Chaplain Advisor.   The PWOC-USA Executive Council also is responsible for all regional boards and the decisions made by them.

E.   Office of Record

The office of record will be the PWOC-USA Chaplain Advisor.
II.  PWOC-USA National Board

A.   Composition 

The PWOC-USA National Board comprises Executive Board officers selected biannually at Fall Focus-USA, presidential appointees, a Chaplain Advisor, and when desired, special non-voting members.

1. Executive Board
PWOC-USA Executive Board officers include President, 1st Vice-President/Fall Focus-USA, 2nd Vice-President/ Traveling Training, and Secretary.  

2. Appointees

Positions appointed by the President, with approval of the PWOC-USA Executive Board, include Financial Liaison, Prayer Coordinator, Web Weaver, special committee chairpersons, and Titus II Advisors.  Appointees are non-voting members of the PWOC-USA Executive Council.   

The Chaplain Advisor is appointed by the Army Chief of Chaplains.  

3. Special Non-Voting Members  

The PWOC-USA National Board may include special members in a non-voting capacity.  These members, such as the immediate past PWOC-USA Executive Board President may be invited to join the PWOC-USA National Board by the current PWOC-USA National President, with consensus of the PWOC-USA Executive Board.

B.   Overview of Responsibilities

The PWOC-USA National Board functions at the discretion of the PWOC-USA President.  Some decisions or projects may be completed with interaction from the whole board; others may occur based on interaction only from the Executive Board.   In general, the PWOC-USA National Board shall:

· Provide long-range planning to accomplish the purpose and Aims of PWOC-USA. 

· Recommend actions for presentation to the Executive Council for consideration, adoption, and execution.

· Consider and act on urgent business in the interim between regular PWOC-USA Executive Council meetings.

· Guide and assist the regional boards as needed.

· Plan and coordinate the biannual Fall Focus-USA, Traveling Training, and other programs as deemed necessary.

· Conduct other day-to-day business of PWOC-USA.

C.   Selection of PWOC-USA Executive Board Officers

PWOC-USA Executive Board officers are charged with the solemn duty of providing vision and leadership for the ministry of PWOC-USA. Therefore, the selection of these officers is much more than a nominating process, following the desires and choices of people.  Rather, it is a process where women are chosen who have already been called and who will be equipped by God.  These officers are to be identified through much prayer and contemplation.  Every effort should be made to ensure that women accepting these positions are both competent and called to fulfill the corresponding responsibilities, and that they understand the great time commitment involved.  Consequently, the traditional nominating committee shall hereafter be referred to as a Leadership Selection Committee, and the process of choosing leadership for PWOC-USA shall be referred to as the leadership selection process.

1.  PWOC-USA Executive Board Positions

PWOC-USA Executive Board positions include President, 1st Vice President/Fall Focus, 2nd Vice President/Traveling Training, and Secretary.  

2.  Candidate Qualifications

Each candidate should:

· Be a female active-duty service member, active-duty National Guard, or active-duty reservist, or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Be an active participant in a military chapel.

· Be an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand - USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Be known to be devoted to God and dependent upon Jesus Christ for guidance.

· Be known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Be known as one who is able to make and carry out plans and to persevere with her work.

· If married, be certain of her husband and family’s affirmation and support for her application.

· Have an understanding of and appreciation for the diversity of PWOC.

· Have knowledge of the history of PWOC and have a personal history with PWOC.

· Submit a completed Request for Consideration before the designated cut-off date.

· Provide an endorsement by letter or e-mail from a Chaplain who has seen her in a leadership position.

· Provide the name and phone number of a PWOC leader who will recommend her for a board position.

· Possess strong verbal and written communication skills.

· Possess strong computer skills.

3.  Leadership Selection Committee (former Nominating Committee)

a. Chairman

The chairman of the Leadership Selection Committee shall be appointed by the PWOC-USA National President by January 31 preceding Fall Focus-USA.  The duties of the chairman begin after the appointment. 

b.  Committee Members

In an effort to provide the widest representation possible, the chairman of the Leadership Selection Committee will ask each Regional Coordinator to recommend 4-6 women from her region who might be considered as committee members.   The chairman will forward those names to the PWOC-USA President, who will invite a representation of those women to serve on the Leadership Selection Committee.  The PWOC-USA Chaplain Advisor is also requested to be a member of this committee.  Committee members should be in place by April 30 preceding Fall Focus-USA.

The Leadership Selection Committee members should represent the total membership of PWOC-USA.  The committee should have representatives not only from different regions, but also from the Army, Air Force, and Navy, and from different types of military Protestant chapels.

Committee members should comprise women who will not be considered for any of the offices being filled by the committee.  

4.  Leadership Selection Process

The Leadership Selection Process should include these steps:

a.   The chairman should publicize the upcoming selection process (publicity should begin by March preceding Fall Focus-USA) and outline the need for all PWOC leadership and members to call forth candidates for positions.  This may be done through a variety of avenues, such as:

· Providing articles to Regional Secretaries and to the PWOC-USA Secretary to be included in newsletters and updates.

· Providing information to the Web Weaver so that it may be posted to the PWOC web site.

· Providing application forms to the 2nd Vice President/Traveling Training to include in Traveling Training packets.  Traveling Trainers can then hand them out to those interested during training sessions.  

b.  The chairman should provide clear lines of communication.  She should:

· Initiate contact with committee members as soon as she is informed of their willingness to participate.  By e-mail or regular mail, she should provide them with a cover letter detailing their responsibilities and mission, a copy of the Request for Consideration Form, and a list of those serving on the Leadership Selection Committee.  A sample Committee Member Cover Letter and a Request for Consideration form are included in the Section 2.5 of the Training Guidelines.

· Send a cover letter and Request for Consideration Form to each individual who indicates her interest in applying for a position on the PWOC-USA Executive Board.  Both forms should include the Chairman’s name, address, and telephone number, and the date by which the form should be returned.  A sample Applicant Cover Letter is included in Section 2.4.10 of the Training Guidelines.

· Send notes, and/or e-mail messages of encouragement and prayer to each individual who indicates an interest in seeking selection.  The chairman should also ensure that the applicant receives further information if needed. 

· Contact the 1st Vice President/Fall Focus-USA, to coordinate when announcements regarding the Leadership Selection Process and the proposed slate of officers should be made.

c. The chairman should call a meeting of the Leadership Selection Committee.   It is recommended this meeting be held before the first full day of Fall Focus-USA to allow committee members to get to know each other and to allow the chairman to explain the interview process.  If necessary or desirable, candidates can be interviewed at this meeting.  

d. At the first general meeting of Fall Focus-USA, the chairman should introduce the Leadership Selection Committee and explain the selection process to the Fall Focus-USA attendees.  The chairman should then: 

· Introduce the Leadership Selection Committee and inform the attendees of the board positions to be selected.

· Announce requirements for being considered for office as explained under Candidate Qualifications in Section 1.2, II-C, Selection of PWOC-USA Executive Board Officers.

· Announce that the deadline for submission has passed and that Requests for Consideration will no longer be accepted.

· Announce when the Leadership Selection Committee will first meet and when interviews will begin.  

e. The Leadership Selection Committee should interview candidates, keeping the interviews as informal and as comfortable for the candidates as possible.  It is recommended that these steps be followed by the Committee:

· Read through the candidate’s Request for Consideration and chaplain’s endorsement and contact the PWOC leader the candidate has listed as a reference.

· Invite the candidate into the room for an informal interview.

· Pray for the candidate.

· Ensure as well as possible that the candidate has met all criteria – i.e., is an active participant, feels called, and is able to meet the requirements of the position(s) in which she is interested.

· Ask questions of the candidate as members feel led, knowing that it isn’t necessary for each committee member to ask questions of each candidate. 

· Give the applicant an opportunity to ask questions of the committee.  

· End with prayer.  

· Discuss candidate’s qualifications after candidate leaves the room.
f. After all interviews are completed, the Leadership Selection Committee should, by consensus, select candidates to fill the PWOC-USA Executive Board positions. 

Note: For this purpose, consensus is defined as coming to a decision with which each member of the Leadership Selection Committee can be content.  In other words, a committee member might be content with the selection of an applicant even if that applicant would not be their first choice.  Consensus cannot occur when a committee member is adamantly opposed to an applicant.

g. The Chairman should announce the proposed slate of officers for the PWOC-USA Executive Board at the Fall Focus-USA general business meeting agreed upon by the 1st Vice President/Fall Focus.  The Chairman should then ask that the slate be approved by acclamation by attendees at Fall Focus-USA.  No nominations will be accepted from the floor. 

h. Following the announcement and affirmation of the slate of officers, the chairman should thank the members of the Leadership Selection Committee and disband the committee.

5.  Affirmation of PWOC-USA Executive Board Officers

The slate of proposed PWOC-USA Executive Board officers shall be affirmed by a majority vote of voiced acclamation by those present at the designated general business meeting at Fall-Focus USA.  

D.  Installation of PWOC-USA Executive Board Officers

Newly selected PWOC-USA Executive Board officers will take part in a formal installation ceremony at Fall Focus-USA, as directed by the 1st Vice President/Fall Focus-USA.







E.  Complications Affecting Office Terms

1.  Change of Military Status While in Office

If the status of any PWOC-USA National Board member changes during her term of office because of her spouse’s retirement or separation from the military service, she may complete her tenure.

2.  Prematurely Leaving Office

A board member may prematurely leave office because of:  

a.  Resignation 

The board member would submit a letter of resignation to the PWOC-USA National Executive Council.

b.  Removal from office  

In any difficult situation, every effort will be made to heal and reconcile differences.  However, if conflicts become irreconcilable, a selected or appointed officer may be removed from office when deemed necessary for the good of the organization.  Such action would occur at the request of the PWOC-USA Chaplain Advisor, after consulting with the PWOC-USA Executive Council and receiving approval from the U.S. Army Chief of Chaplains.

F.  Filling Vacated Offices

1.  President

If the PWOC-USA National President is unable to fulfill her term of office, the 1st Vice President/Fall Focus-USA shall succeed to the office of President, with approval by the PWOC-USA Chaplain Advisor.  If the 1st Vice President cannot assume the President’s duties, the Chaplain Advisor is authorized to appoint a new president, according to Candidates Qualifications detailed within Section 1.2, II-C-2 “Selection of Executive Board Officers,” and with consensus of the PWOC-USA Executive Council.  

Note: For this purpose, consensus is defined as coming to a decision with which each member of the Leadership Selection Committee can be content.  In other words, a committee member might be content with the selection of an applicant even if that applicant would not be their first choice.  Consensus cannot occur when a committee member is adamantly opposed to an applicant.

2.  PWOC-USA National Board Members.

The President is authorized to appoint a successor to any vacated PWOC-USA Executive Board Office, with consensus of the Executive Council.  

G.   PWOC-USA National Board Meetings

1.  Meeting

The PWOC-USA National Board will meet at the call of the President and/or PWOC-USA Chaplain Advisor. 

2.  Voting

Voting on all issues shall require a 2/3-majority vote of members present.  The President will cast a sealed ballot to be opened only in the event of a tie.  Only Executive Board members vote (i.e. President, 1st Vice President/Fall Focus, 2nd Vice President/ Traveling Training, and Secretary.

H.   PWOC-USA Finances

Funds for PWOC-USA come from designated offerings graciously given by military chapels throughout the various regions in the year (September 1-August 30) preceding Fall Focus-USA.  The Fund Manager at Ft. Belvoir, Virginia manages PWOC -USA funds  

All designated offerings received on behalf of PWOC-USA should be forwarded to the Ft. Belvoir Consolidated Chaplains’ Fund.  The PWOC-USA Financial Liaison will account for each offering.  

** Offerings given within a region in the year preceding the Regional Fall Focus benefits that region.

III.  PWOC-USA Executive Council

A.  Function

The PWOC-USA Executive Council acts in an advisory role to the PWOC-USA National Board, to plan and coordinate the work of PWOC.  Specific actions that require a vote by the PWOC-USA Executive Council members may include:

· Filling vacancies created by PWOC-USA Executive Board officers prematurely leaving office.

· Amending the PWOC Heart and Hand-USA.

· Approving the theme and hymn selected by the PWOC-USA National Board.

· Other issues deemed necessary by the PWOC-USA Executive Board.

B.  Composition

The PWOC-USA Executive Council shall comprise:

· PWOC-USA Executive Board officers.

· National Board Appointees (Financial Liaison, Prayer Coordinator, Web Weaver, Committee Chairpersons, Titus II Advisors).

· PWOC-USA Chaplain Advisor.

· Regional Coordinators.

· Special non-voting members, if invited by the PWOC-USA National President.

C.  Meetings

The PWOC-USA Executive Council will meet for Vision Weekend in January of even- numbered years (after new Regional Coordinators assume office), every other October at Fall Focus-USA, and at the call of the  PWOC-USA President and/or PWOC-USA Chaplain Advisor.

D.  Voting

Voting on all issues shall require a 2/3 majority vote of elected members present (i.e., PWOC-USA Executive Board officers and Regional Coordinators).  The President will cast a sealed ballot to be opened only in the event of a tie. 

IV.  Job Descriptions for PWOC-USA National Board 

A.  Executive Board Officers

Executive Board officers include the President, 1st Vice President/Fall Focus-USA, 2nd Vice President/Traveling Training, and Secretary.

1.  President 

The President shall perform the duties usual to her office and preside over all meetings of the PWOC-USA Executive Board, National Board, and Executive Council.  She shall act as liaison between PWOC-USA and the Chaplain Advisor, and coordinate the activities of the PWOC-USA.  She or her representative shall visit regional and local PWOC meetings throughout the United States, when in the interest of the work of PWOC-USA.  She serves a two-year term.

General Duties

· Shall be familiar with the procedures and guidelines in the PWOC Heart and Hand- USA.

· Writes an after-action report to be included in the file for that office within one month after completing her term of office.

· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· Provides supervision for the activities of the PWOC-USA National Board and the PWOC-USA Executive Council.  She is ultimately responsible for Fall Focus-USA, traveling training, finances, prayer, website, and regional coordination.

· Appoints the Financial Liaison, Titus II advisors, Prayer Coordinator, and Web Weaver.

· Appoints other committee chairs as needed to carry out tasks of the PWOC-USA National Board and Executive Council.

· Works closely with PWOC-USA Chaplain Advisor concerning all aspects of the ministry of PWOC-USA.

· Prepares the yearly Information Briefing on the ministry of PWOC-USA for Army, Navy and Air Force Chiefs of Chaplains.

· Calls PWOC-USA Executive Council Meetings to be held in January, and every-other October (during Fall Focus-USA).  Prepares an agenda for each meeting. Calls additional PWOC-USA Executive Board meetings when considered necessary.

· Presides at PWOC-USA Executive Board, National Board, and Executive Council meetings.

· Provides opportunities for leadership development for PWOC-USA National Board.

· Oversees development of theme (working two years ahead).

· Communicates through regular email updates, “The Messenger”  (a quarterly PWOC-USA newsletter supplement to regions), and web updates.

· Oversees maintenance and updating of the PWOC Heart and Hand - USA.

· Serves as PWOC-USA representative at regional and local PWOC meetings when possible and/or requested.

· Works closely with Financial Liaison on development of yearly CMRP and the accountability of funds usage throughout the year.

· Exchanges information with and offers encouragement to PWOC-Europe.

· Attends Faithlift in Korea and PWOC-Europe’s Worship and Study or Annual Training Conference (as schedule allows); may appoint a representative if she is unable to attend.

· Writes letters of invitation to Chiefs of Chaplains, President of PWOC-Europe and President of MCCW to attend Fall Focus-USA.

· Appoints Leadership Selection Chairperson (by Jan 31) to be followed by appointment of Leadership Selection Committee (by April 30) prior to Fall Focus-USA.

· Serves as accountability agent in areas of resources, communication, direction, consistency, and support.
Qualifications 

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in the PWOC Heart and Hand - USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married is certain of her husband family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Submits a completed Request for Consideration before the designated cut-off date.

· Provides an endorsement by letter or e-mail from a chaplain who has seen her in a leadership position.

· Provides the name and phone number of a PWOC leader who will recommend her for a board position.

· Possesses strong verbal and written communication skills.

· Possesses strong computer skills.
2.  1st Vice President/Fall Focus

The 1st Vice President/Fall Focus is responsible for the planning and execution of Fall Focus-USA.  She shall act for the President when requested and assist the President as required.  If the President is unable to fulfill her term of office, the 1st Vice President shall assume the office of President and its responsibilities.  She serves a two-year term.

General Duties

· Shall be familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· Acts for the President in her absence and assists the President as required.

· Is prepared to assume the office and responsibilities of President. 

· Serves as head of the Fall Focus-USA Conference Committee.

· Selects location of Fall Focus-USA two years in advance.

· Selects speaker for Fall Focus-USA two years in advance.

· Prepares Fall Focus-USA Call-to-Conference information to be presented at Regional Fall-Focus Conferences, including location and financial information.

· Works closely with the President and Financial Liaison to plan Fall Focus-USA.  Seeks advice from Chaplain Advisor on contracts for hotel and speakers.

· Selects committee chairpersons to carry out the tasks of Fall Focus-USA, including publicity and the outreach project.

· Assigns regional responsibilities at January Executive Council meeting prior to PWOC-USA Fall Focus.

· Prepares Fall Focus-USA publicity information to be included in Traveling Training resources. 

· Prepares a pre-conference packet to be distributed in the spring prior to Fall Focus-USA.

· Prepares a post-registration packet to be sent to participants upon receiving their registration. 

· Works closely with the President to determine potential workshop leaders and develop the conference schedule.

· Prayerfully selects workshop leaders to facilitate workshops in topics relating to Ministry, Personal Growth, and Life Issues.

· Communicates with workshop leaders to inform them of expectations, set-up and handout requirements, etc., and to answer their questions.

· Works closely with the PWOC-USA Secretary and Financial Liaison to provide an efficient registration process.

· Provides regular information updates to the Web Weaver and Secretary for distribution in PWOC-USA communications.

· Develops an evaluation instrument to measure effectiveness of Fall Focus-USA, including a survey to collect recommendations for future conferences.
Qualifications 

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist, or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.  

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in the PWOC Heart and Hand - USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Submits a completed Request for Consideration before the designated cut-off date.

· Provides an endorsement by letter or e-mail from a chaplain who has seen her in a leadership position.

· Provides the name and phone number of a PWOC leader who will recommend her for a board position.

· Possesses strong verbal and written communication skills.

· Strong computer skills are very necessary and highly encouraged.
3.  2nd Vice President/Traveling Training  

The 2nd Vice President/Traveling Training shall oversee all aspects of Traveling Training, including coordinating and developing training curriculum, planning and executing the “Train the Trainer” session(s), and coordinating scheduling of Traveling Training meetings at various PWOC sites throughout the PWOC-USA regions.  She serves a two-year term.

General Duties

· Shall be familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities.
Specific Duties

· Oversees the development and implementation of a spiritual leadership training curriculum with emphasis on the Aims of PWOC and the unique aspects of ministry in a military setting.  Travel-theme curriculum should include such components as needs-based workshops, PWOC history, an overview of the ministry of PWOC, and its relation to chapel-based ministry.

· Selects a committee to aid in developing a curriculum.

· Selects a committee to develop a resource packet for installations.  The packet will include programs, retreats, Bible studies, and a featured ministry (i.e., Tea and Testimony or PWOC Sunday) supporting the PWOC-USA yearly theme.

· Encourages the use of the PWOC Heart and Hand- USA Training Guidelines.

· Works closely with the PWOC-USA Financial Liaison to develop a yearly budget for Traveling Training.

· Develops criteria for trainer selection through an application process.

· Selects trainers from each region to travel and train at local PWOC installations.

· Plans and executes the annual Train the Trainer session.

· Instructs training teams regarding the use of curriculum.

· Works closely with Regional Coordinators to select trainers from each region, schedule training in each region, and provide quality training in each region.  

· Develops an instrument to evaluate training sessions and the needs of the installations being trained.

· Compiles data from the evaluations and distributes the information to Regional Coordinators and the PWOC-USA Secretary.
Qualifications  

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist, or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in the PWOC Heart and Hand - USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· Is certain of her husband and/or family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Submits a completed Request for Consideration before the designated cut-off date.

· Provides an endorsement by letter or e-mail from a chaplain who has seen her in a leadership position.

· Provides the name and phone number of a PWOC leader who will recommend her for a board position.

· Possesses strong verbal and written communication skills.

· Strong computer skills are very necessary and highly encouraged.
4.  Secretary

The Secretary will perform all duties normally executed by a secretary.  This includes keeping the official records of the Executive and National Boards and Executive Council, maintaining up-to-date rosters, ensuring effective communication between the PWOC-USA Executive Board and regional boards, and developing a quarterly regional newsletter insert called “The Messenger.”  The Secretary will edit and publish updates to PWOC Heart and Hand - USA as necessary.  She serves a two-year term.

General Duties

· Shall be familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.  

Specific Duties

· Records accurate and concise minutes for all Executive Board and Council meetings and distributes them within two weeks of the meeting.
· Keeps the official records of the Executive Board and Council.

· Maintains a PWOC-USA database of PWOC-USA Executive Board members, regional boards, local PWOC Presidents, Chaplain Advisors, and points of contact. 
· Ensures effective communication between the PWOC-USA Executive and regional boards through e-mail, any necessary correspondence, and other communication as requested by the PWOC-USA President.
· Develops and publishes a quarterly insert called “The Messenger” to be included in regional newsletters.  “The Messenger” should be sent to Regional Secretaries by December 15, March 15, June 15, and September 15.  Information to go into “The Messenger” should reach the National Secretary two weeks prior to these dates.
· Receives quarterly reports from Regional Secretaries and compiles them into a report for the PWOC-USA President.
· Works with the 1st Vice President/Fall Focus-USA to register Fall Focus-USA participants, if requested.
· Supports the PWOC Executive Board and Council as requested. 

· Provides information via e-mail and regular mail to anyone requesting information regarding PWOC.
· Edits, updates, and ensures publishing of updates to PWOC Heart and Hand-USA.

· Promotes good will toward PWOC by sending thank you notes, sympathy cards, congratulatory notes, etc. as needs become apparent.
· Completes other special projects as requested by the President.
Qualifications  

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist, or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in the PWOC Heart and Hand - USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Submits a completed Request for Consideration before the cut-off date.

· Provides an endorsement by letter or e-mail from a chaplain who has seen her in a leadership position.

· Provides the name and phone number of a PWOC leader who will recommend her for a board position.

· Possesses strong verbal and written communication skills; strong computer skills are strongly encouraged.
B.  Appointed Board Members

The PWOC-USA President is free to call on those PWOC women who might best serve the National Board in specific positions.  Therefore, besides active duty members or spouses of active duty members, retirees or spouses of retirees may also fill appointed positions.  Appointed PWOC-USA National Board members include the Financial Liaison, Prayer Coordinator, Web Weaver, Titus II Advisors, and special committee chairpersons.  Appointees are non-voting members of the PWOC-USA Executive Council.

The PWOC-USA Chaplain Advisor is appointed by the Army Chief of Chaplains.

1.  Financial Liaison

The PWOC-USA Financial Liaison is a “liaison” between the PWOC-USA National Board and the Army Chief of Chaplains’ Office concerning financial matters. Initially the Financial Liaison was known as the Financial Secretary and was an elected position on the PWOC-USA Executive Board.  Due to the challenge of managing funds from other installations that were great distances from Fort Belvoir, this position became an appointed position in 2000 and the title was changed to “Financial Liaison” to be more descriptive.  

The Army Chief of Chaplains placed the PWOC-USA Fund at Fort Belvoir when PWOC-USA was formed in the early 1990’s.  The PWOC-USA President is asked to appoint a Financial Liaison from among PWOC participants at Fort Belvoir so that the Liaison may work directly with the Fund Manager and Fund Clerk at Fort Belvoir.  The Financial Liaison is also expected to interface with the PWOC-USA Chaplain Advisor at the Army Chief of Chaplains’ Office.  She is appointed for a two-year term.

General Duties

· Shall be familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· PWOC-USA Fund: The Financial Liaison manages and provides accountability to the PWOC-USA Fund, designated as sub-account 02-20.  This account is held within the Fort Belvoir Consolidated Chaplains’ Fund.  Funds are all non-appropriated funds that come from designated offerings from various military chapels, grants from the Army, Navy, and Air Force Chiefs of Chaplains, and conference registration fees. 

· Command Master Religious Plan (CMRP): The Financial Liaison works with the PWOC-USA President and Chaplain Advisor to develop a CMRP.  The CMRP is submitted to the Fort Belvoir Fund Manager in January.   
· IMPAC Card: The Financial Liaison holds an IMPAC (International Merchant Purchase Authorization Card) Visa credit card, issued through the Fort Belvoir Chapel fund.  The limits on this card are $2,500 for a single purchase or $15,000 monthly.  All charges must be approved in advance by the Fund Manager.  Before a purchase can be made, an IMPAC Request Form must be submitted.  The Fund Manager then issues an IMPAC Card Disbursement Voucher (DA Form 1994).  At the end of the month, the Financial Liaison must reconcile the charges on the IMPAC statement with the receipts and IMPAC Card Disbursement Voucher.  The Financial Liaison also maintains a monthly IMPAC Purchase Log (NAF) and submits a copy with the IMPAC statement reconciliation at the end of each month.   

· Purchase Orders: Whenever the IMPAC card cannot be used for purchases, the Financial Liaison may request a Purchase Order, using DA Form 1756-R.  Typically, Purchase Orders would be used for merchants who do not accept credit cards, to pay bills which exceed the monthly IMPAC card limit (for example, a hotel bill for a conference), and for services provided by individuals (such as musicians, praise and worship leaders, or speakers) which are not covered by a contract. 
· Contracts: The Financial Liaison works with the PWOC-USA President, 1st Vice President/Fall Focus, and Chaplain Advisor to draw up an acceptable contract with the hotel chosen for Fall Focus-USA.  She also works with these board members to request Non-Personal Services Contracts for speakers and musicians for Fall Focus-USA.  The Fort Belvoir Fund Manager must be in agreement with all aspects of the contracts, since he/she must sign these contracts.  The Financial Liaison has no authority to sign contracts.
· Tax Exemptions: The Financial Liaison is familiar with the procedures to request tax exemption for purchases.  She submits documentation required by various states to receive this tax exemption.  
· Designated Offerings: The majority of PWOC-USA funding comes from designated offerings from military chapels.  All designated offerings are sent to Fort Belvoir.  During the year preceding Fall Focus-USA (September 1 – August 31), all designated offerings are retained in the PWOC-USA Fund at Fort Belvoir to support national activities such as Fall Focus-USA and Traveling Training.  During the year preceding Regional Conferences (September 1 – August 31), designated offerings will be distributed to regional funds, according to the region where the donating installation is located.  The Financial Liaison is responsible for requesting the transfer of these funds properly. 

All designated offerings are to be sent to:


Fort Belvoir Consolidated Chaplains’ Fund


ATTN: PWOC-USA

5950 12th Street, Suite 101

Fort Belvoir, VA 22060-5539

Regarding designated offerings, the Financial Liaison:

· Oversees the deposit of these offerings and maintains a record of them.  

· Notifies each Regional Coordinator and Regional Financial Liaison as to the amount transferred to their regional account.

· Provides information on how to request a designated offering for PWOC-USA.  

· Provides a letter each year that can be sent to local PWOC presidents, encouraging them to request a designated offering from her local chapel. 

· Grants: The Army, Navy, and Air Force Chiefs of Chaplains have supported the work of PWOC-USA through grants.  The Financial Liaison works with the PWOC-USA President to requests these grants each year.   

· Conference Registration Fees: The Financial Liaison works with the 1st Vice President/Fall Focus to determine the procedure regarding conference registration fees.  These fees are non-refundable, because of the difficulty of providing such refunds through the fund. This non-refundable aspect of the registration fee should be clearly noted on the registration form.  Registration forms and checks should be sent to the Financial Liaison.  She keeps an accurate record of these registrations.  She makes copies of the checks prior to submitting them to the Fort Belvoir Fund Manager for deposit.  She supervises the registration procedure at Fall Focus-USA. 

· Reimbursements:  The Financial Liaison approves, according to the guidelines set by the Fort Belvoir Fund Manager, any situations where reimbursements can be made from the fund.  Typically, these situations are:

· Travel expenses of PWOC-USA Executive Board members.

· Expenses incurred by members of the Traveling Training teams. 

· Special projects which cannot be covered by either the IMPAC card or a Purchase Order.

When reimbursement is approved, the Financial Liaison provides forms for this purpose (Request for Payment – FB (CH) FL 22).  These forms are completed by the person requesting reimbursement and sent to the Financial Liaison.  Receipts must be attached to the form. Tips cannot be reimbursed.  The Financial Liaison checks the form and the receipts prior to submitting the request to the Fort Belvoir Fund Manager.  The Financial Liaison maintains an accurate record of these reimbursements. 

· Regional Funds: The Financial Liaison works with the Regional Financial Liaisons, since many of the procedures employed at the national level are also relevant for regional funds.  Regional Financial Liaisons (Secretaries) are also appointed positions as of Fall 2001.  Regional funds are held at Fort Meade (Northeast), Fort Benning (Southeast), Fort Carson (West), Fort Riley (Central), Schofield Barracks (Hawaii/Pacific), and Fort Richardson (Alaska).   
· Financial Reports: The Financial Liaison is responsible for submitting Financial Reports for PWOC-USA Executive Board Meetings and Executive Council Meetings and at the request of the PWOC-USA President.  She maintains accurate records at all times.  Each month, she requests a printout of the Chaplains’ Fund General Ledger for the PWOC-USA account # 02-20.  She reconciles this printout for activity (payments and reimbursements, as well as deposits) in the account with her records.  She is available to the National Board for advice concerning financial matters. 
Qualifications

As an appointed position, the Financial Liaison may be either a female active duty service member, active-duty National Guard member, or active-duty reservist; or the wife of an active-duty or retired service member, active-duty National Guard member, or active-duty reservist.  Otherwise she must:

· Be an active participant in the Fort Belvoir Chapel and PWOC, according to the definition of PWOC membership outlined in the PWOC Heart and Hand – USA  Operating Procedures and Guidelines: 

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants.
· Love the Lord and be committed to serving Him through the ministry of PWOC. 

· Be known to be devoted to God and dependent upon Jesus Christ for guidance.

· Be known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Be known as one who is able to make and carry out plans and to persevere with her work.

· If married, be certain of her husband and family’s affirmation and support for her position.

· Have an understanding of and appreciation for the diversity of PWOC.

· Have knowledge of the history of PWOC and have a personal history with PWOC.

· Possess strong verbal and written communication skills.

· Possess strong computer skills.

2.  Prayer Coordinator

The PWOC-USA Prayer Coordinator is appointed by the PWOC-USA President.  The role of the Prayer Coordinator is three-fold: 1) to provide prayer support for the National Board; 2) to maintain and coordinate a National Prayer Team and National Prayer Vine; and 3) to provide tools and support to all levels of PWOC (national, regional, and local PWOC) to facilitate their prayer ministries.  She is appointed for a two-year term.

General Duties 

· Shall be familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· Ensures prayer support for PWOC-USA.

· Provides support for the Regional Prayer Coordinator as needed for regional prayer concerns and for Regional Fall Focus and Fall Focus-USA needs.

· Periodically contacts all board members for any requests for which they would like prayer, either by the Prayer Coordinator herself or by the PWOC-USA Prayer Team.  

· Provides prayer themes, calendars, and aids (magnets, books, etc.) as directed by the PWOC-USA President.

· Creates a “prayer packet” of prayer ideas and resources to be provided during Traveling Training, as requested by the 2nd Vice President/Traveling Training.  

· Coordinates prayer efforts and needs for the Fall Focus-USA.  This may include creating a special prayer team to pray with/for people during Fall Focus-USA and for the Leadership Selection Committee as they meet; determining a way to collect and pray for prayer needs at Fall Focus-USA; and providing and maintaining a prayer room where people can come to pray during Fall Focus-USA.

· Coordinates and maintains a PWOC-USA Prayer Team and Prayer Vine – two specific bodies of PWOC women who are committed to praying for prayer requests. 

· Prayer Team.  The PWOC-USA Prayer Team is a group of women dedicated to praying specifically for the PWOC-USA Executive Board and sensitive PWOC matters.  The Prayer Coordinator receives requests from PWOC-USA Executive Board members (or others such as Regional Coordinators or local PWOC presidents) who have sensitive PWOC prayer requests.  The Prayer Coordinator passes them on, usually through e-mail, to the Prayer Team.  Requests may require editing and discretion regarding what is said and whether it should be forwarded.  (It may be better prayed for by the Prayer Coordinator alone).  

· Prayer Vine.  The PWOC-USA Prayer Vine is a group of PWOC women committed to praying for the various personal needs of PWOC at large.  The Prayer Coordinator may wish to ask someone else to coordinate the actual receiving and sending of prayer requests for the Vine.  As with the Prayer Team, requests are sent out through a maintained email listing of women who volunteer to serve in this prayer capacity.

· Provides prayer tools and support to all levels of PWOC:  

· Provides prayer information and aids to the PWOC-USA Web Weaver to be posted on the PWOC-USA website.  

· Encourages the use of TNT groups (TNT = Targets of the enemy, New members, and Tender issues) on PWOC Prayer Monday.  If desired, the Prayer Coordinator may maintain an ETNT (e-mail TNT) group, available to all PWOC ladies.  TNT groups are local groups of PWOC women who meet on Mondays (usually) to pray.  

· Maintains contact with Regional PWOC Prayer Coordinators, to assist and encourage them as needed.  (This is a necessary link to the local PWOC and their prayer needs.)
Qualifications 

As an appointed position, the Prayer Coordinator may be either a female active duty service member, active-duty National Guard member, or active-duty reservist; or the wife of an active-duty or retired service member, active-duty National Guard member, or active-duty reservist.  Otherwise she must:

· Be an active participant in her local chapel and PWOC, according to the definition of PWOC membership outlined in the PWOC Heart and Hand - USA Operating Procedures and Guidelines: 

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants.
· Love the Lord and be committed to serving Him through the ministry of PWOC. 

· Have a heart for and a commitment to prayer.

· Be organized and diligent about communicating with members of the Prayer Chain and Prayer Vine.  

· Be known to be devoted to God and dependent upon Jesus Christ for guidance.

· Be known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Be known as one who is able to make and carry out plans and to persevere with her work.

· If married, be certain of her husband and family’s affirmation and support for her position.

· Have an understanding of and appreciation for the diversity of PWOC.

· Have knowledge of the history of PWOC and have a personal history with PWOC.

· Possess strong verbal and written communication skills.

· Possess strong computer skills.

3.  Web Weaver

The Web Weaver is the caretaker of the PWOC-USA website.  She gathers information from the PWOC-USA Executive Board, regional boards, and other designated contributors to post on the PWOC website.  The Web Weaver works with Regional Coordinators to establish point(s) of contact within the region to ensure smooth flow of information.  She is appointed for a two-year term.

General Duties 

· Shall be familiar with the procedures and guidelines in the PWOC Heart and Hand -USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· Gathers information from the PWOC-USA Executive Board, regional boards, and other designated contributors to post on the PWOC website.

· Works with Regional Coordinators to establish point(s) of contact with the regions to ensure smooth flow of information.

· Uses grammatical and editorial skills to ensure quality of information.

· Submits information to the PWOC-USA President for review and approval.

· Updates web page layout and copies to floppy or compact disk for posting.

· Sends updated floppy or compact disk to the PWOC-USA Chaplain Advisor for final review and posting onto the PWOC-USA website.

· Works with the devotions sub-committee to post monthly devotions on the PWOC-USA Web Page.  

· Checks and updates the PWOC website areas as required, following these recommendations, or adapting them as needed. 

· PWOC-USA general information – as needed

· Theme, logo, etc. 1x/year

· Idea exchange – monthly

· PWOC Heart and Hand -USA – 1x/year or as needed 

· News Flash  (what’s new on the website) – 1x/week

· President, PWOC-USA – monthly

· 1st Vice President/Fall Focus – monthly

· 2nd Vice President/Traveling Training – weekly/monthly

· Prayer Coordinator – 1x/week

· Regions – 1x/month

· Devotions – 1x/month

· PWOC Europe – quarterly
Qualifications 

As an appointed position, the Web Weaver may be either a female active duty service member, active-duty National Guard member, or active-duty reservist; or the wife of an active-duty or retired service member, active-duty National Guard member, or active-duty reservist.  Otherwise she must:

· Be an active participant in her local chapel and PWOC, according to the definition of PWOC membership outlined in the PWOC Heart and Hand - USA Operating Procedures and Guidelines: 

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants.
· Love the Lord and be committed to serving Him through the ministry of PWOC. 

· Be known to be devoted to God and dependent upon Jesus Christ for guidance.

· Be known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Be known as one who is able to make and carry out plans and to persevere with her work.

· Possess good human-relations skills.

· Possess good grammar and editing skills.

· Have e-mail capability.

· Have a working knowledge of FrontPage and Acrobat 5.0.

· Have a working knowledge of functions of the PWOC-USA Executive Board and regional boards.

· Live within close proximity to office of the PWOC-USA Chaplain Advisor.

· If married, be certain of her husband and family’s affirmation and support for her position.

· Have an understanding of and appreciation for the diversity of PWOC.

· Have knowledge of the history of PWOC and have a personal history with PWOC.

· Possess strong verbal and written communication skills.

· Possesses strong computer skills.  Web design skills are helpful.

4.  Committee Chairpersons

Committee chairpersons are appointed by the PWOC-USA National President with approval of the PWOC-USA National Board.  Committee chairpersons, such as the Leadership Selection Committee chairman, are non-voting members of the PWOC-USA National Board.

General Duties

· Is familiar with the procedures and guidelines in the PWOC Heart and Hand-USA.

· Writes an after-action report to be included in the file for that office within one month after completing her term of office.

· Appoints committee members as needed and delegates appropriate responsibilities to them.

Special Duties

· Plans and executes committee responsibilities.

· Informs and updates the PWOC-USA National Board of activities.

· Maintains records of activities.

· Follows guidelines established by the PWOC-USA National Board for the committee.
Qualifications

As an appointed position, a committee chairperson may be either a female active duty service member, active-duty National Guard member, or active-duty reservist; or the wife of an active-duty or retired service member, active-duty National Guard member, or active-duty reservist.  Otherwise she must meet the following qualifications:

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand – USA Operating Procedures and Guidelines:

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants.

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her appointment.

· Is committed to PWOC and its ministry.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

· Possesses strong computer skills.
5.  Titus II Advisors

Titus II Advisors are chosen because of their spiritual maturity, strength of character, sound judgment, wisdom, and heart for ministry.  Therefore, a Titus II Advisor may be chosen from either active duty female military members or spouses, or female retired military members or spouses.  Titus II Advisors are appointed by the PWOC President for 2-year terms.  

General Duties 

· Shall be familiar with the procedures and guidelines in the PWOC Heart and Hand – USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
Specific Duties

· Prays for the PWOC-USA National Board and the PWOC-USA Executive Council.

· Advises the PWOC-USA President, National Board, and Executive Council members when requested or when her experience warrants.

· Reminds those she advises of their foremost duty to God and to their families.

· Intervenes in areas in which another’s behavior is maligning their witness.

· Supports the PWOC-USA Executive Board and Council in other duties as needed.

Qualifications

As an appointed position, the Titus II Advisor may be either a female active duty service member, active-duty National Guard member, or active-duty reservist; or the wife of an active-duty or retired service member, active-duty National Guard member, or active-duty reservist.  Otherwise, ideally, she should:

· Be an active participant in a military chapel.

· Be an active participant in PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Love the Lord and be committed to serving Him through the ministry of PWOC. 

· Be known to be devoted to God and dependent upon Jesus Christ for guidance.

· Be known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Be known as one who is able to make and carry out plans and to persevere with her work.

· Possess good human-relations skills.

· Have a working knowledge of functions of the PWOC-USA Executive Board and regional boards.

· If married, is certain of her husband and family’s affirmation and support for her position.

· Have an understanding of and appreciation for the diversity of PWOC.

· Have knowledge of the history of PWOC and have a personal history with PWOC.

6.  Chaplain Advisor 

The Chaplain Advisor for the PWOC-USA National Board and Executive Council is appointed by the Army Chief of Chaplains as explained in Section 1.1.  His/her primary responsibilities are to advise and assist the PWOC-USA National Board and Executive Council as they fulfill their duties, and to promote the work of PWOC within the military community. 

To be most effective in this role, it is suggested that the Chaplain Advisor familiarize himself/herself with the purpose and Aims of PWOC-USA.  The Chaplain Advisor will be requested to attend PWOC-USA National Board meetings, PWOC-USA Executive Council meetings, and Fall Focus-USA.  His/her presence would also be appreciated at Regional Fall Focus conferences whenever possible and appropriate.  The PWOC-USA Chaplain Advisor is also considered responsible for overseeing and collaborating with the regional and local PWOC Chaplain Advisors as necessary.  

C.  Special Non-voting Members

The PWOC-USA National President may invite special members, such as the immediate past-president of PWOC-USA to join the PWOC-USA National Board as non-voting members, if authorized by consensus of the PWOC-USA National Board.
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 I.  General Information

PWOC-USA regions are defined as military communities that lie within predetermined geographic boundaries.  Each region includes multiple local PWOC chapters, and is governed by a regional board.  Each local PWOC within PWOC-USA is assigned to a region that corresponds with its geographic location.

PWOC-USA is divided into six regions:

· Alaska.

· Central:  Illinois, Indiana, Iowa, Kansas, Michigan, Minnesota, Missouri, Nebraska, North Dakota, Oklahoma, South Dakota, Texas (excluding Ft. Bliss), Wisconsin.

· Hawaii/ Pacific:  Hawaii, Japan, Korea, Guam.

· Northeast:  Connecticut, DC, Delaware, Maine, Maryland, Massachusetts, New Jersey, New York, New Hampshire, Pennsylvania, Rhode Island, Vermont, Virginia, West Virginia.

· Southeast:  Alabama, Arkansas, Florida, Georgia, Kentucky, Louisiana, Mississippi, North Carolina, Ohio, South Carolina, Tennessee, Puerto Rico.

· West:  Arizona, California, Colorado, Idaho, Montana, Nevada, New Mexico, Oregon, Utah, Washington, Western tip of Texas (including Ft. Bliss), Wyoming.

A.  Name

Each regional board shall be referred to by its geographic division followed by “Regional Board” (for example, Central Regional Board or Southeast Regional Board).

B.  Purpose

The concept of regions was created for four basic reasons:

· To be a liaison between the PWOC-USA Executive Board and local PWOC boards.

· To assist the PWOC-USA Executive Board in uniting, encouraging, and assisting each local PWOC within PWOC-USA in Christian growth, witness, service, and fellowship.

· To facilitate gathering within a smaller geographic territory.

· To provide a major resource for recognizing and developing future leaders within PWOC-USA.

C.  Authority

Each regional board is granted authority to plan and conduct business for the good of and on behalf of the local PWOC chapters within its body.  This is done with the guidance and advisement of the Regional Chaplain Advisor and  Titus II Advisors. 

D.  Office of Record 

The Office of Record for the region is the office of the Regional Chaplain Advisor.  

II.  The Regional Board

A.  Composition 

A regional board comprises Executive Board officers selected at the biannual Regional Fall Focus, appointees, and the Regional Chaplain Advisor.

1. Executive Board Officers

For CONUS Regions, Regional Executive Board officers include the Regional Coordinator, Assistant Coordinator, and Secretary.  O-CONUS Regions may vary in composition, depending on their needs.  

2.  Appointed Board Members

A Financial Liaison, Prayer Coordinator, committee chairpersons, and Titus II Advisors will be appointed by the Regional Coordinator with approval of the regional board.  

3.  Chaplain Advisor 

The Regional Chaplain Advisor is appointed by the Army Chief of Chaplains.  

B.  Overview of Responsibilities 

The regional board shall:

· Provide long-range planning to accomplish the purpose and Aims of PWOC-USA within the region.

· Guide and assist the local PWOC boards whenever possible or necessary.

· Plan and coordinate the biannual Regional Fall Focus, Traveling Training within the region, and other programs as deemed necessary.

C.  Selection of Regional Board Officers

Regional board members are charged with the solemn duty of providing vision and leadership for the ministry of PWOC-USA regions. Therefore, the selection of these officers is much more than a nominating process, following the desires and choices of people.  Rather, it is a process where women are chosen who have already been called and who will be equipped by God.  These officers are to be identified through much prayer, contemplation, and effort to ensure that women accepting these positions are both competent and called to fulfill the corresponding responsibilities, and that they understand the great time commitment involved.  Consequently, the traditional nominating committee shall hereafter be referred to as a Leadership Selection Committee, and the process of choosing regional leadership shall be referred to as the leadership selection process.

1.  Regional Executive Board Positions

Regional Executive Board officers include the Coordinator, Assistant Coordinator, and Secretary.  The Financial Liaison is now an appointed position.

2.  Candidates Qualifications

Each candidate should have the following qualifications:

· Resides within the designated region.

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her appointment.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Submits a completed Request for Consideration before the designated deadline.

· Provides an endorsement by letter or e-mail from a chaplain who has seen her in a leadership position.

· Provides the name and phone number of a PWOC leader who will recommend her for a board position.

· Possesses strong verbal and written communication skills.

· Possesses strong computer skills.  

3.  Leadership Selection Committee (former Nomination Committee)

a.  Chairman
The Leadership Selection Committee Chairman shall be appointed by the Regional Coordinator by January 31 of the year of the Regional Fall Focus.  The duties of the chairman begin soon after the appointment.  

b.  Committee Members 

To provide the widest representation possible, the Leadership Selection Committee Chairman will ask each local PWOC president to recommend two women within her chapter who might be considered as committee members.   The Chairman will forward those names to the Regional Coordinator, who will invite a representation of those women to serve on the Leadership Selection Committee.  The committee should consist of at least three women, and no more than seven.  The Regional Chaplain Advisor is also requested to be a member of this committee.  It is recommended that one member of the PWOC-USA Executive Board be invited to serve on the Leadership Selection Committee.

Leadership Selection Committee members should represent the total membership of the region.  That is, the committee should have representatives not only from different military installations within the region, but also from Army, Air Force, and Navy, as applicable, and from different types of military Protestant chapels.

Committee members should comprise women who will not be considered for any of the offices being filled by the committee.  Titus II Advisors are often good choices. 

4.  Leadership Selection Process

The leadership selection process should include these steps:

(a) The Chairman should begin publicizing the selection process, (publicity should begin by March preceding the Regional Fall Focus conference) and outlining the need for all PWOC leadership and members to call forth candidates for positions.  This may done through a variety of avenues, such as:

· providing articles to the regional and local PWOC Secretaries to be included in newsletters and updates.

· providing information to the PWOC-USA Web Weaver so that it may be posted on the PWOC-USA website.

· providing Request for Consideration forms to the local PWOC presidents who are hosting Traveling Training.  The forms can then be handed out during the training.

(b)  The Chairman should provide clear lines of communication.  She should:

· initiate contact with committee members as soon as she is informed of their willingness to participate.  By e-mail or regular mail, she should provide them with a cover letter detailing their responsibilities and mission, a copy of the Request for Consideration form, and a list of those serving on the Leadership Selection Committee.

· send a cover letter and Request for Consideration form to each individual who indicates an interest in applying for a position on the regional board.  Both forms should include the Chairman’s name, address, and telephone number, and the date by which the form should be returned.

· send e-mail messages of encouragement and prayer to each of the individuals who indicate an interest in seeking selection and who receive a Request for Consideration form.  The Chairman should also ask the interested individual whether she requires further information and provide it if requested.  

· contact the Assistant Coordinator, to coordinate when announcements regarding the Leadership Selection Process and the proposed slate of officers should be made during the Regional Fall Focus.

(b) The Chairman should call a meeting of the Leadership Selection Committee.   It is recommended this meeting be held on or before the first day of the Regional Fall Focus to allow committee members to get to know each other and to allow the Chairman to explain the interview process.  If necessary or desirable, candidates can be interviewed at this meeting.

(c) At the first general session of the Regional Fall Focus, the Chairman should announce the Leadership Selection Committee and explain the selection process to the Regional Fall Focus attendees.  The Chairman should:

· introduce the nominating committee and inform the attendees of the board positions to be selected.

· announce requirements for being considered for office as explained under “Candidates Qualifications” in Section 1.3, II-C-2, Selection of Regional Board Officers..
· ask attendees to prayerfully consider whether God is calling them to submit their name.  

· announce Request for Consideration forms are available.

· state the deadline for turning in the forms and when the announcement of selected board members will take place. 

(d) The Leadership Selection Committee should interview candidates, keeping the interviews as informal and as comfortable for the candidates as possible.  It is recommended that these steps be followed by the Committee:

· read through the candidate’s Request for Consideration form.

· invite the candidate into the room for an informal interview process.

· pray for the candidate.

· ensure as well as possible that the candidate has met all criteria – i.e., is an active participant, feels called, and is able to meet the requirements of the position(s) in which she is interested.

· ask questions of the candidate as members feel led, knowing that it isn’t necessary for each committee member to ask questions of each candidate. 

· give the applicant an opportunity to ask questions of the committee.  

· end with prayer.  

· discuss the candidate’s qualifications after candidate leaves the room.

(f).  After all interviews are completed, the Leadership Selection Committee should, by consensus, select candidates to fill the regional board positions. 

Note: For this purpose, consensus is defined as coming to a decision with which each member of the Leadership Selection Committee can be content.  In other words, a committee member might be content with the selection of an applicant even if that applicant would not be their first choice.  Consensus cannot occur when a committee member is adamantly opposed to an applicant.
(g)  The Chairman should announce the proposed slate of officers for the regional board at the Regional Fall Focus general business meeting agreed upon by the Assistant Coordinator.  The Chairperson should ask that the slate be approved by acclamation by attendees at the Regional Fall Focus.  No nominations should be accepted from the floor.  
(h). Following the announcement and affirmation of the slate of officers, the chairman should thank the members of the Leadership Selection Committee and disband the committee.
5.  Affirmation of PWOC-USA Executive Board Officers

The slate of proposed regional board officers shall be affirmed by majority vote of those present at the designated general business meeting at the Regional Fall-Focus.

D.  Installation of Regional Executive Board Officers

Newly selected regional board members will take part in a formal installation ceremony at Regional Fall Focus, as directed by the Assistant Coordinator.
E.  Complications Affecting Office Terms

1.  Change of Military Status While in Office

If the status of any regional board member changes during her term of office because of her spouse’s retirement or separation from the military service, or because she has moved outside the region, she may complete her tenure.

2. Prematurely Leaving Office

An elected board member may prematurely leave office because of:

a.  Resignation
The board member should submit a letter of resignation to the regional board.

b.  Removal from Office

In any situation, every effort will be made to heal and reconcile differences.  However, if conflicts become irreconcilable, an Executive Board officer or appointed board member may be removed from office when deemed necessary for the good of the organization.  Such action would occur at the request of the Regional Chaplain Advisor or PWOC-USA President, after receiving approval of the PWOC-USA Chaplain Advisor.

F.  Filling Vacated Offices

1.  Regional Coordinator  

If the Regional Coordinator is unable to fulfill her term of office, the Assistant Coordinator shall succeed to the office of Coordinator, with approval by the Regional Chaplain Advisor.  If the Assistant Coordinator cannot assume the Coordinator’s duties, the PWOC-USA Executive Board has the authority to appoint a new Regional Coordinator, with consensus of the regional board members.

Note: For this purpose, consensus is defined as coming to a decision with which each member of the Leadership Selection Committee can be content.  In other words, a committee member might be content with the selection of an applicant even if that applicant would not be their first choice.  Consensus cannot occur when a committee member is adamantly opposed to an applicant.

2.  Regional Board Members  

The Coordinator is authorized to fill by appointment any regional board member’s remaining term, with consensus of the regional board.

G.  Meetings 

1.  Regional Board Meetings

The regional board will meet at the call of the Coordinator and/or Regional Chaplain Advisor.  Only Executive Board officers (Coordinator, Assistant Coordinator, and Secretary) are expected to vote.

2.  General Business Meetings

Regional meetings are held at Fall Focus-USA and at the Regional Fall Focus. The number of chapters present at a publicized meeting constitutes a quorum to carry out business.

3. Voting

Each local PWOC present at regional meetings has one vote to be cast by the local PWOC president or her representative.  Guests and PWOC-USA Executive Board representatives have no vote.

Voting on all issues shall require a 2/3-majority vote of members present.  The Coordinator will cast a sealed ballot to be opened only in the event of a tie.
 H.  Regional Finances

Funds for each region come from designated offerings graciously given by military chapels throughout the Region in the year (September 1 – August 31) preceding the Regional Fall Focus. All regional funds will be managed by an assigned fund site, currently at Ft. Belvoir.

All designated offerings received on behalf of regions should be forwarded to the Ft. Belvoir Consolidated Chaplains Fund.  The PWOC-USA Financial Liaison will account for each offering.  She will then request that the Ft. Belvoir Fund Manager forward it to the appropriate Regional Fund Manager. 

** Offerings taken in the year preceding the PWOC-USA Fall Focus benefit PWOC-USA.

III.  Job Descriptions for the Regional Board

 A.  Executive Board Officers  

Regional Executive Board officers include the Regional Coordinator, Assistant Coordinator, and Secretary.

1.  Regional Coordinator

The Regional Coordinator functions in the same capacity and with the same responsibilities as one holding the office of President.  She serves a 2-year term.

General Duties

· Is familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· Works closely with and under the supervision of the Regional Chaplain Advisor to determine and meet needs within the region.

· Organizes and presides over all regional meetings. 

· Represents her region on the PWOC-USA Executive Council and serves as liaison between the PWOC-USA Executive Board and the local PWOC chapters in her region.  

· Enthusiastically promotes growth in the region by encouraging active local PWOC chapters, and identifies and networks with unaffiliated and inactive groups to move them to active status.  

· Oversees communication within the region and with the PWOC-USA Executive Board, through the Regional Secretary and the regional newsletter. 

· Corresponds and shares information monthly with local PWOC presidents in her region, her regional board, and the PWOC-USA President.  She also strives to ensure a flow of other timely, effective communication as necessary or helpful.  

· Assists and advises local PWOC presidents as needed.

· Coordinates Traveling Training for her Region.

· Appoints a Financial Liaison from among the PWOC participants living near the site of the regional fund and oversees the Financial Liaison’s efforts to encourage chapels to support the work of PWOC-USA through designated offerings.  

· Appoints Titus II Advisors, a Prayer Coordinator, and special committee chairpersons for the regional board (such as the Leadership Selection Committee chairperson). 

· Encourages and oversees the Assistant Coordinator as she plans and executes the Regional Fall Focus.

· Plans the installation service for new regional officers, or appoints a committee chairperson for that purpose.
Qualifications 

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Submits a completed Request for Consideration before the designated cut-off date.

· Provides an endorsement by letter or e-mail from a chaplain who has seen her in a leadership position.

· Provides the name and phone number of a PWOC leader who will recommend her for a board position.

· Possesses strong verbal and written communication skills.

· Possesses strong computer skills. 
2. Assistant Coordinator

The Assistant Coordinator functions in the same capacity as a 1st Vice President.  Besides her traditional duties, her principle responsibility is planning and executing the Regional Fall Focus.  She serves a 2-year term.

General Duties

· Is familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· Represents the Regional Coordinator at PWOC-USA Executive Council meetings, and at board meetings when the coordinator cannot attend.

· Assumes the office and responsibilities of Regional Coordinator, if necessary.  

· Performs other duties as requested by the Regional Coordinator.
· Coordinates the Regional Fall Focus and serves as head of the Regional Fall Focus committee.
· Selects location of Regional Fall Focus two years in advance.
· Selects speaker for Regional Fall Focus two years in advance.
· Prepares Regional Fall Focus information to be presented to local PWOC chapters in the region.
· Works closely with the Regional Coordinator and Financial Liaison to plan Regional Fall Focus.  Seeks advice from the Chaplain Advisor on contracts for hotels and speakers.
· Selects committee chairpersons to carry out tasks for the Regional Fall Focus, including publicity and the outreach project.
· Works with local PWOC presidents to assign Regional Fall Focus responsibilities.
· Prepares a pre-conference packet to be distributed to local PWOC chapters during the spring prior to the Regional Fall Focus.
· Prepares a post-registration packet to be sent to participants upon receiving their registration.
· Works closely with the Regional Coordinator to develop the Regional Fall Focus schedule and to determine potential workshop leaders.
· Prayerfully selects those who will lead workshops on topics relating to ministry, personal growth, and life issues.
· Communicates with workshop leaders to inform them of expectations, set-up and handout requirements, etc., and to answer their questions.  
· Works closely with the Regional Secretary and Financial Liaison to provide an efficient registration process.
· Provides regular information updates to the Regional Secretary and to the PWOC-USA Web Weaver for distribution in PWOC-USA communications.
· Develops an evaluation instrument to measure effectiveness of Regional Fall Focus, including a survey to collect recommendations for future conferences.
Qualifications

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.
· Is an active participant in a military chapel.
· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  
Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.
· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.
· If married, is certain of her husband and family’s affirmation and support for her application.
· Has an understanding of and appreciation for the diversity of PWOC.
· Has knowledge of the history of PWOC and has a personal history with PWOC.
· Submits a completed Request for Consideration before the designated cut-off date.
· Provides an endorsement by letter or e-mail from a chaplain who has seen her in a leadership position.
· Provides the name and phone number of a PWOC leader who will recommend her for a board position.
· Possesses strong verbal and written communication skills.
· Possesses strong computer skills.
3. Secretary

The Secretary will perform all duties normally executed by a secretary.  This includes keeping the official records of the regional board; maintaining up-to-date rosters; ensuring effective communication between the PWOC-USA National and regional boards as well as regional and local PWOC boards; and developing, publishing, and distributing a quarterly regional newsletter.  She serves a two-year term.  

General Duties

· Is familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· Supplies the PWOC-USA Secretary with an up-to-date regional board roster and informs her of any changes.

· Compiles, updates, and maintains a regional directory/database, including names of current local PWOC presidents and their pertinent information.  She shall provide a copy of this information to the PWOC-USA Secretary.

· Records minutes of regional board meetings and distributes copies to board members.

· Answers regional correspondence.

· Compiles and publishes a quarterly regional newsletter and distributes copies to regional board members, local PWOC Presidents, USA Executive Council to include the PWOC-USA Secretary, and the PWOC-USA Web Weaver for publishing on the PWOC-USA website by January 1, April 1, July 1, and October 1.  Information to be published in the regional newsletter should be received by the Regional Secretary two weeks prior to these dates.

· Compiles a Regional Quarterly Report and forwards it to the PWOC-USA Secretary to meet these dates: 1 February; 1 May; 1 August; 1 November.

· Performs other duties as requested by the Regional Coordinator.

Qualifications

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Submits a completed Request for Consideration before the designated cut-off date.

· Provides an endorsement by letter or e-mail from a chaplain who has seen her in a leadership position.

· Provides the name and phone number of a PWOC leader who will recommend her for a board position.

· Possesses strong verbal and written communication skills.

· Possesses strong computer skills.

B.  Appointed Board Members 

The Regional Coordinator is free to appoint those PWOC women who might best serve the regional board in specific positions.  Therefore, besides female active duty members or spouses of active duty members, female retirees or spouses of retirees may also fill appointed positions.  Regional board members appointed by the Regional Coordinator include the Financial Liaison, Prayer Coordinator, committee chairpersons, and Titus II Advisors.  The Chaplain Advisor is appointed by the Army Chief of Chaplains.

1.  Financial Liaison

The PWOC Regional Financial Liaison is a “liaison” (concerning financial matters) between the regional board and the Fund Manager at the installation where the regional fund is held.  The PWOC-USA Regional Coordinator is asked to appoint a Financial Liaison from among PWOC participants at the installation where the Regional Fund is held so that the Financial Liaison may work directly with the Fund Manager and Fund Clerk at that installation.  She serves for the two-year term of that regional board.

Formerly, the position of Regional Financial Secretary was an elected position to the regional board.  Due to the challenge of managing funds from other installations that were great distances from the installation where the fund was held, this position became an appointed position in 2001.  

General Duties

· Is familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· PWOC-USA Regional Funds: The regional funds are all non-appropriated funds.  Funds come from designated offerings from various military chapels and from conference registration fees.  Corresponding regional funds are held within the Consolidated Chaplains’ Fund at these locations: 

Alaska – Ft. Richardson, Alaska

Central – Ft. Riley, Kansas

Hawaii/Pacific – Schofield Barracks, Hawaii 

Northeast – Ft. Meade, Maryland

Southeast – Ft. Benning, Georgia

West – Ft. Carson, Colorado

· Command Master Religious Plan (CMRP): The Regional Financial Liaison should work with the Regional Coordinator and Regional Chaplain Advisor to develop an annual spending plan called the CMRP.  This CMRP for the next fiscal year should be pre-approved by the Regional Chaplain Advisor and submitted to the Fund Manager at the installation where the fund is held at a time determined by that Fund Manager (usually no earlier than the end of January and no later than June.  The fiscal year starts on 1 October and ends on 30 September the following year).

· IMPAC Card: The Regional Financial Liaison should work with the Regional Chaplain Advisor and the Fund Manager to determine how purchases can be made most efficiently.  She may be asked to submit regional requests to someone at that installation who holds an IMPAC (International Merchant Purchase Authorization Card) Visa credit card, issued through the Installation Consolidated Chaplains’ Fund. Or, the Regional Chaplain Advisor and the Fund Manager may choose to issue an IMPAC Visa credit card to the Regional Financial Liaison, following the example of Fort Belvoir and the PWOC-USA Financial Liaison.  

The PWOC-USA Financial Liaison holds an IMPAC Visa credit card, issued through the Fort Belvoir Chapel fund.  Limits are set by the Regional Fund Manager according to availability of funds and regional needs after consulting with the Regional Chaplain Advisor and the Financial Liaison.  All charges must be approved in advance by the Fund Manager.  Before a purchase can be made, an IMPAC Request Form must be submitted.  The Fund Manager then issues an IMPAC Card Disbursement Voucher (DA Form 1994).  

At the end of the month, the Financial Liaison must reconcile the charges on the IMPAC statement with the receipts and IMPAC Card Disbursement Voucher.  The Financial Liaison maintains a monthly IMPAC Purchase Log (NAF) and submits a copy with the IMPAC statement reconciliation at the end of each month.   

· Purchase Orders: Whenever the IMPAC card cannot be used for purchases, the Regional Financial Liaison may request a Purchase Order, using DA Form 1756-R.  Typically, Purchase Orders would be used for merchants who do not accept credit cards, to pay bills which exceed the monthly IMPAC card limit (for example, a hotel bill for a conference), and for services provided by individuals (such as musicians, praise and worship leaders, or speakers) which are not covered by a contract. 

· Contracts:  The Regional Financial Liaison works with the Regional Coordinator, Assistant Coordinator, and Regional Chaplain Advisor to draw up an acceptable contract with the hotel or conference center chosen for the Regional Fall Focus.  She works with them to request Non-Personal Services Contracts for speakers and musicians for the Regional Fall Focus.  The Fund Manager must be in agreement with all aspects of the contracts, since he/she must sign these contracts.  The Regional Financial Liaison has no authority to sign contracts.
· Tax Exemptions:  The Regional Financial Liaison is familiar with the procedures to request tax exemption for purchases.  She submits documentation required by various states to receive this tax exemption.
· Designated Offerings: The majority of regional funding comes from designated offerings from military chapels.  All designated offerings are sent to Fort Belvoir.  The National Financial Liaison oversees the deposit of these offerings and keeps a record of them.  During the year (September 1 – August 31) preceding the Fall Focus-USA, all designated offerings are retained in the PWOC-USA Fund at Fort Belvoir to support PWOC-USA national activities such as Fall Focus-USA and Traveling Training.  During the year (September 1 – August 31), preceding Regional Fall Focus conferences, designated offerings will be distributed to regional funds, according to the region where the donating installation is located.  

The PWOC-USA Financial Liaison is responsible for requesting the transfer of these funds properly.  She notifies each Regional Coordinator and Regional Financial Liaison as to the amount transferred to their regional account.  The PWOC-USA Financial Liaison provides information on how to request a designated offering for PWOC-USA.  Each year she provides a letter that can be sent to local PWOC presidents, encouraging them to request a designated offering from her local chapel.  She provides a letter which local PWOC presidents can use to make this request at their local chapel.  All designated offerings are to be sent to:

Fort Belvoir Consolidated Chaplains’ Fund

ATTN: PWOC-USA

5950 12th Street, Suite 101

Fort Belvoir, VA 22060-5539

· Conference Registration Fees: The Regional Financial Liaison works with the Regional Coordinator and the Assistant Coordinator to determine the procedure regarding conference registration fees.  These fees are non-refundable, due to the difficulty of providing such refunds through the fund.  This non-refundable aspect of the registration fee should be clearly noted on the registration form.  Registration forms and checks should be sent to the Regional Financial Liaison.  She keeps an accurate record of these registrations, makes copies of the checks before submitting them to the Fund Manager for deposit, and supervises the registration procedure at the Regional Fall Focus. 
· Reimbursements:  The Regional Financial Liaison approves, according to the guidelines set by the Fund Manager, any situations where reimburse-ments can be made from the fund.  Typically, these situations are:

· Travel expenses of regional board members

· Special projects which cannot be covered by either the IMPAC card or a Purchase Order.

When reimbursement is approved, the Regional Financial Liaison provides forms for this purpose (Request for Payment – FB (CH) FL 22).  These forms are completed by the person requesting reimbursement and sent to the Regional Financial Liaison.  Receipts must be attached to the form.  Tips cannot be reimbursed.  The Regional Financial Liaison checks the form and the receipts prior to submitting the request to the Fund Manager.  The Regional Financial Liaison maintains an accurate record of these reimbursements. 
· Financial Reports: The Regional Financial Liaison is responsible for submitting financial reports for regional board meetings and at the request of the Regional Coordinator.  She maintains accurate records at all times.  Each month, she requests a printout of the Chaplains’ Fund General Ledger for the regional account.  She reconciles this printout for activity (payments and reimbursements, as well as deposits) in the account with her records.  She is available to the regional board for advice concerning financial matters. 
Qualifications

As an appointed position, the Financial Liaison may be either a female active duty service member, active-duty National Guard member, or active-duty reservist; or the wife of an active-duty or retired service member, active-duty National Guard member, or active-duty reservist.  Otherwise she should meet these qualifications:

· Is an active participant in a military chapel where the regional fund is held.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her appointment.

· Has a basic understanding of chapel funds and is willing to work with the Regional Fund Manager, according to fund regulations.  

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

· Possesses strong computer skills.

2.  Prayer Coordinator

The Regional Prayer Coordinator is appointed by the Regional Coordinator.  The role of the Prayer Coordinator is four-fold:  1) to provide prayer support for the regional board; 2) to coordinate prayer efforts for the Regional Fall Focus; 3) to help the PWOC-USA Prayer Coordinator with any prayer efforts initiated at the national level as necessary; and 4) to provide tools and support to all local PWOC chapters within the region.

General Duties

· Is familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· Provides prayer support for the regional board:  

· Periodically touches base with all regional board members for any requests they would like prayed for (either by herself or by the Regional Prayer Team).

· Provides prayer themes, calendars, and helps (magnets, books, etc…).

· Coordinates prayer efforts and needs for Regional Fall Focus Conference.  This may include creating a special prayer team to pray with/for people during the Conference and for the Leadership Selection Committee as they meet; initiating a plan to collect and pray for prayer needs at the Conference; and providing and maintaining a prayer room where people can come to pray during the Conference.  

· Helps PWOC-USA National Prayer Coordinator:

· Sends out prayer information coming from the PWOC-USA Prayer Coordinator to all local chapters (most likely through their Prayer Coordinator).

· Provides support as needed by the PWOC-USA Prayer Coordinator for Fall Focus-USA.  This most likely will include helping with the same type of prayer needs that the Regional Fall Focus has and does not necessarily mean that the Regional Prayer Coordinator must attend Fall Focus-USA herself, although it is encouraged as funds allow.  She may find representatives to help from her region with the prayer needs.

· Provides prayer tools and support to all local PWOC chapters in the region.

· Encourages the use of TNT groups on PWOC Prayer Monday: TNT stands for T- Targets of the enemy; N- New members (new believers and new PWOC members); T- Tender issues of a woman’s heart (family, ministry, finances, health…) TNT groups are local groups of PWOC ladies who meet on Mondays (usually) to pray. The TNT model is just a suggested way to divide prayer time.  If desired, the Prayer Coordinator may maintain an e-mail TNT group (ETNT), available to all PWOC women.

· Maintains contact with the local PWOC Prayer Chairperson, if one is appointed, to assist and encourage them as needed.  (This is a necessary link to the local PWOC and their prayer needs).

· Other:

· Prays for the regional board and local PWOC chapters within the region concerning spiritual and physical growth, unity, widening of their territory, and ministry opportunities.

· Works with the regional board to establish a working prayer network.

· Assists the regional board as needed.

· Assists the PWOC-USA Prayer Chairperson as needed.
Qualifications

As an appointed position, the Prayer Coordinator may be either a female active duty service member, active-duty National Guard member, or active-duty reservist; or the wife of an active-duty or retired service member, active-duty National Guard member, or active-duty reservist. Otherwise she should meet these qualifications:

· Is an active participant in a military chapel.  

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her appointment.

· Is committed to PWOC and its prayer ministry.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

· Strong computer skills are very necessary and highly encouraged.
4. Committee Chairpersons

Committee Chairpersons are appointed by the Regional Coordinator with approval of the regional board.  Committee Chairpersons are non-voting members of the regional board.

General Duties

· Is familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee members as needed and delegates appropriate responsibilities to them.
Specific Duties

· Plans and executes committee responsibilities.

· Informs and updates the regional board of activities.

· Maintains records of activities.

· Follows guidelines established by the regional board for the committee.
Qualifications

As an appointed position, a committee chairperson may be either a female active duty service member, active-duty National Guard member, or active-duty reservist; or the wife of an active-duty or retired service member, active-duty National Guard member, or active-duty reservist.  Otherwise she should meet these qualifications:

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her appointment.

· Is committed to PWOC and its ministry.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

· Possesses strong computer skills. 
4.  Titus II Advisor
Titus II Advisors are chosen because of their spiritual maturity, strength of character, sound judgment, wisdom, and heart for ministry.  Therefore, a Titus II Advisor may be chosen from active duty female military members or spouses, or from female retired military members or spouses.  Titus II Advisors are appointed by the Regional Coordinator for two-year terms.  

General Duties

· Shall be familiar with the procedures and guidelines in the PWOC Heart and Hand - USA.
· Writes an after-action report to be included in the file for that office within one month after completing her term of office.
· Appoints committee chairpersons as needed and delegates appropriate responsibilities to them.
Specific Duties

· Prays for the regional board and the local PWOC chapters within the region.

· Advises the regional board when requested, or when her experience warrants.

· Reminds those she advises of their foremost duty to God and to their families.

· Intervenes in areas in which another’s behavior is maligning their witness.

· Supports the regional board in other duties as needed.
Qualifications

As an appointed position, the Titus II Advisor may be either a female active duty service member, active-duty National Guard member, or active-duty reservist; or the wife of an active-duty or retired service member, active-duty National Guard member, or active-duty reservist.  Otherwise she should meet these qualifications:

· Is an active participant in a military chapel, if possible.  

· Is an active participant in PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA  Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her appointment.

· Is committed to PWOC and its ministry.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

· Possesses strong computer skills.   

5.  Chaplain Advisor 

The Regional Chaplain Advisor is an active-duty Protestant chaplain appointed by the Army Chief of Chaplains.  He/she is the senior Protestant chaplain stationed at the Regional Fund Site.  It is recommended that the Chaplain Advisor:

· Familiarize himself/herself with the purpose and goals of PWOC-USA.

· Provide advice and counsel necessary to help the Financial Liaison to prepare an annual budget.

· Attend all regional board meetings as well as Fall Focus-USA and Regional Fall Focus.  

· Collaborate with the PWOC-USA and local PWOC Chaplain Advisors as necessary.
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I.  General Information

PWOC chapters at military installations are referred to as “local PWOC chapters”.  Each local PWOC is assigned, according to its location, to a PWOC region.  A local PWOC board governs each local PWOC.

A.  Name  

Each local PWOC board shall be known by the name of the military installation, followed by “PWOC Board.”  

Example:  The Fort Belvoir PWOC Board.

B.  Purpose

Local PWOC boards:

· Provide long-range planning to accomplish the Aims of PWOC-USA within the chapter, chapel, and community;

· Provide assistance and support to local chaplains in furthering chapel programs and objectives within the community, whenever requested and possible.

· Provide hands-on examples of Christian service and witness within the local military community.

C.  Authority 

The local PWOC board is granted authority to govern and conduct business on behalf of and for the good of the body of women who make up the local PWOC chapter.  This is done with the guidance and advisement of the local PWOC Chaplain Advisor and Titus II Advisor(s). 

II.  The Local PWOC Board

A.  Composition

The local PWOC board comprises Executive Board officers, who are selected and affirmed yearly, and appointed positions.
B.  Overview of Responsibilities

The local PWOC board shall work within the local PWOC to:

· Offer personal contact to women within the community.

· Be involved in community projects relevant to immediate needs.

· Utilize local talent at the time and location where needs exist.

· Design programs and activities that are responsive to the interests and spiritual growth level of the participants.

· Plan programs, Bible studies, workshops, special events, prayer sessions, and church calendar year observances to draw women in and get them involved.
· Provide a safe, welcoming place to women of different military services, ethnic backgrounds, and denominations.

C.  Selection of Local PWOC Board Officers

Local PWOC Executive Board officers are charged with the solemn duty of providing vision and leadership for the ministry of PWOC within their installation. Therefore, it is believed that selection of these officers is much more than a nominating process, following the desires and choices of people.  Rather, it is believed that it is a process where women are chosen who have been called, and who will be equipped by God.  These officers should be identified under the provision of much prayer, contemplation, and effort to ensure that women accepting these positions be both competent and called to fulfill the corresponding responsibilities, and that they understand the great responsibility and time commitment involved.  Consequently, the traditional nominating committee shall be referred to as a Leadership Selection Committee, and the process of choosing local PWOC leadership shall be referred to as the leadership selection process.

1.   Local PWOC Executive Board Positions

Local PWOC Executive Board officers include the President, 1st Vice President/ Programs, 2nd Vice President/Spiritual Life, Secretary, and Financial Secretary.  

2.  Candidates Qualifications

Requirements for Executive Board officers may differ within each local PWOC.  These requirements should be established by the local PWOC long before the Leadership Selection Committee is formed.  In any case where any exception must be made, final authority for the decision rests with the local PWOC Chaplain Advisor.  Ideally, each candidate should have the following qualifications:

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

Also, computer skills are helpful and highly encouraged.

3.  Leadership Selection Committee (former Nomination Committee)

a.  Chairman
The Chairman of the Leadership Selection Committee shall be appointed by the local PWOC President by January 31 preceding the spring selection.  The duties of the chairman begin immediately after the appointment.  

b.  Committee Members

The Leadership Selection Committee should comprise 3-5 PWOC members.  These members should be selected by the local PWOC President by mid-February preceding the spring selection.

Committee members should ideally comprise women who will not be considered for any of the offices being filled by the committee. 

4.  Leadership Selection Process

The Leadership selection process and timetable may differ somewhat within each local PWOC.   The following lists some steps that might be considered and adapted to the local PWOC.

By late February, the Chairman should:

· Introduce the Leadership Selection Committee during a regular local PWOC meeting and inform the participants of the board positions for which selections will be made.

· Announce requirements for being considered for office as explained under Candidates Qualifications in Section 1.4, II-C-2, “Selection of Local PWOC Board Officers.”

· Ask participants to prayerfully consider whether God is calling them to submit their name.

· State any deadline for submitting names and when the newly-selected board will be announced.

· The Chairman should provide clear lines of communication.  She should:

· Contact committee members as soon as she is informed of their willingness to participate.  She should make sure they understand the responsibilities and mission of the Leadership Selection Committee.

· Contact each individual who indicates an interest in applying for a position on the local PWOC board.  The Leadership Selection Chairperson should ensure that the applicant receives a job description for any position in which she expresses interest. The Chairman should ask the interested individual whether she requires further information and provide it if requested.

· Work with the out-going local PWOC President and/or 1st Vice President/Programs to coordinate when announcements regarding the Leadership Selection Process and the proposed slate of officers should be made.

· The Chairman should call a meeting of the Leadership Selection Committee to pray for the process and ensure that each member understands the process and applicant qualifications.

· The Leadership Selection Committee may follow the guidelines of national/regional leadership selection by interviewing candidates, keeping the interviews as informal and as comfortable for the candidates as possible.  Steps such as these may be followed by the committee:

· Invite the candidate into the room for an informal interview process.

· Pray for the candidate.

· Ensure as well as possible that the candidate has met all criteria or qualifications.

· Ask questions of the candidate as members feel led, knowing that it isn’t necessary for each committee member to ask questions of each candidate.

· Give the applicant an opportunity to ask questions of the committee.

· End with prayer.

· Discuss the candidate’s qualifications after the candidate leaves the room.

· Keep all committee deliberations confidential.

· After all interviews are completed, the Leadership Selection Committee should, by consensus, select candidates to fill the local PWOC Executive Board positions. 

Note: For this purpose, consensus is defined as coming to a decision with which each member of the Leadership Selection Committee can be content.  In other words, a committee member might be content with the selection of an applicant even if that applicant would not be their first choice.  Consensus cannot occur when a committee member is adamantly opposed to an applicant.

· The Chairman should announce the proposed slate of officers for the local PWOC board at least one week prior to the designated meeting at which the local PWOC group will affirm their selection.

· At a designated meeting, the local PWOC President should ask the Leadership Selection Committee Chairperson to present the proposed slate of officers.  The President should ask that the slate be approved by acclamation by local PWOC participants.  No nominations should be accepted from the floor. 

Following the announcement and affirmation of the slate of officers, the chairman should thank the members of the Leadership Selection Committee and disband the committee.

5.  Affirmation of PWOC-USA Executive Board Officers

The slate of proposed local PWOC board officers shall be affirmed by majority vote of those present at the designated local PWOC program or general meeting. 

D.   Installation of Local PWOC Executive Board Officers

Newly selected local PWOC Executive Board members will take part in an installation ceremony as determined by the President and 1st Vice President/Programs.  Installations are normally held at the program or general meeting in May or June.
E.  Complications Affecting Office Terms

1.  Prematurely Leaving Office

A PWOC board member may leave office because of:

a.  Resignation
The board member should submit a letter of resignation to the local PWOC board.

b.  Removal from Office

In any situation, every effort will be made to heal and reconcile differences.  However, if conflicts become irreconcilable, an Executive Board or appointed officer may be removed from office when deemed necessary for the good of the organization.  Such action would occur at the request of the local PWOC Chaplain Advisor after consulting with the local PWOC Executive Board.

2.  Change of Military Status While in Office

If the status of any local PWOC board member changes during her term of office because of her spouse’s retirement or separation from the military service, she may complete her tenure.

3.  Filling Vacated Offices

a.  President  

If the President is unable to fulfill her term of office, the 1st Vice President/Programs shall succeed to the office of President, with approval of the local PWOC Chaplain Advisor.  If the 1st Vice President/Programs cannot assume the President’s duties, the local PWOC board has the authority to appoint a new President, with consensus of the local PWOC board members.

Note: For this purpose, consensus is defined as coming to a decision with which each member of the Leadership Selection Committee can be content.  In other words, a committee member might be content with the selection of an applicant even if that applicant would not be their first choice.  Consensus cannot occur when a committee member is adamantly opposed to an applicant.

b.  Board Members  

The President is authorized to appoint a successor to complete the remaining term of any other departing board member, with consensus of the local PWOC board.

F.   Local PWOC Finances

Each local PWOC may have different financial procedures, based on the policies implemented by the installation.  The local PWOC Chaplain Advisor is the best source for financial advice and clarification. 

III.  Job Descriptions for Local PWOC Boards

A.   Executive Board

The Executive Board comprises the President, 1st Vice President/Programs, 2nd Vice President/Spiritual Life, Secretary, and Financial Secretary.  Ideally, these positions should be filled with women who are active duty military, or wives of active duty military.  However, selection criteria may differ according to the composition and needs of each local PWOC.  In any questionable situation, the local PWOC Chaplain Advisor should make the final decision.  

1.  President

General Duties

· Is familiar with the procedures and guidelines in the PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of material, pertinent statistical information, and a copy of PWOC Heart and Hand-USA.

· Forms committees, as needed, to help plan and carry out responsibilities of her office.

· Coordinates with Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
· Communicates with National and regional boards.
Specific Duties

Responsibilities to PWOC-USA

· Attends Fall Focus-USA and Traveling Training.

· Responds to PWOC-USA communications in a timely manner.

Responsibilities to the Region

· Attends Regional Fall Focus.

· Represents her local PWOC at regional meetings or appoints a representative if she cannot attend.

· Assures that information requested by the regional board is provided in a timely manner.

· Informs the Regional Coordinator and Regional Secretary of changes in the local PWOC board or local Chaplain Advisor.

· Ensures that the Regional Secretary receives newsletters and quarterly reports from the local PWOC Secretary.

· Works with Regional Coordinator to plan installation Traveling Training date.

Responsibilities to the Local PWOC

Local Board:

· Holds a yearly planning meeting, usually in the summer after installation into office.  This should be a mandatory meeting at which each local PWOC board member provides a tentative plan for her committee’s programs, events, ministries, and/or activities for the year, and supplies a proposed budget.  This meeting should provide an opportunity for board bonding.

· Establishes consistent meeting times, convenient to the majority of local PWOC board members, for monthly local PWOC board meetings.

· Plans an agenda for local PWOC board meetings and furnishes each board member with a copy before the meeting.

· Presides at all local PWOC board meetings.

· Communicates with other local PWOC board members to coordinate plans and programs.

· Each month, reviews scheduling and financial requirements for upcoming activities with local PWOC board members.

· Works closely with the local PWOC board Secretary to ensure that any required reports and correspondence are properly prepared and sent in on time.

· Creates temporary committees and appoints chairpersons well in advance of the date of the activity.  These chairpersons may attend local board meetings as non-voting members. 

Example:  Leadership Selection Committee, Constitution or By-laws Review Committees, etc.

· Ensures that all local PWOC board members have completed year-end reports to aid in-coming board members.  Collects one copy of each report to include in the President’s file.

· Plans a joint local PWOC board meeting with both incoming and outgoing boards near the time of installation of new board members.  This is usually the last meeting of the out-going board.

Local PWOC Chapter

· Presides at all local PWOC meetings (1st VP/programs may preside on program/general meeting days).

· Informs local PWOC members of pertinent information in a timely manner.

· Appoints Leadership Selection Committee by January 31 preceding new board selection.

Chaplain Advisor

· Informs Chaplain Advisor of all activities and challenges within local PWOC.

· Invites Chaplain Advisor to all board meetings and ensures he/she is notified when they are scheduled.

· Provides Chaplain Advisor with updated rosters and notification of changes within the local PWOC board.

Responsibility to Chapel:

Officially represents PWOC at the chapel and on the Parish Council, if relevant.

Responsibility to Community:

Is the official point of contact and representative for PWOC within the community.

Qualifications  

Requirements for Executive Board officers may differ within each local PWOC.  These requirements should be established by the local PWOC long before the Leadership Selection Committee is formed.  In any case where any exception must be made, final authority for the decision rests with the local PWOC Chaplain Advisor.  Ideally, each candidate should have the following qualifications:

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

Also, computer skills are very helpful

2.  1st Vice President/Programs

The 1st Vice President/Programs has three primary focuses:  1) to support the local PWOC President; 2) to fill the office of the President should that office become vacant; and 3) to serve as the Programs Chairperson.  As Programs Chairperson, she holds the key to attracting newcomers to PWOC meetings, thereby sustaining active participation in the local PWOC.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, and cost of materials, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.

· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC Board, local PWOC, chaplains, and community.
Specific Duties

Responsibilities to PWOC-USA

Attends Fall Focus-USA and Traveling Training.

Responsibilities to the Region

Attends Regional Fall Focus.

Responsibilities to the local PWOC:

Local PWOC Board:

· Understands the responsibilities of the office of President and is prepared to assume that office, should it become vacant.  Works closely with the local Chaplain Advisor to appoint someone to fill her remaining term of office, should she become President.

· Remains in constant communication and works closely with the President to effectively assist her in coordinating the activities of the local PWOC and communicates those plans to other local PWOC board members.

· Presides at local PWOC board meetings when the President cannot attend, or at the President’s request.

· Works closely with the President to coordinate plans to accomplish local PWOC board goals.

Programs:

· Uses the PWOC-USA yearly theme as a basis for planning the year’s programs.

· Plans programs to reflect PWOC-USA Aims, as listed in Section 1.1 of The PWOC Heart and Hand-USA.

· Proposes the program plan for the year at the local PWOC board’s planning meeting.

· Utilizes talent and resources within the local PWOC, chapel, community, region, or PWOC-USA and varies method of program presentation by using formats such as forums, panel discussions, skits, book reviews, play, films, speakers, performing artists, etc. 

· Attends local PWOC board meetings and reports on her program plans and accomplishments.

· Provides the Publicity Chairperson with program information, according to predetermined timelines and guidelines.

· Ensures that all aspects of each program compliment the program theme by coordinating details with the local PWOC board members (i.e., with the President, concerning business and the meeting order; 2nd Vice President/Spiritual Life for devotion; committee chairpersons for Praise and Worship; Hospitality; Participation functions; etc.)  

· Publicizes the program topic and type of presentation at local PWOC meetings.

· Plans the Installation Service for incoming local PWOC board members.  May enlist the help of the 2nd Vice President/Spiritual Life, other local PWOC board members, chapel participants, and the Chaplain Advisor.  She may also involve the Regional Coordinator and/or PWOC-USA board members, if available and appropriate.

· Coordinates programs for chapel-wide participation when requested by the Chaplain Advisor, if at all possible. 
Retreats and Special Events:

May assist in planning retreats for spiritual enrichment and special programs such as World Day of Prayer and World Community Day.  

Qualifications  

Requirements for Executive Board officers may differ within each local PWOC.  These requirements should be established by the local PWOC long before the Leadership Selection Committee is formed.  In any case where any exception must be made, final authority for the decision rests with the local PWOC Chaplain Advisor.  Ideally, each candidate should have the following qualifications:

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

Also, computer skills are very helpful.

3.  2nd Vice President/Spiritual Life

The 2nd Vice President/Spiritual Life sets the spiritual tone of local PWOC meetings by providing opportunities to encourage participants in their spiritual development through prayer, devotions, and Bible study.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.

· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC Board, local PWOC, chaplains, and community.
Specific Duties

Responsibilities to PWOC-USA

Attends Fall Focus-USA and Traveling Training. 

Responsibilities to the Region

Attends Regional Fall Focus. 

Responsibilities to the local PWOC

Bible study:

· Researches and selects Bible studies for the local PWOC.  Proposes selected Bible studies for approval to the local PWOC board at the yearly planning meeting or as soon as is possible.

· Anticipates quantity of materials needed for Bible studies and other Spiritual Life needs and submits a proposed budget to the President at the yearly planning meeting.

· Works with Financial Secretary to ensure that Bible studies and supporting materials are ordered.

· Prayerfully selects teachers and/or leaders for Bible study and prayer groups.

· Coordinates and schedules meeting times and space for Bible studies.

· Coordinates and schedules meeting times and space for prayer groups, if there is no Prayer Coordinator.

· Attends local PWOC board meetings and reports on her plans and accomplishments.

· May compile and distribute a recommended reading list of books and/or Bible study helps.

· May provide resources and catalogs for obtaining Bibles, books, and tapes.

· May plan training opportunities for Bible study leaders.

Guidelines for leading Bible studies are included in the Training portion of this manual.

Devotions:

· Provides or arranges for a 5-10 minute devotion for each regular local PWOC meeting.  Encourages women within the group to share their testimonies within the allotted time frame. (Devotional guidelines are provided in the Training portion of this manual.)

· Provides or arranges for devotions at program meetings, if requested by the 1st Vice President/Programs.

· Provides or arranges for devotions at local PWOC board meetings, if requested by the President.

Prayer:

May be responsible for group prayer activities.  It is recommended that 2nd Vice President/Spiritual Life appoint a Prayer Committee Chairperson to cover prayer needs, if there is not already a Prayer Chairperson on the board.

Retreats and Special Events:

May assist in planning retreats for spiritual enrichment and special programs such as World Day of Prayer and World Community Day.  

Other:

May be asked by the 1st Vice President/Programs to help in planning the Installation of Officers.
Qualifications  

Requirements for Executive Board officers may differ within each local PWOC.  These requirements should be established by the local PWOC long before the Leadership Selection Committee is formed.  In any case where any exception must be made, final authority for the decision rests with the local PWOC Chaplain Advisor.  Ideally, each candidate should have the following qualifications:

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

Also, computer skills are very helpful.

4.  Secretary

General Duties

· Is familiar with the procedures and guidelines in the PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
Specific Duties

Responsibilities to PWOC-USA

Attends Fall Focus-USA and Traveling Training.

Responsibilities to the Region

· Attends Regional Fall Focus. 

· Provides the Regional Secretary with all requested documentation, changes of local PWOC board members or Chaplain Advisors, and local PWOC statistics in a timely manner.

Responsibilities to the local PWOC

Minutes:

· Takes and maintains minutes of all local PWOC board meetings.

· Types a draft copy of minutes for correction by President.

· Types and makes sufficient copies of final version of minutes for the Secretary’s, President’s, Chaplain Advisor’s, and board members’ files.

· Gives minutes out one week prior to local PWOC board meeting for review before the meeting.

· Presents minutes of previous meeting at the local PWOC board meeting.

Records:

· Maintains official records of the local PWOC.

· Completes and sends Quarterly Reports to the Regional Secretary or to the Regional Coordinator if there is no acting Secretary.  Quarters are designated as January-March; April-June; July-September; October-December.  Reports are due to the Regional Secretary by January 15, April 15, July 15, and October 15.

· May compile the annual local PWOC history for the period of 1 May through 30 April.

Miscellaneous:

· Handles correspondence as directed by the President.

· Notifies local PWOC board members of board meetings.

· May keep and publish a roster of participants, if not done by the Participation Chairperson.

· May prepare a newsletter and/or publicity materials, if not done by another Chairperson.

Qualifications  

Requirements for Executive Board officers may differ within each local PWOC.  These requirements should be established by the local PWOC long before the Leadership Selection Committee is formed.  In any case where any exception must be made, final authority for the decision rests with the local PWOC Chaplain Advisor.  Ideally, each candidate should have the following qualifications:

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· Is an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

Also, computer skills are very helpful.

5.  Financial Secretary

Fund procedures at each installation can vary greatly.  This outline of duties is merely a proposed list.  It is imperative that the Financial Secretary, President, and Chaplain Advisor meet to discuss the responsibilities of the Financial Secretary.

General Duties
· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.

· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with local PWOC board members concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
Specific Duties
· Works with the President and Chaplain Advisor to understand the installation’s funding policies and to determine the local PWOC fund request procedures.  

· Informs the local PWOC board members of procedures they should follow for submitting fund requests and keeps the President informed of financial standing.

· Collects proposed budgets from each local PWOC board member who is required to submit one and works with the local PWOC President to compile a local PWOC budget for the year.

· Attends all fund-related meetings as deemed necessary by the President and Chaplain Advisor.

· Notifies all local PWOC board members of fund-request deadlines.  Collects and assembles all funds requests and submits them in proper form to the Chaplain Advisor or another chapel staff member according to installation procedures.

· Follows up on all fund requests, informing the appropriate local PWOC board member regarding status.
Qualifications  

Requirements for Executive Board officers may differ within each PWOC.  These requirements should be established by the local PWOC long before the Leadership Selection Committee is formed.  In any case, where any exception must be made, final authority for the decision rests with the local PWOC Chaplain Advisor.  Ideally, each candidate should have the following qualifications:
· Is a female active-duty service member, active duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.  
· Is an active participant in a military chapel.
· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  
Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 
· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses basic understanding of financial matters including budgeting and accounting procedures, and how to create and read spreadsheets.

· Is organized and efficient.

· Possesses strong verbal and written communication skills; computer skills are very helpful.

B.  Appointed Positions

Appointed positions include the Titus II Advisor(s), the Chaplain Advisor, and committee chairpersons.   Titus II Advisors and most committee chairpersons are appointed by the local PWOC President.  Some committee chairpersons may be appointed by existing chairpersons to head sub-committees.  The Chaplain Advisor is appointed by the Installation Chaplain.  

1.  Titus II Advisor

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.

· Writes an after-action report before completing her term of office. Includes recommendations for additions and/or changes to procedures and guidelines.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.

Specific Duties

· Prays for the local PWOC and local PWOC board.

· Advises the local PWOC board when requested, or when her experience warrants.

· Reminds those she advises of their foremost duty to God and to their families.

· Prayerfully intervenes in areas in which another’s behavior is maligning their witness.

· Supports the local PWOC board in other areas as needed.
Qualifications  

Because Titus II Advisors are appointed, they may be women who are either active duty military, wives of active duty military, retirees, wives of retirees, or civilians.  Ideally, Titus II Advisors will attend a military chapel.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines.

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants.
· Loves the Lord and be committed to serving Him through the ministry of PWOC and is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work; possesses good human-relation skills.

· Has knowledge of the function of the PWOC-USA National, Regional, and local PWOC Executive Boards.

· If married, is certain of her husband and family’s affirmation and support for her position.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has knowledge of the history of PWOC and has a personal history with PWOC.

2.  Chaplain Advisor

The Chaplain Advisor is an active-duty Protestant Chaplain stationed at the local PWOC installation.  The Chaplain Advisor is appointed by the Installation Chaplain.  He or she has approving authority concerning all of the local PWOC financial matters.  It is recommended that the Chaplain Advisor:

· Familiarize himself/herself with the purpose and goals of PWOC-USA.

· Provide advice and counsel necessary to help the Financial Secretary to prepare an annual budget.

· Attend all local PWOC board meetings, monthly PWOC programs or special meetings, Fall Focus-USA, Traveling Training, and Regional Fall Focus, if possible.

· Ensure that the Aims, purposes, and structure of PWOC are fully understood by all local PWOC board members.

· Encourage local PWOC members’ attendance at Fall Focus-USA and the Regional Fall Focus.

· Be actively involved in developing leadership skills among women and in recommending prospects for local PWOC, regional, and PWOC-USA national leadership positions.

· Advise the 2nd Vice President/Spiritual Life regarding Bible study resources and leaders, if needed or desired.

· Assist or consult with Bible study leaders when necessary or desired.

· Assist in encouraging women to actively support the chapel programs.

· Collaborate with the Regional Chaplain Advisor as necessary.

3.  Committee Chairpersons

Local PWOC boards may include a variety of permanent (standing) and temporary committees.  Committees should be created depending upon the needs of the local PWOC and the local PWOC board.  

Ideally, names of potential committee chairpersons are gathered by the Leadership Selection Committee during the leadership selection process and given to the incoming President.  She can then appoint committee chairpersons with consensus of the Executive Board. These chairpersons would be introduced to the group at a regular PWOC meeting sometime after the installation of officers.  Otherwise, committee chairpersons may be selected by the Leadership Selection Committee and installed with the elected officers at the installation service.  The local PWOC should specify its policy regarding committee chairperson selection and installation in its by-laws or Standard Operating Procedures.

Because committee chairpersons are considered appointed positions, they may be filled by women who are active duty military, wives of active duty military, retirees, wives of retirees, or civilians.  While it is always desirable that committee chairpersons attend a military chapel, it is not a mandatory qualification.

Permanent committee chairpersons may include Historian, Hospitality, Library, Newcomer Visitation, Outreach, Participation, Praise and Worship, Prayer, Publicity, Retreats/Special Events, Secret Sisters, and the Watchcare/Nursery Liaison.  The President is authorized to create temporary committees and appoint chairpersons as needs arise.  To keep the board from becoming too large, some of these committees may function as non-board positions within other offices or committees.  For example, the Historian and Newcomer Visitation may function as a sub-committee of the Participation Committee.  Prayer and/or Retreats and Special Events may function as a committee under Spiritual Life or Programs.

a.  Historian

The Historian is responsible for taking and collecting photos for the local PWOC scrapbook, written history, and/or photo albums. She is also responsible for maintaining the local PWOC chapter past memorabilia.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.

Specific Duties

· Takes photos at all PWOC programs, retreats and special events, outreach projects, occasional programs/general meetings, and special board gatherings.

· Processes photos and arranges them into albums or scrapbooks, complete with explanatory information and other keepsakes such as programs, bulletins, newspaper accounts, etc.

· Maintains historical memorabilia such as scrapbooks and photo albums from previous PWOC years.  

· Makes the local PWOC aware of its historical collections and makes the collections available to the group to the greatest extent possible.
Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Possesses strong verbal and written communication skills.

· Possesses good organizational skills.

b.  Hospitality Chairperson

The Hospitality Chairperson endeavors to provide an atmosphere of love and caring through Christian fellowship.

General Duties

· Is familiar with the procedures and guidelines in the PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, etc., pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.

Specific Duties

· Acts as official hostess at PWOC meetings. 

· Ensures set-up of meeting room, refreshments, tables, chairs, etc.

· Schedules additional hostesses well in advance of each regular meeting.

· Schedules participants to bring refreshments for each regular meeting.

· Works with the 1st Vice President/Programs, if requested to coordinate meeting theme, type of food and when it will be served, decorations to support the theme, and schedule of events.

· Arranges for necessary supplies for each special event well in advance.

· Schedules participants to assist in clean-up after each meeting.

· May act as hostess at special chapel events if requested by the chaplain or local PWOC board.
Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:
· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Possesses good communication skills.

· Possesses a warm, welcoming, caring personality and other traits important in hospitality.

c.  Library Chairperson

The Library Chairperson seeks to provide PWOC women with an organized source of Christian books and materials.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.

Specific Duties

· Develops a system for organizing library materials or maintaining the current system.
· Builds the library inventory by providing opportunities for book donation from PWOC members as they move or otherwise choose to part with books.  Works with the Financial Secretary, President, and Chaplain Advisor to purchase materials.
· Works with the chapel staff to provide books from the chapel library available to PWOC members.
· Ensures that library materials are open and available for borrowing and returning at regular PWOC meetings.
· Ensures that library materials are secured at the end of PWOC meetings.
Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:
· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA  Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Possesses good communication skills.

· Possesses good organizational skills.

Also, computer skills are helpful.

d.  Newcomer Visitation

The Newcomer Visitation Chairperson is responsible for either visiting or in some way personally contacting all new women in the community to welcome them and invite them to attend PWOC.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, decorations, a description of each program, pertinent statistical information, and a copy of PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
Specific Duties

· Serves as the PWOC contact with newcomers in the area.
· Keeps the President and Participation Chairperson informed regarding prospective participants.
· Works with community welcome committees and agencies, chaplains, and other resources to contact as many newcomers as possible.
· Coordinates visitation regarding locations to be visited (i.e., guesthouse, hotels, and residences) as well as, number of visits. 
· Compiles an information packet containing current information about PWOC activities, programs, Bible studies, chapel services and activity schedules, PWOC newsletter, PWOC chapter yearbook and other relevant activities.  May work with other community agencies to distribute packets.
· Maintains records regarding visitations, including the number of visits, packets distributed, etc.
· Encourages PWOC women to participate in visitation and welcoming newcomers.  
Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants.
· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Possesses good communication skills.

· Loves people and has a heart for making newcomers feel welcome.

e.  Outreach Chairperson

The aim of the Outreach committee is “to involve women” in service to others and to meet needs within the local PWOC and community by showing Christian love in practical, concrete ways. 

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, pertinent statistical information,  and a copy of The PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplain, and community.
Specific Duties

· Considers a variety of outreach areas:
· Chapel and Local PWOC.  Chapel dinners, kitchen care, emergency care for families, transportation, chapel cleaning, outdoor flower planting, indoor flowers for chapel.

· Community.  Hospital visits, single soldier suppers, participation with other chapel groups, newcomer visits and transportation (coordinated with newcomer visitation chairperson), orphanages/senior citizen homes, families of deployed service members, single parent soldiers.

· Ecumenical fellowship.  National Day of Prayer, World Day of Prayer (coordinated with 2nd Vice President/Spiritual Life), joint chapel programs, community action groups.

· International.  Supporting international outreach ministries such as Olive Branch, Samaritan’s Purse, Operation Christmas Child, etc.  

· Communicates with the Chaplain Advisor and other community leaders to identify needs while avoiding overlap with other community “help” organizations.

· Works with committee to plan, coordinate, and evaluate outreach projects.

· Obtains complete information regarding project before presenting it to the local PWOC board.

· Presents projects at local PWOC meetings to involve as many participants as possible and to encourage individual service.

· Oversees all outreach projects, beginning with requesting funds and extending through ensuring that original aims, themes, and purposes are fulfilled.
Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· If married, is certain of her husband’s and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Possesses a love for humanity and a desire to spread the love of Christ through outreach within PWOC, the chapel, and the military and extended community.

f.  Participation Chairperson

The Participation Chairperson is responsible for encouraging all Protestant women in the military chapels to actively participate in PWOC, using the term “participant,” not member.  All Protestant women in military chapel congregations are members of PWOC.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
Specific Duties

· Greets and welcomes participants and newcomers to all meetings.
· Introduces each newcomer to at least one active participant.
· Introduces and welcomes each newcomer to the group during the PWOC meeting or provides the information to the President if she does the welcomes.
· Encourages active participants to reach out to newcomers and prospective participants.
· Obtains names of prospective participants and invites them to meetings.
· Keeps up-to-date information on participants, including name, mailing address, phone number, e-mail address, expected moving date, and birthday.
· Compiles roster or provides Secretary with information for a roster.
· Ensures that participants give permission for their personal information to be included in the PWOC roster.
· Maintains attendance book by registering attendees at all meetings.
· Promotes good will with all active participants by e-mailing, phoning, and/or sending cards for birthdays, illness, congratulations, grief, or “missing you.”.  
· Provides nametags for participants, newcomers, and guests.  May work with 1st Vice President/Programs to coordinate nametags to theme of monthly program meetings.
· Provides President with attendance information for awarding PWOC pins.  Pins are normally provided either after a participant attends three meetings or completes her first Bible study.
· Keeps a supply of PWOC pins on hand and orders as needed.
Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Possesses good communication skills.

· Possesses a love for people and a desire to make others feel welcome.

g.  Praise and Worship Chairperson

The Praise and Worship Chairperson is responsible for providing an opportunity for women to worship and praise God through music, while maintaining to the best of her ability, an atmosphere where all feel safe and accepted.  

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Forms a Praise and Worship team to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
Specific Duties

· Seeks God’s leading regarding selection of music and the direction of the praise and worship segment of the PWOC meeting.

· Aims to provide a balanced music selection (contemporary songs, traditional choruses and hymns) to inspire and encourage women, while bringing them into an atmosphere of worship.

· Aims to provide an atmosphere of acceptance and security for all women while subtly, conscientiously, and lovingly exposing women to new styles of music and worship as the Lord leads.

· Coordinates with the President concerning the agenda for the weekly meeting and establishes the length of time allotted for Praise and Worship.

· Coordinates with the 1st Vice President/Programs concerning Praise and Worship time as well as special music needs for monthly programs.

· Strives to educate women to the true purpose of praise and worship.

· Ensures that the installation has a current CCLI (Christian Copyright License Inc.) License.  The first step in doing this is to check with the Chaplain’s Assistant at the local military chapel.  

Note:  It is illegal and unethical to in any way copy words or music if the installation does not have a current CCLI.
Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Possesses good communication skills.

· Possesses a love of Christian music and an understanding of how to put it together to create an atmosphere of worship.

· Possesses a pleasant singing voice and/or other musical gifts.  

· Computer skills are very helpful.

h.  Prayer Chairperson

The Prayer Chairperson is responsible for meeting the prayer needs of PWOC women by encouraging the development of their prayer life and by covering the local PWOC and local PWOC board in prayer.  She may function as an appointed position under the President or as a permanent committee chairperson under either the President or the 2nd Vice President/Spiritual Life.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, etc., pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
Specific Duties

· Coordinates prayer vines, prayer partners, and prayer groups, as the local PWOC board approves.
· Coordinates and schedules meeting times and space for prayer gatherings.
· May lead corporate prayer at weekly meetings if requested by the President or the 2nd Vice President/ Spiritual Life.
· May coordinate the local PWOC chapter participation in the National Day of Prayer and similar prayer activities.
Qualifications  

· Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Possesses strong verbal and written communication skills.

i.   Publicity Chairperson

The Publicity Chairperson is responsible for “spreading the news” of what PWOC is doing in the community by publicizing PWOC in interesting and attractive ways.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, decorations, etc., a description of each program, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
Specific Duties

· Works with other local PWOC board members to obtain information regarding their activities that need to be publicized.
· Publicizes all PWOC meetings and activities in all installation chapels.
· Works closely with the President and Chaplain Advisor on publicity releases.
· Maintains a file of publicity materials and resources.
· Seeks the most effective way of informing all women in the community of PWOC meetings and activities.
· Ensures that all publicity includes “Protestant Women of the Chapel” (spelled out), a brief, attractive message to catch people’s attention, and details of the event (who, what, when, where, why….).
· Distributes publicity by all available methods: posters, flyers, photos and computer graphics, chapel bulletins and announcements, community newsletters and bulletin boards, community newspapers, and radio/TV announcements.
· Obtains permission from appropriate sources to post publicity items in such places as stairwells, commissary and exchange, library, chapel foyer, dental clinic/dispensary, clubs, cafeteria/snack bars, community boards, laundromats, guest house and hotels, and on military community television stations and websites.
· May maintain a PWOC scrapbook and put out a local PWOC newsletter, if not done by another local PWOC board member.
Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC

· Possesses strong verbal and written communication skills.

j.  Retreats/Special Events

The Retreats/Special Events chairperson is responsible for coordinating plans and activities related to one-day events and/or overnight or weekend retreats.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
Specific Duties

· Determines the who, what, when, where, why, and how of the retreat/special event:

· Works with the President, Financial Secretary, and either the 1st Vice President/Programs or 2nd Vice President/Spiritual Life (depending on to whom the local PWOC has given this responsibility) to determine a budget for the retreat or event, and other financial requirements. 

· Estimates how many women will be attending the retreat/special event.

· Determines the theme of the retreat/special event, the methods and means to develop the theme, including decorations, workshops, devotions, special music, and the format of the retreat or event. 

· Locates and secures a retreat center, hotel, bed and breakfast, or other facility that will accommodate the anticipated number of women and allow for the intended activities.  Works with the President, Financial Secretary, and/or 1st Vice President/Programs to arrange the contract and payment arrangements.  The Retreats/Special Events chairperson has no authorization to sign contracts.

· Locates and secures a guest speaker.  Communicates the theme and desired topics.  Works with the President, Financial Secretary, and/or 1st Vice President/Programs to arrange the contract and the method and means of payment.  The Retreats/Special Events chairperson has no authorization to sign contracts.

· Works with committee chairpersons such as Hospitality, Participation, and Praise and Worship to arrange for snacks, welcome table, music, special gifts and remembrances, etc.

· Works with 2nd Vice President/ Spiritual Life and/or the Prayer chairperson to cover prayer needs.

· Works with facility to determine necessary check-in and check-out procedures, as well as how many meals will be offered, and whether other necessities are offered by the facility or must be provided by the participants: i.e., towels, blankets, sheets, etc.

· Contacts and schedules women who will provide special music, devotions, or other special functions.
Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Has exceptional organization and planning skills.

· Possesses strong verbal and written communication skills.

k.  Watchcare/Nursery Liaison Chairperson

The Watchcare/Nursery Liaison chairperson is responsible for ensuring that local PWOC women’s children’s needs are met while attending PWOC, and for strengthening and maintaining the relationship between the local PWOC and watchcare/childwatch providers.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, etc., pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
Specific Duties

· At the beginning of each PWOC year, attempts to determine the watchcare/nursery needs of the local PWOC.

· Works with the local PWOC board and local Chaplain Advisor to ensure that an adequate number of watchcare/nursery workers are hired and available at each PWOC meeting or special event.

· Visits with watchcare/nursery workers to determine challenges, problems, and needs within the nursery, and reports findings to the local PWOC board.

· Plans appreciation lunches or other events for watchcare/nursery workers; purchases or otherwise provides “appreciation” gifts to them.  

· Periodically sends “thank you” or “we’re thinking of you” types of cards and/or notes.

· Speaks to the local PWOC to educate them on watchcare/nursery regulations, requirements, needs, and each mother’s responsibilities when bringing children to be cared for.

· Advises mothers regarding when they must pick up their children from the nursery and reminds them when pickup time is drawing near.

· Acts as a “goodwill ambassador” between the local PWOC and the watchcare/nursery workers.

Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC.

· Possesses strong verbal communication skills.
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I.  Policies

To provide direction and eliminate confusion, the PWOC-USA National Board has determined policies regarding authorized travel and reimbursement for regional and National Board members when traveling on behalf of PWOC.

A.  National Board Members Traveling to Regional Conferences as Representatives and Resources

Up to four members of the National Board may be sent to each of the Regional Fall Focus conferences (in the continental USA) as representatives of PWOC-USA.  As part of a reciprocal agreement, these National Board members will be available as resources for the regions as workshop leaders, members of the Leadership Selection Committee, etc.  Travel expenses of this sort will be reimbursed by PWOC-USA.  Prior approval is necessary and the required paperwork must be submitted to the National PWOC-USA Financial Liaison.  

In turn, the regions will be expected to send their board members to Fall Focus-USA to be a resource, if needed.

Neither the National nor Regional Boards are obligated to use the visiting board members as resources, at their conferences.

B.  Regional Board Members Traveling to Fall Focus-USA as Regional Representatives and Resources

Members of each regional board will be sent to Fall Focus-USA as representatives of their region.  As part of a reciprocal agreement, these regional board members will be available as resources for Fall Focus-USA as workshop leaders, members of the Leadership Selection Committee, etc.    Travel expenses of this sort will be reimbursed by the region.  Prior approval is necessary and the required paperwork must be submitted to the Regional Financial Liaison.  

In turn, the National Board will be expected to send board members to each Regional Fall Focus to be a resource, if needed.  Neither the National nor Regional Boards are obligated to use the visiting board members as resources at their conferences.

C. National Board Members Invited by the Region a Guest Speaker
If a region invites a National Board member to come to their conference as a keynote speaker, the region should cover the expenses for that board member.

D. Reimbursement for Members Serving on Both National and Regional Boards

If someone serves on both a regional board and the National Board, her expenses will be paid by the region for the Regional Fall Focus and by PWOC-USA for Fall Focus-USA, or when she attends a Regional Fall Focus as a representative of the National Board.  For example, someone serves on the National and Southeast Region Boards.  She attends the Southeast Regional Fall Focus and her expenses are paid by the Southeast Region.  She attends the Central and West Regional Fall Focus as a representative of the National Board, and her expenses are paid by PWOC-USA.  She will attend Fall Focus-USA at the expense of PWOC-USA.

E.  National or Regional Board Members Invited by Local PWOC Meetings

When local PWOC chapters invite members of the PWOC-USA National Board and regional boards to speak or provide a program for a monthly program/general meeting or retreat, it is appropriate for the local PWOC to cover the expenses of that board member, unless she indicates otherwise.  An honorarium may be paid, especially when the board member has to spend considerable time in preparation.  National Board and regional board members visiting local PWOC chapters should be treated in the same manner as any other guest speaker.  

Note: PWOC-USA National Board and regional board members (as well as Traveling Training teams) appreciate local hospitality (i.e., staying in homes and “potlucking” with local women/families).  This provides wonderful opportunities to get to know each other and share ideas.

F. National or Regional Board Members visiting Local PWOCs as Representatives of PWOC-USA.

When PWOC-USA National Board or regional board members visit local PWOC chapters to encourage and network with them, as representatives of PWOC-USA, there should be no expense to the local PWOC chapter.  The National Board and regional boards will determine how much can be reimbursed for such trips.

Note:  PWOC-USA National Board and regional board members (as well as Traveling Training teams) appreciate local hospitality (i.e., staying in homes and “potlucking” with local women/families).  This provides wonderful opportunities to get to know each other and share ideas

II.  Positions

A.  How PWOC Fits Into the Military Mission

The Protestant Women of the Chapel (PWOC) is an integral part of the installation’s religious support mission which directly assists the commander in caring for his/her soldiers/ sailors/ airmen, Marines and their families.  PWOC is a part of the commander’s religious program and it organizationally exists under the supervision of the installation chaplain.  PWOC’s part of the religious program is to minister to the unique needs of the military woman and female military spouse.  PWOC equips women to flourish in the unique challenges of the military lifestyle through its emphasis on nurturing and mentoring.  This is accomplished by seasoned military spouses and mature military women.  

PWOC provides the environment to nurture a spiritually enriching community which enhances personal enrichment and family readiness.  During times of deployment, the soldier, airman, sailor or marine can be assured that PWOC will be a close, caring group who will be there to support his spouse and provide a helping hand when needed.  

PWOC is grounded in spiritual principles, and is a unique force multiplier for the commander.  This is accomplished by training women in personal and family skills, by being a compassionate safety net to hurting women, and by supporting the ideals that military personnel are called to protect and defend.

B.  Why We Are Protestant Women of the Chapel Instead of Christian Women of the Chapel

The name Protestant Women of the Chapel represents both our heritage and our future.  Theologically, our aims are to build upon the adherence to Protestant beliefs.  Practically, PWOC is an integral part of the military Protestant community and is funded by Protestant congregations.  PWOC aims provide the foundation for the overarching ministry of PWOC-USA.  

We do fellowship with women from the military Catholic community.  Joining together with Catholic women in activities is fun, enriching and unifying.  However, just as the Catholic worship is distinct from the Protestant worship, the distinctive worship aspects of PWOC and MCCW can only be exercised if the two ministries maintain their individual characteristics and organizations.  Further, the Military Conference of Catholic Women is responsible to the Bishop of the Roman Catholic Church’s Archdioceses for the Military Services.  

Growing Protestant chapel ministries will produce a vibrant PWOC.  In the same manner, the growing Catholic chapel community will have a flourishing MCCW.  Our goal is to ensure that both groups give spiritual nourishment to, and receive it from, their congregations.
We remain "inclusive, not exclusive" in that anyone may attend the gatherings of PWOC, but our strength of vision and purpose are firmly established in our Protestant heritage. 
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PRESIDENT

YOU ARE CALLED

C

congratulations!  God our Father has asked you to lead the women of your local PWOC chapter.  He has called you as surely as He called Abraham or Moses.  You can rest assured that He will provide every step of the way!


As you begin your term as President, it is of utmost importance that you do not neglect your personal relationship with the Lord. It is so easy to get caught up in the “doing” of the ministry, but spending time in prayer and in personal Bible study is where you will find all the guidance and strength necessary for the year ahead.  It is also how God will reveal His vision, plan, and purposes for your time in leadership.

Define the Vision


God has called you to this position as President, and He has given you or will give you a vision for the ministry in PWOC.  The focus of vision comes from Him to you, the leader. The vision He gives you will become the focus of all you do in the year ahead. 

To determine what your vision is, ask yourself,  “What aspect(s) of the PWOC ministry are written deeply on my heart?  Then pray.  Ask God, “Is this the vision You are giving me? It will be vitally important that you clarify and then share this vision with the other women on the board, enabling them to join you in making the vision a reality.


Viktor Frankl, a concentration camp survivor, said in lectures he gave years after his release:  “There is only one reason why I am here today.  What kept me alive was you.  Others gave up hope.  I dreamed that some day I would be here telling you how I , Viktor Frankl, had survived Nazi concentration camps. I’ve never been here before, I’ve never seen any of you before, I’ve never given this speech before.  But in my dreams I have stood before you and said these words a thousand times.”  For yourself as an individual, and for your group, it is important to define your vision -- how you see yourself functioning within the group and how you see your group functioning in the community.  


A vision’s accomplishment must be the result of many people bringing many resources to the job.  Once you have defined this ‘picture’ God has given you, then you must communicate it to your board and to the body of women in PWOC.  Continually pass on the vision to those who come around.  Know that dreams, if presented right, are contagious. As you prepare to share, keep in mind an important aspect: “Let them see your heart before they see your hope.  People don’t care how much you see until they see how much you care.” 

(John Maxwell)

God has selected you as His leader of this ministry.  As the leader, it is important that you go in prayer and seek God’s will for your local PWOC ministry for this time and place.  John Maxwell in his book, Developing the Leader Within You, shares a process for receiving a vision for you and those around you:

· Look within you: What do you feel?

What inner dream do you have that has lit a fire that cannot be extinguished?

· Look behind you: What have you learned?

A vision needs support.  Draw from your experiences and realize that people need to believe in the leader before they believe in the vision.

· Look around you: What is happening to others?

· Be patient.  Share the vision when those around you are ready.  A good idea becomes great when the people are ready.

· Look ahead of you: What is the big picture?

Why does the organization exist and what should it achieve?

· Look above you: What does God expect of you?

God’s gift to you is your potential.  Your gift back to God is what you do with that potential.

· Maxwell’s definition of success ---

Knowing God and his desires for me;  growing to my maximum potential, and sowing seeds that benefit others.

· Look beside you: What resources are available to you?
God is giving you a vision for the PWOC you are serving.  Clarify it.  Share it.  Bring others on board.  Allow the vision to make a difference in women’s lives and in the life of the chapel!

Set Your Focus

Your greatest asset as President does not necessarily come from your vast experience or your highly-honed administrative skills.  Your greatest asset is the love you have for the God you serve and how you then reflect this love upon the women you are serving.  Involve these women you love in the vision.  Explain to them how your vision connects to the four aims of PWOC --- leading, teaching, developing and involving.  Help them catch the dream!  Allow your board members to take the vision and make it their own through their individual job positions.  Plant, fertilize, grow, and harvest.  Watch the vision become a reality!

Seek Guidance

It is important to seek the guidance of your Chaplain Advisor from the beginning of your term of office, and to maintain continued communication with him or her.  PWOC is an integral part of the ministry of the chapel; therefore, we must seek to enhance the programs of the chapel.  Schedule a meeting with your Chaplain Advisor at the onset of your term in office.  This can help you develop a relationship with him or her as well as determine, through the sharing of your vision, how PWOC can be a vital vessel to the ministry of the chapel.  Invite your advisor to attend board meetings and always provide him or her with the minutes from these meetings.  By developing this relationship with your Chaplain Advisor, he or she will know best how to advise you in any or all situations as they arise.  

Learn the Process

Knowing and understanding your budget and the process your installation follows to spend that money is of utmost importance.  

You will need to work closely with your Chaplain Advisor as well as the Financial Secretary in order to meet the regulations and guidelines of the funds office.  If there is a PWOC budget in place, familiarize yourself with it thoroughly.  If there is not one in place, work with your Chaplain Advisor and Financial Secretary to formulate a budget that will meet the projected needs of the PWOC ministry for the year.  Consider giving women the opportunity to share in the stewardship of the chapel by taking offerings at your PWOC meetings.  

You can also get guidance from your advisor on the procedures for submitting purchase orders and contracts.  Each installation will handle this differently, but the commonality is that we are to be good stewards of the funds the chapel provides to PWOC.  We are also to maintain integrity and timeliness in all our administrative actions within the chapel, to include financial requests.  Although you may have a Financial Secretary to handle the fund requests in your PWOC, it is good for you as the President to be informed about the budget and all financial procedures so that you can fully support her.

Seek Support

Know that as President of your PWOC, you are not alone.  Your PWOC-USA national and regional leaders are available to support you.  There are also many resource materials on women’s ministry that are available through your Christian bookstores.  (Check the PWOC Website for resource suggestions at www.chapnet.army.mil/pwoc. 

OTHERS ARE CALLED

God will call others to join you in service of the ministry of PWOC through either the Executive Board or committee chairs.   

Executive Board

Executive Board positions are “selected” by the PWOC body.  Executive Board positions vary from installation to installation but usually include President, 1st Vice-President/Programs, 2nd Vice-President/ Spiritual Life, Secretary, and Financial Secretary.  

Committee Chairs

Committee chairs may include: Historian, Hospitality, Librarian, Newcomer Visitation, Outreach, Participation, Praise and Worship, Prayer, Publicity, Retreats and Special Events, and Watchcare/Childcare. Because PWOCs come in all shapes and sizes, keep in mind that this may be a partial listing or that you may or may not have all of these committees, based on the needs of your PWOC.  

The filling of Committee Chairs is ultimately the responsibility of the President.  However, it is advisable to seek the agreement of the other women who are serving in the executive (selected) positions.  Seek the Lord together in prayer, asking Him to guide you in filling the committee board positions. 

Equipping and Encouraging Those Who Serve

As you ask women to serve, keep in mind their various giftings and provide them with a clear understanding of the position in which you are asking them to serve.  Share with them the job description from the PWOC Heart and Hand-USA as they prayerfully consider taking the position.  Let them know if there are any modifications based on your local PWOC constitution or Standard Operating Procedures.  Be willing to accept the answer “no,” trusting that God will provide for His PWOC ministry.  

As women come forward to fill various positions, be willing to invest your time in them.  Encourage them in their personal relationship with the Lord.  Help them to see their value in the Body of Christ within PWOC.  Allow them to use and develop their unique gifts and to share as an integral part of the workings of the ministry of PWOC.   Train and equip them to work together as a board.  Be sure that each board member understands her own role and her area of responsibility as it fits into the overall ministry team.  

God will use you to give these women courage to be all that He has called them to be.  As Beth Moore says in To Live Is Christ,  “We all need encouragement -- a courage transplant from another believer -- so that we can continue to pursue the abundant life of the Lord Jesus.”  Choose to be that encourager.

Some Ways to Encourage 


Board Planning Retreat

After most board positions are filled, a great way to begin the planning and encouragement process is to have a board retreat.  This can be accomplished in many ways.  You can go away for a weekend, spend the night at someone’s home, or you can simply get away for the day.  However you choose to do it, it can be a fun way to get to know one another, to assess the needs of your PWOC, and to make plans for the upcoming year.    

Most importantly, a board retreat will provide time for prayer -- time for approaching the Lord and seeking His guidance.  Do not underestimate the amount of time that this might take.  Allow enough time to accomplish that which you desire.  As a group, take this opportunity to get to know one another at this retreat.  Notice the sweet bonds of sisterhood that will begin to develop.  As President, it is up to you to set the tone for the year, according to the wisdom of 1 Peter 4:10-11.  


Conflict and Forgiveness
As the year goes by, conflict is inevitable.  Basically, conflict is a clash between two wills and usually results from a difference of opinion or purpose.  The conflicts can be between board members or might involve members of the body.  In any case, conflicts will eventually be sensed by the body and affect the ministry.  The challenge is to effectively handle the conflict, looking at it as an opportunity for individual spiritual growth and not just as a major irritation.  The Bible provides a method for resolving conflict, and we as sisters in Christ must choose to care enough about each other and the ministry of Christ to come to resolution in the face of disagreements (See Matthew 5).  

Conflicts should be resolved by those involved and should never be topics of gossip.  As President, you may need to mediate between the two with differing opinions, or you yourself might need to confront someone over an issue.  This is not easy to do but is sometimes necessary.  At times it might be necessary to seek the counsel of your Chaplain Advisor.  Don’t ignore the problem -- seek solutions.  As you speak to individuals regarding sensitive issues, may the time be bathed in prayer.  May your own heart have the attitude of personal repentance.  May your words be spoken in love.  Remember the words of the Apostle Paul to the Colossians: 

BOARD MEETINGS

Board meetings are usually held monthly at the convenience of its members.  The board meeting is held to conduct the business of the PWOC, to make important decisions, and to coordinate the various positions on the board.  In the very beginning, stress the importance of each woman attending all board meetings. Ask the Secretary to call or send reminders to ensure attendance.  

As President, you will preside over the meeting.  Set a beginning and ending time so that meetings will not go on forever.  President-Attachment A offers information on conducting board meetings.



· To make these necessary planning sessions as effective and timely as possible:

· Spend time praying together.  Holding one another up in prayer strengthens the bond you have as a board.

· Ask board members to provide the secretary with a short written report of the past month’s activities as well as upcoming activities within that committee. 
· Provide each member with an agenda for the meeting (See President-Attachment  A).

· Send minutes before the meeting so that members can read and look for items that require correction beforehand.

· Send a short note or e-mail to each board member highlighting the most important tasks facing the board this month so they will be prepared to discuss any applicable information.

· Stress that the meeting is not a planning time.  Plans should be done ahead of time in committee meetings.  Plans should be submitted to the board for approval and coordination purposes only.

· Provide time for the Advisor(s) to share.

· For larger boards, provide an opportunity for board members to get to know each other better.

Pointers for Conducting a Discussion

PWOC Board meeting business can be done in several different ways.  Here are two examples of methods of handling discussion.  For most PWOCs, the informal method of discussion is the better approach.



WEEKLY PWOC MEETINGS

A good way to begin your weekly PWOC meeting is with a short opening session.  Typically, this is a time that is directed by the President (or 2nd Vice President/Spiritual Life).  Work with the women in charge of Spiritual Life, Praise and Worship (Music), and Prayer to make this a spiritually uplifting and meaningful time.  As the leader, consider the following:

· Have a written agenda to keep on track.  (See President-Attachment B )  Provide copies to those who must speak to the group.
· Work with the Hospitality and Participation Chairman to create a welcoming atmosphere.  Remember -- you only have one opportunity to make a great first impression.

· Start on time and end on time so that you will not cut in on Bible study time.  (A good way to start is with a few “sing ’em in” songs.)

· Always open and close the meeting in prayer.

· Limit announcements.

· Have a short devotion -- 3-7 minutes.  (This is great way of giving women the opportunity to “speak for the Lord” and to share with others the blessings of the Lord in their own lives.)

· Spend time in Praise and Worship and Prayer -- a special time of music and a time of corporate prayer that will prepare women’s hearts for their time of Bible study.
· Be creative.
· Pay special attention to the flow of the time and events.  The goal should be to provide a smooth transition from prayer to praise and worship, for example, so that interruptions are minimized and the quality of the time of worship is maximized. 
President Attachment B offers information on conducting the weekly PWOC meeting.
ENCOURAGING GROWTH

“Where two or more are gathered in my name . . ..”

Remember, PWOCs come in all shapes and sizes, and there is not a set picture of what a PWOC must look like.  Our goal is to glorify the Lord and to join Him in the work of His kingdom.  However, there are some things you can do as a leader to help bring growth to your PWOC.

· Pray by yourself and with others that God would bring women to your PWOC -- women who are willing workers for Christ.

· Pray that God would bring women who need to know Christ as Savior and Lord.

· Be willing to do less: Sometimes it is not necessary to do quite so many activities.  Start with an emphasis on Bible study and prayer and build from there. Pray for guidance as you grow and continue to reevaluate the ministry.  God will direct.

· Hand out your monthly newsletter at chapel services and post it in the women’s restrooms at the chapel. Make announcements through your post/base newspaper (with Chaplain Advisor approval).  These are great ways to get publicity.

· Publicize around installation neighborhoods and through wives’ coffee groups or family support groups.

· Ask your Chaplain to allow the PWOC to lead the worship service on PWOC Sunday   This is discussed later in this class.

Remember, working for Christ is a great privilege – and it can be fun!  Do all you do with an attitude of joy -- lifting up the name of Christ -- and He will draw women to Himself.

BEING CONNECTED

Be willing to be connected to your PWOC-USA regional and national leadership.  These leaders are an excellent source for information and assistance.  For example,   Traveling Training, developed by the PWOC-USA National Board and sponsored by the regional boards, is an excellent opportunity to receive training regarding board positions and leadership skills.  Your Regional Coordinator is your first step in bringing Traveling Training to your local PWOC.  Contact her to inquire about and to schedule your chapter for training.

Make sure that your local PWOC Secretary submits quarterly reports in a timely manner to your Regional Secretary. These reports are of utmost importance in keeping the lines of communication open between the local PWOC and the region.  A sample Quarterly Report form is included as an attachment in the Secretary class.

Also, keep your group informed of what is happening within PWOC-USA.  Ensure that national and regional newsletters are available to your group.  Obtain information about yearly conferences (Fall Focus-USA is held on even years and regional Fall Focus conferences are held on odd years) and publicize this to your chapter.  These Fall (Focused Attention for Leaders and Laywomen) Focus Conferences train and equip women with a focus on ministry, life issues and spiritual growth.  They provide a unique opportunity to come together with PWOC women around your region and the USA to network and train together. 

Your installation is part of a larger whole -- the Body of Christ within PWOC. You and your installation have much to offer and your national and regional boards desire to support and encourage you in any way they can.   Please share yourselves!  We, as PWOC, have a job to do -- to bring Christ to our world! 

PASSING IT ON

As you lead PWOC, keep in mind that others coming after you may not know what you know.  It is vital that you keep detailed records concerning your board’s activities within PWOC and that you highly encourage other board members to do the same.  After-action reports are a good way to record details that may later be forgotten.  Do not make the next board reinvent the wheel!  Give them the blessing of this year’s written history.  An after-action report form is included in the Forms chapter of Section 2.5 Resources.  President-Attachment C lists some of the information that should be passed on to incoming board members.  You might consider providing each board member with their own notebook for organizing this information.

DESIGNATED OFFERINGS

Once a year, chapel communities collect a designated offering to defray the expenses associated with PWOC-USA conferences.  Designated offerings also cover costs incurred by traveling teams who are sent out to local PWOCs each spring.  These funds are essential to off-set costs such as fees for conference speakers, travel expenses for national and regional board members, conference site deposits, and supplies such as printing and postage.  

Note:  It is important to check with your Chaplain Advisor to determine when the request for designated offerings needs to be submitted at your chapel.

President-Attachment D provides the information you will need to request a designated offering.

PWOC SUNDAY

Traditionally, the week these offerings are collected is called “PWOC Sunday.”  This designation provides a wonderful opportunity to highlight a PWOC’s ministry within the chapel community.  On that Sunday, local PWOCs should support chapel services in whatever capacity the senior pastors of participating chapel congregations request.  Local PWOC support of PWOC Sunday may include:  

· Distributing PWOC literature (i.e. publicity tri-folds that describe current Bible studies and upcoming programs or retreats) to all ladies in attendance,

· Providing greeters or ushers for the service (have these ladies dress in blue and wear their PWOC pins)

· An explanation of PWOC’s goals and aims, and performing the special music for the service (i.e. the PWOC theme song for the year)

· Preparing a full-fledged PWOC program

· Furnishing baked goods or other refreshments for a fellowship time after service.

PWOC Sunday should be a “taste” of PWOC for non-participants in our chapel communities; as such it can be a great opportunity for outreach.  Insure that your goal is two-fold:  

· To bring glory to the Lord

· To do what PWOC does best – provide sweet-spirited service to chaplains and chapels.

Be certain to coordinate all plans and details with the Chaplain Advisor and other chaplains involved in the PWOC Sunday services.  Also, follow-up with a thank you note to all services and senior pastors who participated.  

WORKING TOGETHER FOR CHRIST

As we come together in love and unity, we can together be much more than we can be separately.  Our prayers span all time zones; we are literally all around the world being “Workers Together For Christ.”  And you, as President, hold a vital role as you lead your local chapter “working together for Christ” and leading women into a deeper relationship with Him.  May you receive His blessings in this challenging but rewarding position.   

About Board Meetings

Overview.  The purpose of a local PWOC board meeting is to conduct the business of PWOC.  The board (Executive Board and appointed members, chairpersons, and advisors) meets once a month at a regular time and place.  Each board member should attend all board meetings.  The secretary contacts members by phone, written notice, e-mail, or other means to ensure attendance.  The local PWOC board authorizes programs, activities, and studies for the local PWOC.

Committee Work.  Details of committee work should be accomplished within the committee meeting.  The committee chairperson should then make periodic reports to the local PWOC board for approval.  Committee work should NOT be conducted within the confines of the local PWOC board meeting.

Agenda.  The President is responsible for preparing an agenda and providing a copy for each board member present.  It is important that the President follow the agenda, so that all necessary business is covered and the meeting is conducted in an orderly and timely manner.  Important issues should be placed early in the agenda so there is adequate time for decisions to be made.  As soon as each item is finished, it is expedient to clarify who has the responsibility to carry out the task and when she is to report.

It is helpful to change the order of committee reports for each meeting so that the same person is not always reporting last.

Parliamentary Procedure.  Reasonable use of parliamentary procedure saves time and confusion.  

Confidentiality.  Business conducted in a board meeting should not be discussed outside the meeting.  Board decisions should be presented at a general meeting by the president or by another board member at the President’s invitation.

New Business.  A board member proposing a new project should first investigate and present all aspects of the activity before the meeting, although some good ideas may be inspired by board discussion and expressed spontaneously.

Presidential Voting.  The President should feel free to express her opinion but should not monopolize the discussion, impose her will, or comment on every viewpoint.  She can often bring about agreement if she sums up the discussion and/or puts available options before the board.  The President should not vote unless the vote is by ballot, to keep her vote from influencing the result.  In a ballot vote, the President casts her ballot along with other members.  In a roll-call vote, the President’s name is called last.  
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The President should cast the deciding vote in event of a tie, if her vote has not been previously counted.

Board Member Voting.  Whenever possible, all issues should be resolved by consensus before any vote is taken.  Particularly when important decisions are at stake, which might bring out strong opinions or emotions among board members and cause potential dissent within the group, it is often better to table the vote until consensus can be reached.

Note: For this purpose, consensus is defined as coming to a decision with which each member of the local PWOC board can be content.  Consensus cannot occur when a committee member is adamantly opposed to a particular decision.

For decisions that would not necessarily need consensus, a 2/3-majority vote is required for a motion to be carried.
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Sample Board Meeting Agenda
I. Devotion and prayer

II. Approval of previous minutes

III. Reports:

President

1st Vice President/Programs

2nd Vice President/Spiritual Life

Secretary

Financial Secretary

Committee Reports (May choose to list these by name.)

IV. Old business

V. New business

VI. Advisors’ remarks

Titus II

Chaplain Advisor

VII. Closing
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About Regular PWOC Meetings

Overview.  Regular PWOC meetings provide an opportunity for women to experience fellowship, praise and worship, prayer, and Bible study.  Because regular meetings normally last no more than 2 – 2 ½ hours, it is important to use the time effectively so that each of these elements is well represented.  Including a devotion in the regular meeting offers encouragement and an opportunity for PWOC participants to share stories and testimonies that are meaningful to them.    

Note:  Fellowship can occur before the regular meeting begins, before Bible study starts, or after Bible study ends.  Likewise, announcements might be made at the beginning or at the end of the meeting.

Announcements.  Announcements are important, but it is necessary to remember that they are not the most important reason for coming to PWOC.  Therefore, it is wise to be creative when attempting to keep PWOC women informed of upcoming events so that minimal time is used.  If announcements can be turned in to the Secretary before the meeting, she can compile them and either provide copies to everyone, or she can e-mail them to the participants.  

Praise and Worship.  This segment provides an opportunity for women to worship and praise God through music.  Because of the diversity within PWOC, it is appropriate to strive for a balanced music selection (contemporary songs, traditional choruses and hymns) to inspire and encourage women while exposing them to new styles of music and worship.  The President and the Praise and Worship chairperson should determine the length of time allotted to Praise and Worship.  Five or six songs or approximately 15 minutes of praise and worship is reasonable to create a worshipful atmosphere.  It is wise to realize that, although some women would prefer to move directly to Bible study, others value this musical segment greatly and need it to help prepare them for Bible study.  Again, balance is important.

Devotions.  Devotions provide PWOC women with an opportunity to encourage other women through their own life events or inspirational reading.  A suggested guideline for a devotion is 5-15 minutes.  It is appropriate for the 2nd Vice President/Spiritual Life to provide participants with the local PWOC chapter guidelines for devotions and to ask the participant about the topic of the devotion before it is actually given.  

Prayer.  The opportunity to present prayer requests is an important part of regular PWOC meetings.  However, because of time constraints, it is wise to determine an effective way of dealing with prayer requests.  Some groups choose to keep a prayer book in the back of the room.  As participants arrive, they are reminded to enter their requests into the book so the prayer chairperson can pray on their behalf during the prayer segment of PWOC.  Other groups distribute cards and ask participants to write down their requests.  
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The cards are then collected and the requests are prayed for either by the prayer chairperson or by designated members of the group.  Still other groups simply open the floor for each participant to pray as she will until the designated time is over or ask that prayer requests be prayed for in the Bible study classes.  It is important to determine the best way for each group to manage its prayer time. 

Bible Study.  Bible study is the backbone of PWOC.  It is important to determine the time at which Bible studies will begin and to ensure that classes start on time.  

Fellowship.  Whereas fellowship may not necessarily be thought of as a spiritual activity within PWOC, it nevertheless has an important function.  The breaking of bread provides not just ease of hunger, but ease of loneliness and development of relationship.  It is wise to ensure that sufficient time is allowed for fellowship.
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Sample Opening Agenda #1

(Remember that each part of this time needs to smoothly flow into the next part.  This is a time for women to come together to worship and prepare their hearts for Bible Study.)  

Date:

Praise Songs

Opening Prayer

Welcome/Announcements

1.

2.

3.

4.

5.

6.

Welcome Newcomers

Prayer for offering/introduction of devotion speaker

Offering/Devotion

Worship Choruses

Closing prayer
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Sample Opening Agenda #2

(Remember that each part of this time needs to smoothly flow into the next part.  This is a time for women to come together to worship and prepare their hearts for Bible Study.)  

Date:

Opening song

Opening prayer

Welcome/announcements

Welcome newcomers

Prayer for offering

Offering

Praise and worship

Introduction of devotion speaker

Devotion

Prayer time

Closing comments and prayer
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Things for the Out-going Board

to Give to the In-coming Board

· Budget

· Minutes from board meetings 
· The PWOC Heart and Hand-USA

· A copy of your local chapter’s constitution or by-laws (if applicable)

· Policy letters (Any letters/publications that outline policies and procedures that may have been established in the PWOC regarding how business should be conducted.

· Committee reports and/or after action reports

· Key letters that will help the new officers get a feel for what has gone on.

· Forms (quarterly reports to the Regional Coordinator, after-action reports, etc.

· Rosters of PWOC-USA National and Regional Board members.

· Roster of local PWOC members.

· Suggestions on how they can improve the local PWOC ministry.

· Your blessing.
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REQUEST FOR PWOC-USA

DESIGNATED OFFERING

PWOC-USA is a national organization that is sponsored by the Office of the Army Chief of Chaplains. PWOC-USA provides a resource network for local PWOC’s on military installations (Army, Navy, Air Force, Marine, and Coast Guard) across the United States, Korea, Guam, and Japan.

Each spring, PWOC-USA sends training teams to local installations to provide quality training for all women who are interested in a women’s ministry within their chapel.
In the fall, conferences are held to inspire, encourage, and foster personal spiritual growth. National conferences are held in the fall of even numbered years, and regional conferences are held in the fall of odd numbered years. The six regions within PWOC-USA are: Northeast, Southeast, Central, West, Alaska, and Hawaii/Pacific.

Your designated offerings pay for the expenses associated with these conferences and the traveling training teams. These funds are used to provide nationally known speakers who inspire women through praise, worship, and ministry at these events. Most importantly, Christ is glorified! Women who attend these events will benefit immensely by coming together in His Name. Also, your designated offerings will help defray the expenses of ladies serving on the National and Regional boards as they travel and minister to the needs of women in the military chapel community.

ALL designated offerings should be sent to the Fort Belvoir Consolidated Chaplain’s Fund. The Fort Belvoir CCF manages the PWOC-USA fund. In odd numbered years, designated offerings will be distributed to the regional funds for their use in regional conferences and activities.

Note:  Please indicate that the designated offering is for PWOC-USA.

Send designated offerings to:

FORT BELVOIR CCF

PWOC-USA

5950 STREET, SUITE 101

Fort Belvoir, VA 22060-5539
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PROGRAMS 

WHAT ARE PWOC PROGRAMS?

P

WOC programs are special meetings with a focused emphasis. They provide an opportunity for corporate fellowship of the PWOC body, as well as an informative, inspirational presentation.  In some chapters programs may be called "General Meetings".  Usually they take place on a monthly basis, often in lieu of the weekly Bible study.  

WHY HAVE PWOC PROGRAMS?

Programs are Tools of Evangelism

2 Thessalonians 3:1 gives a succinct reason for why we execute special programs in the ministry of PWOC: so that "…the Word of the Lord may spread rapidly and be glorified."  It should go without saying that our primary reason for anything we do within PWOC is to glorify God.  What a high privilege and high calling we have to serve Him through this unique ministry!

Programs Provide Tools to Practice the PWOC Aims.


Special programs provide incredible opportunities to make the aims of PWOC practical.  Each program should have at least one of the aims incorporated into its planning and purpose.  This usually happens automatically, but it is important to evaluate each to ensure the implementation of one or more aims.  Before mission statements were fashionable, PWOC had what could be considered an excellent mission statement within these aims.  What follows is a review of those aims as they relate to program planning:


In Acts 6:7, we read:  "And the word of God kept on spreading; and the number of the disciples continued to increase greatly…." Special monthly programs offer opportunity for evangelism like no other.  Ideally, this is a time when something is planned so that one can feel comfortable bringing an unsaved neighbor or friend.  Some women may not be ready or willing to commit to a weekly Bible Study but might be willing to join a friend  in  attending a program built around an interesting topic or theme.  Because a Biblical message is presented and an atmosphere of love and concern arranged, seeds for receiving the gospel may be planted.


The church year offers a myriad of opportunities to build a program that would be informative, as well as inspirational.  


Many have testified to the fact that programs on just the above mentioned themes were what motivated them to have a deeper prayer life, be challenged to be salt and light, and realize their responsibility in being stewards of time and resources.  Programs give opportunity "…to strengthen and encourage you as to your faith."   1 Thessalonians 3:3.


Programs are great involvers!  Through wise planning, monthly programs can involve more people than any single activity PWOC sponsors.  

Programs Provide Another Opportunity to Carry Out the PWOC Yearly Theme

Each year PWOC plans its ministry around a theme.  Monthly programs are an excellent opportunity to carry out this theme, bringing out different aspects of this spiritual emphasis.

PROGRAM ESSENTIALS

Pray

Everything we do in PWOC must be covered in prayer.  From the planning, through the execution, to the evaluation, prayer is what sets PWOC apart from other organizations within the military system.  

Plan, Plan, Plan!

It is true that “the best laid plans of mice and men sometimes go awry,” but good planning can never be discounted.  Proverbs 16:3 admonishes us to "Commit your ways to the Lord and your plans will be established."  God's Word is faithful, and He will honor plans committed to Him and the building of His Kingdom.   Specifics to planning will be discussed under “Planning a Program.” 

Consider the Needs of Your Chapter

Who is coming to your PWOC?  What stage of life are they in? Young women? Young moms? Older women? Is there a deployment? Hazardous duty? Stressful mission?  Young Christians? Complacent Christians? Need for fellowship? Need for discipleship?  Ask questions as you interact with the women, or provide a survey that will help you understand what the needs and interests are.  Section 2.4 Ministry Helps includes chapter on doing needs assessments.

Always Be Christ-Centered 

Being Christ-centered is what sets PWOC apart and it is what will make a difference in everything that is done.  The work of the Holy Spirit brings a new dimension to this organization as He points people to Jesus Christ.

Offer Variety

Boredom and sameness can kill the joy of monthly programs.  Life is too short and there are too many ideas out there to try!!!  PLEASE do something other than announcements, music, guest speaker, and food -- month after month.  Speakers are wonderful, but so are skits and dramas, panel discussions, videos, workshops, or just a program centered on music.  

Consider Funds

What funds do you have to work with?  No funds?  Low funds?  Plenty of funds?  Unlimited funds?  (Don’t we all wish?!)  Whatever the fund amount, please be wise stewards of what God has provided.  Elaborate, expensive food and decorations are unnecessary.  It is amazing what women can do with a small amount of money!  You can have atmosphere and beauty without over-spending.  

Be Flexible

As mentioned under planning, the best plans can be thwarted by unforeseen circumstances.  The remnants of a hurricane left one chapter scrambling before their kick-off.  Great plans had been made to set the activity room up like a schoolhouse, to have refreshments packaged in school lunch bags, and to provide a real back-to-school experience for the attendees.  This group was going to be grateful for electricity, let alone atmosphere!  A resourceful chaplain made a generator available, and the group was given the green light for the program.  There was still atmosphere and the schoolhouse theme was evident, if not as evident as originally intended.  There was no time or facilities to prepare the bagged lunches; but simple, inexpensive, and easy-to-prepare pastries, juice, and coffee were provided.  No one but the program committee was aware of the scrambling or changes, and the program seemed to go off without a hitch.  It is always wise to have a Plan B!

PLANNING A PROGRAM

Begin With a Theme

Having a theme gives a framework on which to hang plans.  In PWOC a yearly theme is established by the National Board and is introduced each spring during Traveling Training.  Using a theme provided by the national ministry gives local chapters the opportunity to be part of a larger whole in a very genuine way.  It can be a unifying factor in the ministry of PWOC.  The presentation of this theme in the spring gives new Program Chairmen time to pray, think, and brainstorm with a committee to come up with program ideas for a whole year, beginning in the fall.  The following is an example of how this process could be developed using the theme "Called for Such a Time as This."  This process can be used and adapted for any theme.

Process of Theme Development

· Pray about the plans you will make.  What would God want to say to you personally and your group collectively through this theme?  

· Do a personal Bible Study.  Look at the theme verses presented for the year.  (Each year a verse, or verses, accompanies the theme, supporting its message from the Word.)  Theme verses for "CALLED FOR SUCH A TIME AS THIS":

Esther 4:14, "And who knows whether you have not attained royalty for such a time as this."

Ephesians 1:18, "I pray that the eyes of your heart be enlightened, so that you may know what is the hope of His calling, what are the riches of the glory of His inheritance in the saints."

· Ask yourself questions:

What is the context of these verses?

What do they say to you personally?

How do they apply to what you see God doing in your own life?  The lives of the women in your chapter?  Your community?  The world?

· Do word studies.
Pick out key words and focus on their meaning.  Find verses, connections, etc.  Good words to focus on with this particular theme are “called” and “time.”

· Ask questions based on what you have gleaned.

Who is called?

How are we called?

To what are we called?

Is there a unique call for women?

Do women struggle with their calling?

Were there women who were “called” in the Bible?

Time for WHAT?

What is God's perspective of time?

What does "for such a time as this" mean?
What is unique about "this time" in history?

· Assess needs of the group.

Are there special areas where your group needs focused attention?

Are there interests that may not be addressed in Bible studies offered?

· Brainstorm.

Bring some people together and throw out ideas.  Don't be afraid to begin broad and large.  Don't let this process frustrate you.  Ideas generate ideas, and often impractical and off-the-wall things can be presented.  This is all part of the process.  This is just a beginning point; as ideas are presented, mulled over, and prayed about, they can begin to become part of a logical, workable plan. 

· Decide on topics to cover during the year.

You may really have a desire to prepare a program on stewardship.  “How to have a quiet time” may be another topic you feel that God is leading you to emphasize.  You saw a great program presented at the regional conference and you want to use it.  There is a standing traditional program at Christmas and a couples’ program in February.  Before long you may have too many topics that can be covered within your PWOC year.

· Find theme verses that tie into these topics. 

Remember to have a Biblical basis for everything you do!  This is a great way to show how practical the Word of God is!

· Follow through with the details of program.

For which date would the program be best suited?  (i.e., love and relationships in May, evangelism/harvest in October, prayer in May/National Day of Prayer, time management in January; stewardship in April/tax season)  Contact any special speakers that may need to make long-range plans.  Often dates must be adjusted if you are determined to have a particular speaker.  Prepare an outline with general information and specific dates by July for publication in yearly publicity, a calendar, or a handbook.

Use Committees

As Program Chairman, YOU are not the committee!  It is your responsibility to oversee and make sure that plans are carried out, but you are not, and should not, be a one-woman show.  As discussed under theme development, the creative juices that can flow as you have a brainstorming session are impossible to cultivate alone.  

Stephen Covey, the author of 7 Habits of Highly Effective People, speaks of interdependence.  He says that in our society we place great importance on being independent.  However, interdependence is what we should strive for.  You at your best are good, but you at your best, coupled with someone else at her best, is so much better!  

This is what can happen as you begin to pull people in to help in planning your programs.  It is an opportunity to mentor, disciple, and train leaders of the future.  It is a way to make others feel ownership and sisterhood.  It is a way to allow women to use gifts that may otherwise lie dormant or may not be recognized as valid in the Body of Christ.  Include women who are quiet and reserved; they will have insight into things the out-going will not.  Ask women who are gifted in crafts or drama or writing to be a part of your planning.

Coordinate with Other Officers and Committee Chairmen

President - All of your plans and ideas should be presented to your President.  Before you begin your planning, meet with her and get a picture of what her vision is for the year.  What has God laid on her heart as to the direction and needs for this group at this time?  Ask her what she would like to see happen through the programs during the year ahead.  Share with her where you feel God is leading you through this ministry. 

Other committee chairmen - There is some freedom of interpretation in the guidelines of PWOC chairmen and their responsibilities.  Some chapters have Hospitality only responsible for food.  In other places Hospitality covers food and decorations.  Still others have them tending to food, decorations, nametags and welcome.  Be acquainted with what your particular chapter includes in each job description.  (In sharing ideas with the board, you may offer a suggestion for what might enhance the theme, but allow the chairman to carry out the responsibility with her own committee. In the area of hospitality for instance, many programs may lend themselves to particular menus that would enhance the theme and that might have been suggested at your program committee meeting.) 

Flow.  Attachment A lists a sample program agenda.

Program-Planning Worksheet – A sample Program-Planning Worksheet is shown in Programs-Attachment B.  Present this worksheet at the monthly board meeting at least one month prior to the general meeting, or contact board members personally.  Planning ahead is essential, particularly for other board members such as publicity chairman because there are usually deadlines that must be met for printing purposes.  With enough time the publicity chairman can provide creative and effective coverage of the event.  Again, as with other board positions you can offer suggestions as they apply to a theme, but allow the publicity chair to carry them out.  Most people are willing to help and carry out their responsibility if they know what is expected of them.  They are also often open to facilitate an idea if it's provided for them, but feel great pressure and intimidation to come up with something they might consider “clever.”

WHAT DOES A MEANINGFUL PROGRAM 

LOOK LIKE?

Incorporating the monthly theme throughout each aspect of the program could be called orchestrating.  A theme is interwoven through each instrument of ministry, creating a beautiful harmony as the parts come together.  Let's look at how all of these parts can come together as a meaningful program.

A Warm and Friendly Welcome 

The day of the program has arrived.  What is the first thing people see upon arrival?  Are there boxes piled in a corner? Unsightly cleaning supplies out in the open?  A closed door?  Walk into your place of meeting and think of yourself as a newcomer.  What is your first impression?  How can you make that space, that first sight, be welcoming and inviting?  First, clear the sight of all unnecessary “stuff.”  Always have a welcome table.  This is a simple way to set a tone and present a visual message.  Prepare your table with a décor that goes along with your theme.  Have a sign that says, "Welcome to PWOC" or  "Ft._______ PWOC Welcomes You!".  This sign can be computer generated, mounted on decorative paper, standing on an easel, in a frame, or folded as a table tent.  Place nametags, sign-in sheets, anything you might have as an introduction to PWOC, on this table.  Ask your Hospitality or Participation Chairman to make sure there is a person there to welcome and greet or serve as a hostess.  Again, ask yourself: what would make YOU feel welcome?

 Always have bare tables covered with tablecloths.  Hint:  solid twin sheets make great inexpensive tablecloths for the oblong tables usually found in chapels.  Find fabric that has a motif going along with the theme.  You can purchase a yard, cut it in squares, and have an inexpensive, yet effective, splash of color that can be used on the welcome table, food table, and other places where information is displayed. 

A Word About Atmosphere: 

Fluff without substance is only fluff.  Preparing an "atmosphere" can be an area that can become over-balanced.  The overbalance can come from both directions: too simple and no thought put into preparing an environment, or over doing and obsessing over just the right décor.  Strive for balance.  Simplicity is good, but simplicity can be an excuse for laziness and not wanting to go to extra trouble.  On the other hand, elaborate decorations and atmosphere can be intimidating and labor intensive.  Somewhere in the middle is where you need to find yourself.  

Extras, attention to detail, and an atmosphere of loveliness can speak volumes to people.  We have an opportunity to minister to women who may have husbands deployed, making them feel overworked and overburdened. There may be female soldiers or retirees who are lonely and need a feminine touch.   To walk into PWOC and see that someone took time and attention to create an environment of welcome, femininity, and care may be the very thing that speaks to their heart.  Never underestimate the power of small things, like permanent nametags being prepared in a timely manner or small favors that remind of a special meeting. These are details that say, "WE CARE."

Theme Woven Throughout the Program 

Did you know that themes are Biblical?  Psalm 45:1 says, "My heart is stirred by a noble theme."  There may be some stretching of interpretation here; however, the writer is speaking of a desire to write a song for the king to commemorate and remember this time in history.  When we speak of themes in relation to PWOC programs, we are doing much the same thing. The more emphasis of an idea using the different senses, the more people will remember.  Weave the different facets of the program together to make a beautiful whole.  

Publicity 

Note that clever wording may perk the ears of the auditory learner, and theme-related graphics may appeal to the visual learner.  Short "teaser" type skits are great to present at weekly meetings or chapel worship services to peak interest.

Room Set-up

Depending on the size of your group, you will want to think about the set-up for your meeting.  Fellowship can be enhanced if people are seated around a table.  If round tables are available, they make a more intimate and friendly statement.  Sitting around tables (whether round or rectangular) can encourage conversation, as well as make more space available to create the atmosphere you are trying to achieve.  There are mixed feelings about whether meetings should be held in a neutral meeting space (i.e., activity room, fellowship hall) or the chapel sanctuary.  For many there is no choice; however, think about what you want to accomplish and if a change needs to be made to make your meeting space more inviting.
Decorations
The emphasis here should be simple, inexpensive, and meaningful. Some tried and true ideas:

Music

For many, music is a language that speaks like no other.  Songs that might go along with your program need to be coordinated with your Music Chairman.  If you have suggestions for corporate praise and worship or special music, pass them on.  



An example that stands out in my mind is a program with on "The Many Hats a Woman Wears."  The emphasis of this program was all of the roles that women are called upon to play.  The decoration theme was of course HATS. (Note: These hats were prepared several years ago for a summer program using Barbara Johnson's video Stick a Geranium in Your Hat and Be Happy.  They were later used for an installation program, coupled with a skit about hats, and now for the third time around this program.)  The special music for the day was provided by one of our own members, singing with an accompaniment tape the Amy Grant song entitled "Hats."  The gal was dressed in an old robe, her hair in a net as she lamented the "hats" she must wear.  On the second chorus she sang "One day I'm a mother, one day I'm a lover."  At this point the robe and net were thrown off and she was wearing a red-sequined dress.  It was quite a surprise, but she really got the point across!   It could have been described as a "living video."  Another song effectively used in this way is the Kathy Troccoli song "Go, Light Your World."  As the song is sung, it is being acted out, ending up with everyone having a lit candle.  

Mixer

Monthly program time may be the only opportunity your group is all together for any length of time.  It is a prime opportunity to encourage fellowship.  A simple mixer is of course not going to meet this need in itself, but it may provide the icebreaker needed to encourage people to relax.  It can also provide an opening for conversation.  Mixers can be simply turning to those around you and greeting them or introducing yourself to someone you may not know.  They can be a simple question that may be a lead into the program to come or a task done with another person or group.  Try to make the mixer/ice-breaker pertain to the theme.  

Presentation 

All that has transpired so far -- the planning, the welcome, the atmosphere, the music, the mixer -- has led to this point in the program – the presentation.  It is to be a presentation that points people to Christ and encourages spiritual growth.  As emphasized before, this can and should be a variety of different types throughout the year.  Make this monthly program as focused as possible.  Try to keep announcements and information shared as minimal as possible.  Focus on the message that is being communicated. 

Prayer Reminder/Favor 

This is not a necessary thing, but it is a tangible reminder of what took place.  The value of providing a small take-home favor is worth the effort to produce them.  Why?

· It is a tangible reminder of what was hopefully a happy and meaningful experience.

· It is yet another avenue to say, "we care," in a tangible way.

· It provides an opportunity for others to share gifts and be involved as they prepare the favors to share and…

· "Many hands make light work."

· Meeting together to prepare favors can be a great time of fellowship. (Note: This type of craft/handwork may not be your thing as Program Chairman; however, it may be just the thing to involve someone who feels they don't have much to offer.  Plan work nights/mornings/afternoons, for those available and interested, to come together and prepare for the monthly programs. Remember: "WE ARE WORKERS TOGETHER FOR CHRIST.") 

Food

If possible and not too difficult, try to tie the food into the theme.  (Note:  Be watchful and careful as to how much chapel funds are spent on food.  Having the kick-off catered with pastries, a fruit tray, etc., may be an excellent idea, but providing catered meals each month is not what we should be spending chapel funds for.  Women are usually more than willing to bring a dish to share if given enough notice.)  

Is It Worth It?

At the conclusion of the program, the prayer is that women have heard a Biblical message presented.  The room set-up and atmosphere says: "We care! You're special, valuable, and belong here!" Interest is peaked and they can't wait to see what they’re going to experience next time!  Yes, it may have been a lot of work for a short amount of time, but if women leave being affirmed in their faith and value, it most certainly was worth it!


It's Not Over Till It's Over!

While the information is fresh in your mind, write out an after-action report.  This will be an invaluable aid for you in preparing your end-of-year report.  It is also crucial in helping your successor.  As you write, think of what information YOU needed to know as you planned.  Remember to give detailed descriptions of steps taken to prepare the program, especially in the area of funding.  An after-action report is too easy to push aside, but you and others will benefit by taking the few extra moments to prepare one.  A sample After-Action Report Form is included in the forms section of Section 2.5 Resources.  

It's also appropriate and necessary to thank those people who were key in helping you get the job done.  Encourage people by words and by written notes, thanking them for using their gifts.

WHAT ARE YOUR GIFTS?

Within our military communities there are women who have talents in a variety of different areas: music, crafts, drama, culinary skills, public speaking, organization and administration to name a few.  Protestant Women of the Chapel has the potential in each post or base to provide a safe place for the development and use of these various gifts.  The Program Chairman has an opportunity to discover and utilize these gifts in preparing programs that inspire, inform, and provide opportunity for expressing God given talents and abilities.  By using the ideas and talents of others through a variety of presentations, lives can be changed long after the program is over.  

Many women struggle to find where they fit in the Body of Christ.  There is no gift that He did not give, and there is no gift that He will not use.  As we encourage women to develop their gifts, providing opportunity to use them within the Body of Christ the entire body will be strengthened and blessed.

Sample Programs Agenda
Welcome

Includes opening prayer

Business 

(announcements of coming events

 presentation of PWOC pins, etc).

Mixer

Praise and Worship

Program Activity/Presentation

Closing

**  Registrations, fellowship, and refreshments 

may be held at either the beginning or end of the meeting.
Programs-Attachment A

Program Planning Worksheet

Monthly theme:

Theme verse:

Objective:

Publicity idea:

Decorations:

Favor/prayer reminder:

Mixer:

Music:

Special feature:

Food:

Funds request:

Room set-up:

Other needs:

Programs Attachment -B


SPIRITUAL LIFE

HELPING WOMEN TO GROW

W

hat comes to mind when you hear the term “Spiritual Life?”  At first glance, its meaning may seem to be vague but on further examination you will find it full of meaning and relevance—to physical lives today and eternal lives tomorrow.  In the ministry of Protestant Women of the Chapel, the Spiritual Life chairman develops programs of ministry that allow women to grow in their relationship with Jesus Christ.


The word “life” refers to the physical functions between birth and death.  Because God is the source of life, it is a gift from Him.  He first filled Adam with the breath of life (Gen. 2:7) and He continues to be the source for all life.  The psalmist sang to God, “For with you is the fountain of life”.  (Ps. 36:9)  There is another aspect to life other than physical life; it is spiritual life.  Spiritual life results from our relationship with God—which allows eternal life.  Eternal life is more than living forever; it is living forever in the blessed fellowship of our Creator and Redeemer.  In John 1:4, John wrote about Jesus, “In Him was life, and the life was the light of men.”  “This is eternal life,” Jesus declares, “that they may know you, the only true God, and Jesus Christ that you have sent.” (John 17:3)  In this life, in knowing Jesus, there is a freedom from sin, holiness, and a peaceful relationship with God.  This is the abundant life that Jesus talked about in John 10:10.

Spiritual life is a present life lived in abundant grace and a future life lived in God’s glory.


BIBLE STUDIES

The study of God’s Word is of utmost importance.  God speaks to us through His word.  He allows us the treasure of knowing Him and receiving guidance, discipline and peace.  It is the continual study of the Bible that gives strength to live the abundant life that is available in Jesus.  That is why the selecting of studies is so important. In selecting studies, keep the following in mind:

Pray, Pray, Pray  

Pray alone and with others that God would show you the specific needs of the women of your PWOC that should be addressed by Bible study.  Select studies based on those needs.

Ask Others to Form a Committee to Help You

The Bible exhorts us in Proverbs 19 to listen to counsel so that we may be wise.  This admonition holds true in the selection of Bible studies.  Because we move around so much, sometimes we need the counsel of someone who has been at our installation longer, who knows what has been done in the past and has another perspective on the needs of the women attending.  It also allows other women to serve.

Select Studies Based on Specific Needs of the Ladies Attending Your PWOC

Ask God to show you those needs.  

Consider a Needs Assessment Survey 

Consider handing one out in a meeting to ask women what they would like to see offered.  Give specific examples of possibilities that women can choose from instead of having them come up with specific studies on their own.  (Many times it is hard for them to think of anything.)   See Section  2.4 for a Needs Assessment Survey.

Peruse bookstores and catalogs. Seek out your DRE 

DRE stand for Director of Religious Education.  He or she can be a valuable source of information. Your DRE is also a great source when there is not much money available to buy books.  They might have some in their library or they may be able to order for you out of their budget.  Ask your regional board for studies that have been successful in other installations.  Use the list provided by PWOC-USA Traveling Training.  See Spiritual Life-Attachment A.   If at all possible coordinate your studies with the PWOC-USA yearly theme.  Know the procedures for ordering books at your installation.  Know the delivery time and PLAN AHEAD.  Allow time for the challenges that will inevitably crop up.

Consider the Layout of the Building in which You Meet  

You would not want to have 5 studies if there are only 4 rooms available.  Use common sense by placing the largest studies in the largest rooms.

Coordinate a yearly calendar with the President and Programs Chairman

 Know your local school calendar.  You can acquire school calendars either by calling the school directly, or by going to the school’s website.  Especially pay attention to school holidays that fall on PWOC meeting days as they may affect childcare needs.  

If Problems or Concerns Arise, Discuss Them with Your President and Chaplain Advisor

Be willing to deal with problems, don’t just ignore them and hope they will go away.  Solutions should address the problem behavior and not be judgmental of the person or their beliefs.

SELECTING THE STUDIES

There are so many exciting Bible studies available for  women.    Obviously, not all women have the same Bible study needs.  Be sure and offer variety in the Bible studies, not only in the types of studies but also in the time involved outside of class. Seek to address all levels of spiritual maturity and learning styles, in other words consider the needs of new believers as well as the mature Christian.  For smaller PWOCs that only offer one study at a time, consider what has been done in the past and offer variety when it is time to move on to the next study—don’t get in a rut.  

Spiritual Life-Attachment B lists more types of studies.

Typically, studies are selected for a summer session, a fall session and a spring session.  Bible studies can be offered during the weekday or on weeknights or both.  The studies normally meet for 1 to 1 ½ hours in duration.  

SUMMER SESSIONS 

Summer sessions are extremely important because those who are PCSing are looking for PWOC at this time.   Summer sessions can be a weekly topic prepared and lead by different volunteers or a video series with discussion questions.  There are all kinds of video series available—some are light and fun and some are more in-depth and informative. (Refer to Spiritual Life Attachment-B) Outreach or craft projects are another good choice.  Whatever is done, it should not be something that builds week by week.    

SELECTING THE TEACHERS

As the Spiritual Life chairman you will find yourself enlisting leaders for Bible studies.  Here are some things to consider during this process.

Pray Diligently that God Would Lead You in the Selection of Teachers

 Look for those who show:  

· A heartfelt commitment to Jesus Christ and a personal life that reflects it

· A commitment to exploring Biblical truth and the desire to lead others in the same pursuit

· A commitment to complete the work of a particular study—the planning and leading of the study

· A commitment to complete the other responsibilities of leading a group such as the administration and nurturing of those attending

· A dedication to prayer and to caring for group members

Be Willing to Recruit Ladies to Teach

Some are willing; they just need to be asked.  Look for information from registration surveys regarding women with an interest in teaching.  Talk with them, get to know them, and pray. Some ladies may volunteer to lead and they will often suggest a study they want to teach.  Tell them you will pray and consider it along with other possible studies.

Don’t be concerned if someone you ask to teach rejects you.  Remember it is in God’s timing.  He has in mind who will teach and He will bring them forward or lead you to them.  Consider having extra teachers lined up in case of emergencies.  Get feedback at the end of studies for future reference.

SELECTING SMALL GROUP 

OR LARGE GROUP FORMAT

PWOCs come in all shapes and sizes--so do Bible study groups.  As the Spiritual Life chairperson, along with your President and the rest of the board, you can greatly influence the group format that is followed at your installation.  A large group with only one study is sometimes necessary due to people or resource restraints but a small group with 10-15 members is most advantageous.  Small groups encourage accountability and allow members to benefit from the insights of other participants as they process material they have studied throughout the week.  Small groups also help build strengthening relationships as participants share prayer concerns and pray together.   In some PWOCs these small groups are called “Care-groups.”


The purpose of a care-group is to ensure that each and every woman in PWOC feels that she is a valued part of the group through the ministry of encouragement, prayer and compassion.  PWOC as a group needs to move beyond the mindset of just being a group and seek to be a place where women’s faith would be strengthened through love and fellowship.  The prayer is that women would grow in relationship with Jesus by experiencing His love through the reaching out and nurturing of care-groups—that heart fellowship would occur—communion if you will.  



A care-group leader is responsible to ask the Lord in prayer to give her the eyes of Christ to literally allow her to see women as He sees them and to encourage them in their gifts.  More women can be involved by asking for help in keeping attendance (administrative gifts), providing decorations and food (service gifts), and meeting care-group responsibilities such as a card ministry or calling absent members or food for those in need (mercy gifts).  Our goal as leaders is to empower others by giving them opportunities to serve.  This aids women in developing and using their God-given gifts in service.  The secular world will test a person’s worth and then allow them to serve but we in the kingdom of Christ must first allow women to serve and then we will see their worth in Christ.   

Once again, the goal is for each and every woman to experience God’s love through the caring and fellowship of the group—for them to know beyond a shadow of a doubt that they are loved and valued, first of all, by God but also by the family of God.

BIBLE STUDY LEADER TRAINING

Consider holding monthly or bi-monthly “TEA” sessions to Train, Encourage and Appreciate your teachers.  Leading studies is a pouring-out process and you as the Spiritual Life chairman can and should be the ones encouraging these teachers as they serve.  In the beginning, teachers need to know administrative information like roster information, room set-up and clean-up information, copier availability, how to collect book money and then what to do with it, etc.  


The first get together is a good time to help educate new teachers on teaching a class.  While most of your teachers will have ample experience and training, there might be some new to the task.  Refer to Section 2.4 Ministry Helps “ How To Lead a Bible Study” for more information

As the Spiritual life chairman you can also offer suggestions on handling problems in the small group such as:

· Absenteeism

· Not completing homework

· Disagreement with the content

· A participant that dominates the group.  Ways a person may dominate are:

· Claiming a major portion of the discussion period to talk about her issues.

· Repeatedly waiting until the last 10 minutes of a meeting to introduce an emotionally charged story or problem

· Attempting to block another’s sharing

· Judging others’ behavior or confessions

· Challenging the leadership

A leader can discourage dominating members by calling on others, or by focusing directly on someone else.  It helps not to make eye contact with the dominant member.  Sometimes if the leader is seated next to the disturbing member she can touch her on the arm to discourage the actions.  If these methods don’t work, talk privately with her after the meeting. Speak the truth in love, always being sure to address that the behavior is inappropriate, but that she is a valued part of the group.  Future times together can concentrate on encouragement and appreciation.

SIGNING UP LADIES FOR BIBLE STUDY

Be sure and promote Bible studies well in advance.  Have the books available for preview several weeks before classes start and provide synopses  (A synopsis provides a short introduction to each study offered and the homework and style of the study.)  Allow women time to pray asking God to reveal the study for them.  Sign-up usually occurs during the Fall Kick-off or the Spring Kick-off.  During this time, have teachers available to answer questions about the various studies and direct new ladies to the appropriate classrooms.


DEVOTIONS

Devotions are an integral part of PWOC.  They provide focused attention on Godly principles and allow women the opportunity to serve by sharing how God has impacted their lives.  Devotions are most often given during the large group time during regular PWOC meetings.  

 Passing a sign-up sheet around is not recommended.  Instead, one approach to devotions is to ask board members to do them.  Having board members share is a good way of allowing the Body to see the hearts of those serving them. 

Another approach is to pray and ask God to show you who you might approach about doing a devotion.  Often you will find that someone has a story they feel called to share, but they are not bold enough to volunteer to do it.  Your request may be the incentive they need.  

Offer the devotional speakers written devotional guidelines  (see Spiritual Life-Attachment C).  Be sure and emphasize the importance of the time frame that they have been given.  

SPIRITUAL GROWTH SEMINARS

Sometimes, there are needs in the PWOC that cannot be addressed by Bible study and Programs alone.  In this case, special seminars are the answer.  They provide time for focused attention on particular topic(s).  They typically are held in lieu of regular Bible study meetings so they can be a welcome relief from the mundane, normal week.  However, they could be held on a completely different day if you are trying to reach a different group of ladies  (i.e. in the evenings for ladies that work outside the home, or maybe on Saturdays.) 

Choose a theme and develop it.  (See the Section 2.1, Chapter 2 Programs section for specifics)  Decorate and use props and favors to reinforce the goal of the seminar. 


The possibilities are endless.  Be creative and get others involved.  

OTHER POSSIBLE RESPONSIBILITIES

Depending on the size and needs of the local PWOC chapter, these responsibilities may or may not be done by the Spiritual Life chairman:

· Praise & Worship 

· Prayer

· Devotions at Board meetings 

· Retreats

· National Day of Prayer 

In many installations, ladies are appointed to separate positions for Praise & Worship, Prayer, and Retreats. (See the PWOC Heart and Hand –USA Operating Procedures and Guidelines for more detailed job descriptions for each position.)

YOUR WORK IS IMPORTANT

Your time of service will come and go quickly.  At the end of the year you will look back in wonder at the many ways God was faithful. Know that He will equip you for the task at hand and that He will never leave or forsake you.  As women seek Him and each other, as hearts grow closer to God and to each other, individual lives will be changed to the glory of God—a present life lived in abundant grace with a future hope of glory.  It is truly a privilege to join God in His work.

Bible Study Interest Survey

Name     ____________________________________

Phone    ____________________________________

E-mail    ____________________________________

The goal is for each of us to know Christ better and to love Him more during the coming year.  Help us by letting us know of your particular needs and desires.  Please take a moment to fill this out and return to ________________________ at ___________________ by _______________.

What Bible Studies would you like to see offered?

Precept 

Books of the Bible _______________

“A Vision of His Glory” by Anne Graham Lotts

Growing in Christ

“Falling in Love With Jesus” by Dee Brestin and Kathy Troccoli

“Loving Your Husband” by Cynthia Heald

“The Power of a Praying Parent” by Stormie Omartin

“Jesus, the One and Only” by Beth Moore

Other Studies  _______________________________

What topics would you like to see addressed either in Bible Study or Spiritual Growth Seminars?

How to study your Bible

Back to the Basics

Intimacy With God

Prayer

Quiet Time and Journaling

Sisterhood

Friendship

Bondage Breaking

Weight Loss

Time Management

Parenting

Marriage

Other _________________________________
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BIBLE STUDIES
Bible study suggestions

The following Bible studies are suggestions to use in relation to the theme “Filled With the Light Of His Glory” based on 2 Corinthians 4:6-7

On Mission With God: Living God’s Purpose For His Glory by Henry Blackaby and Avery T. Willis (Lifeway) God wants to reveal His glory to a waiting world through us. 8 chapters with 5 daily assignments each.

The Vision of His Glory by Anne Graham Lotz.  (Lifeway)  7 week study corresponds to the message of hope found in the book of Revelation.  Definitely need to order accompanying videos.

Becoming A Vessel God Can Use by Donna Partow  (Bethany House Publishers) The 

Master Potter can mold you into a useful servant- imperfections and all!  10 week study.

Receiving or Refusing God’s Glory- 1 & 2 Kings & 2 Chronicles by Jack Hayford (Thomas Nelson)  Learn how to have a heart of humility and obedience- those responses that receive His glory and cause it to remain in your life. 12 lessons.

A Glimpse of His Glory  Life Lessons by Max Lucado. (Nelson)  Learn to see yourself as God does- a sacred delight.  Light homework.

Filled With His Glory by Aletha Hinthorn (Beacon Hill) Each physical element of the tabernacle foreshadowed an event in Jesus’ life and sacrifice. Study emphasizes the Spirit’s indwelling and a passion to serve God.  Light homework.

Behold His Glory by Aletha Hinthorn (Beacon Hill) Know God as He wants to be known-  His enduring faithfulness, almightiness and desire to meet His children’s needs.   Study focuses on  the names of God. Light Homework.

Transformed By His Glory by Aletha Hinthorn (Beacon Hill) See how God transforms us daily.

God’s Answers for Relationships and Passions (1&2 Corinthians) International Inductive Study Series by Kay Arthur (Harvest) Moderate Homework.  

Lord, Give Me A Heart For You by Kay Arthur  (Waterbrook) An intimate look at the life of Paul as found in 2 Corinthians

2 Corinthians Life Change Bible Study (NavPress) Moderate homework.  Includes historical insights, helpful word definitions, discussion questions and challenging optional assignments.

2Corinthians Through the Bible Series by J. Vernon McGee.  (Nelson)  Moderate homework.

2 Corinthians Lifeguide Scripture Study by Stevens (Inter-varsity) 12 lessons on finding strength in weakness.  Little homework.

MORE GREAT BIBLE STUDIES LISTED BY TOPICS

Sanctification/Transformation

Lord, Only You Can Change Me by Kay Arthur. (Multnomah)  Study of the Sermon on the Mount.  Through the Holy Spirit, God can change you from the inside out. 9 chapters.

To Serve With All Your Strength by Fran Sciacca. (NavPress) Sanctification is a life-long process; study 12 biblical characters & how God moved them toward authentic spiritual maturity.

Living Beyond Yourself by Beth Moore (Lifeway) 11 sessions provide an overview of Galatians and a study of nine character traits of the Fruit of the Spirit. 

Jesus By Heart by Roy Edgemon and Barry Sneed  (Lifeway) 6 sessions focus on the amazing promises Jesus made regarding spiritual transformation.

The Touch of the Master’s Hand by Max Lucado (Nelson) Life Lessons Series study. God loves you just the way you are, but He refuses to leave you that way.

A Heart Like His: Seeking the Heart of God Through A Study of David by Beth Moore (Lifeway)  As you come to know King David, you will come to know and love God in a new way, and God is sure to change your heart- if you let him.
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Way of Agape by Chuck and Nancy Missler (Koinonia House) 16 chapters. Enjoy a victorious journey from merely human love to the divine power of Christ within. Videos optional. 

Created To Be God’s Friend by Henry Blackaby. (Lifeway)   Book and Workbook. Using Abraham’s example, learn how God can transform you into a person He can call His friend.

The Pursuit of Holiness by Jerry Bridges. (NavPress) Explore what the Bible says about our responsibility for holiness, our standing in Christ, the continuing struggle with sin, holiness in body and spirit, discipline and holiness in an unholy world.

Back to the Basics 

He Chose The Nails  by Max Lucado (Word Publishing) A study of the extraordinary circumstances surrounding Christ’s crucifixion and of why the cross is central to our own search for significance. Book and Workbook. Workbook can stand alone. 12 lessons/5 assignments each

Jesus, The One and Only  by Beth Moore (Lifeway) Drawing from Luke and the other gospels, the author brings out new insights and application in a careful study of the life of Christ.  10 lessons with 5 assignments each.  Videos recommended.  Moderate homework

Radical Relationships Series (NavPress): The Uniqueness of  Christ, Jesus on Relationships, Jesus’ Farewell Teachings. These lessons are ideal for new Christians. Background information is provided for Scripture passages and good study skills are encouraged. Light homework.

Ten Basic Steps Toward Christian Maturity by Bill Bright. (Campus Crusade for Christ)  Provides series of lessons for new believers.

God Views by Curt Cloninger (Gospel Films Inc.)  12 session video series helps examine six of the most common false views of God and four true pictures of God through humor and drama.

Growing in Christ  by Navigators (NavPress)  13 studies include 5 lessons on assurance and 8 lessons on Christian living.  Light homework.

Designs for Discipleship (NavPress) Light homework. Can offer 2 per semester.  Topics vary:   Your Life in Christ, The Spirit Filled Christian, Walking with Christ,  Character of the Christian, Foundations for Faith, Growing in Discipleship, Hope in Christ.

Jesus The Reason by James Sire (Inter-varsity) 11 lessons of inductive study on who Jesus is. 

Meeting Jesus by Leighton Ford (Inter-varsity) 13 lessons focus on different facets of Jesus: His person, teaching, actions and claims and who He can be in our lives today.

Growing Strong in God’s Family Book 1 in 2:7 series (Navpress) 12 lessons.

That I May Know Him by Kay Arthur (Harvest) 13 week inductive Bible study on Philippians and Colossians. 

The Mind of Christ by T.W. Hunt and Henry Blackaby (Lifeway) Based on Philippians 2:5-11, 12 lessons focus on Christ’s lifestyle, conduct, and servant mind. Need a strong teacher.

Intimacy With God

Intimacy With God  by Cynthia Heald.  (NavPress) 12 thought provoking studies on the Psalms.  Get to really know God- His character, personality and presence.

Experiencing God  by Henry Blackaby. (Lifeway) A life changing study which will lead you step by step to a deeper fellowship with God.   Emphasis: knowing and doing the will of God. 12 lessons- 5 daily assignments each.  Videos optional.

The God-Chasers by Tommy Tenney (Destiny Image) Book and Separate Study Guide.  

Add your name to the list of those with an insatiable hunger to know God and experience life-changing intimacy with Him.

A Woman’s Heart: God’s Dwelling Place by Beth Moore (Lifeway)  Through a study of the tabernacle and Christ’s fulfillment of it,  prepare your heart to become a dwelling place of God. 

 Learn about His will, His provision, your fellowship with Him and your role in the world.  Moderate homework.  Videos recommended. 
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The Practice of Godliness by Jerry Bridges. (NavPress) Book and Separate Study Guide.

Examination of the different character traits that make a person God-centered.

The God Catchers by Tommy Tenney (Destiny Image) Book and Separate Study Guide.  Powerful accounts of believers who’ve chased and “caught” God will motivate you to take your spiritual growth to the next level.

Falling in Love With Jesus by Dee Brestin and Kathy Troccoli (Nelson)  Ten Chapters (5 assignments per chapter) assure you that you’re beloved by Christ and lead you to surrender to Him in new ways.   Accompanying videos.

Covenant  Precept upon Precept by Kay Arthur (Precept Ministries)  12 week in-depth study of our covenant relationship with God. Extensive homework. Order accompanying videos.

God’s Favorite House by Tommy Tenney (Destiny Image)  Book and Separate Study Guide. Learn how to build a temple of worship within, fulfilling your desires and God’s.

The Sacred Romance by John Eldredge (Nelson) Book and Separate Workbook/Journal.  Discover the rich rewards of an intimate relationship with God- who is love.

Evangelism

Becoming A Contagious Christian –Video Curriculum by Bill Hybels and Mark Mittelberg.  Step by step guidance to help you effectively communicate the good news of Christ.  Curriculum Kit/leader’s guide/ participant’s guide

N.E.T.S. (Non-threatening Evangelism Training System) with R. Larry Moyer and Cam Abell (EvanTell Inc.)  12 week video training on clear and simple presentation of the gospel and how to turn conversations to spiritual things.

Out of the Saltshaker and Into the World Video Curriculum by Rebecca Pippert (Inter-varsity)  Older video (1984) but very humorous - makes the case that a lifestyle of evangelism is a calling any Christian can fulfill.  4 week study- perfect for summer.  Reproducible discussion guide.

Living Proof  by Jim Peterson (Zondervan) Video series with 12 lessons and evangelism guides  

Jesus Cares For Women by Helene Ashker (NavPress)  5 week evangelistic study designed to help women overcome inhibitions and  share their faith with those who do not know Jesus.

Your Home A Lighthouse by Bob and Betty Jacks. Practical guide on who to invite, what to study, how to ask good questions and when to encourage a decision for Christ.  Study of book of John included.

Marriage

Creative Counterpart by Linda Dillow (Thomas Nelson Publishers) Bible Study /Guide. 11 week study on God’s blueprint for being a woman. 

The Excellent Wife by Martha Peace (Focus) Using the Proverbs 31 woman as a model, this study offers answers to questions most often asked by Christian wives.

Loving Your Husband by Cynthia Heald. Learn 12 ways to apply biblical truth to the personal joys and struggles of your own marriage.

The Power of a Praying Wife by Stormie Omartian (Harvest) Book plus separate study guide. Discover the power to transform your marriage – the power of God exercised through prayer.

Marriage Without Regrets by Kay Arthur.  A 16 lesson precepts course.  Extensive Homework.
Beloved Unbeliever: Loving Your Husband Into The Faith by Jo Berry (Zondervan) 10 chapters on difficulties faced by women married to unbelievers and practical ways to handle problems.

Boundaries in Marriage by Dr. Henry Cloud and Dr, John Townsend  (Zondervan) Respecting your spouse’s personal territory can actually strengthen your relationship.

Parenting

A Mother’s Legacy by Jeanne Hendricks (NavPress) 11 lessons of encouragement from mothersin the Bible                                                                      Spiritual Life-Attachment B3
Train Up A Mom by Vollie Sanders (NavPress) How do we train our children? And who trains us?  10 lessons provide guidance to help mothers train themselves in godliness.

You and Your Child by Chuck Swindoll (Word) Become a “student” of your children- learn the distinct bent and blueprint of each child.

The Power of a Praying Parent by Stormie Omartian (Nelson) Book and Separate Study 

Guide.  You can pray through every age and stage of your child’s life.

Boundaries with Kids by Dr. Henry Cloud and Dr. John Townsend (Zondervan) Book and separate workbook. Implement the “preventative medicine” of character development by defining legitimate family boundaries, bringing control to out-of-control family life, and more.

Growing Kids God’s Way by Anne Marie and Gary Ezzo.  (Growing Families International) 17 week video curriculum.

Perseverance

Standing Firm  by Donna Partow (Bethany)  10 lessons on  how the power of God can satisfy, sustain, and strengthen you when overwhelming circumstances threaten to cloud your way.

Lord, Where Are You When Bad Things Happen? by Kay Arthur. (Multnomah)  11 week course shows how you can withstand the seemingly impossible seasons of life when your faith is tested.

To Live Is Christ by Beth Moore (Lifeway) 11 week study of Acts and the epistles.  Gain a new appreciation of servanthood.  Excellent videos.

To Walk and Not Grow Weary by Fran Sciacca (NavPress) 12 lessons of triumph in the life of God’s people.

To Run and Not Grow Tired by Fran Sciacca (Nav Press) 12 lessons of God’s people under pressure.

To Stand and Not Be Moved by Fran Sciacca (NavPress) 12 lessons to strengthen your faith to face life’s challenges.

Fix Your Eyes on Jesus  by Anne Ortlund. Book with 9 discussion sessions in the back.  In times of crisis, there’s no help, no winning. unless we “Fix Our Eyes on Jesus” one moment at a time.

Calm My Anxious Heart by Linda Dillow.  (NavPress)  12 week study provides the help you need to exchange your anxieties for godly peace and contentment.

Lord, I Need Grace to Make It by Kay Arthur.  (Multnomah)  9 week study encourages you that grace is available in every situation, no matter how difficult.

As Silver Refined by Kay Arthur. (WaterBrook Press)  Book and separate study guide-

Learn to grow, trust and hope in God through life’s hardships. 

Trusting God  by Jerry Bridges (NavPress)  Acknowledge His loving control over you, and you’ll trust Him more completely- even when life hurts.

Prayer

Prayer of Jabez by Bruce Wilkinson (Multnomah)  Book and Separate Bible Study.  4 week study explores the prayer’s 4 components. Could be broken into more than 4 weeks.  

Living Free by Beth Moore (Lifeway) 6 week study. By learning to pray God’s word, believers can enjoy a stronger relationship with the Lord, free from Satan’s grip. Moderate homework. 

Lord, Teach Me To Pray in 28 Days by Kay Arthur.  (Harvest House)  28 daily assignments on the Lord’s Prayer as a template for our prayer life.  Moderate homework.

Praying From God’s Heart by Lee Brase (NavPress) Pray with a “God focused” heart. 9 lessons. 

What Happens When Women Pray by Evelyn Christenson (Victor) Many practical topics addressed like how to pray in God’s will, how to establish effective telephone chains, etc..

Becoming A Woman of Prayer by Cynthia Heald. (NavPress)  Light homework. Includes scripture passages, study questions and quotations from classic Christian writers.
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Bondage Breakers
Breaking Free by Beth Moore (Lifeway) 12 lessons based on Isaiah 61:1-4.  Learn to identify spiritual barriers and to overcome them through the truth of God’s word

Traveling Light by Max Lucado (Thomas Nelson Inc.) Your trip is easier without excess baggage!   Book on the 23rd Psalm with study guide in the back.

Shattered Dreams: God’s Unexpected Path to Joy by Dr. Larry Crabb (Waterbrook) Book and Workbook.  See difficulties as opportunities for the Spirit to awaken us to even higher service. 

Search For Significance by Robert S. Mcgee. (Nelson)   Book/workbook combined.   Base your self-worth on Christ’s love- not success, status, beauty or wealth. 

Lord, I’m Torn Between Two Masters by Kay Arthur. (Questar)  9 week study explores what it means to live for the Father and not for others. Moderate homework.

Lord, Heal My Hurts by Kay Arthur.  Find out how the Lord can turn your sorrow into joy with this 13 week study.  Moderate homework.

The Bondage Breaker by Neil T. Anderson. (Harvest)  Book and Separate Study Guide.  Learn proven strategies that defeat Satan’s stronghold and lead to victorious living.

Victory Over Darkness by Neil T. Anderson.  (Regal)  Book and Separate Study guide. Find release from past burdens and embrace God’s freedom. 

Lord, Is It Warfare? Teach Me To Stand by Kay Arthur.  (Multnomah) This 11 week study will help you recognize Satan’s tactics and learn how to resist them.

Free From Bondage God’s Way by Kay Arthur (Harvest House) From the International Inductive Study Series, 13 lessons that will free you from sin, legalism and quick fixes. Discover freedom in Christ, God’s grace in action, and the believer’s armor.

Making Peace With Your Past by Tim Sledge (Lifeway) Identify barriers to fellowship with God.

Becoming A Woman of Freedom by Cynthia Heald. Lay aside burdens of the past to find hope in Christian growth and joy. Light Homework.

Weight Loss

First Place by Carole Lewis. (Gospel Lights) 13 week program follows a fitness and Bible Study plan.  Learn to commit your spirit, heart, mind AND body to God.

3D: Diet, Discipline and Discipleship by Carol Showalter. (Paraclete)  A 3- dimensional approach that works: strict diet, spiritual accountability and growth in God’s word.

Lifestyle Management

Boundaries by Dr. Henry Cloud and Dr. John Townsend ((Zondervan) Book and Workbook or Video Curriculum and Participants’ Guides.  The Biblical basis for setting boundaries, how to construct appropriate ones, how to deal with controlling people and more.

Restoring Margin to Overloaded Lives by Richard Swenson (Navpress) Book and Workbook with 12 lessons. Learn the causes and preventative measures of overload.

Ordering Your Private World by Gordon McDonald (Nelson) Setting priorities for time and spiritual needs. Book with study questions.  Video curriculum also available.

Women’s Studies
Women in the Life of Jesus by Jill Briscoe. (Cook Communications) 8 lessons on the many types of women found in the Gospels. 

Life Principles from the Women of the Bible by Wayne Barber, E. Rasnake and R. Shepherd (AMG Publishing) Learn from in-depth character studies of Miriam, Hannah and others as you further develop your own relationship with the Lord.

Strong Women, Soft Hearts by Paula Rinehard (Word Publishing) Book with questions for each chapter. Discover how pain serves as a shaper of the soul and learn to be fully alive.
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The Gentle Art of Mentoring by Donna Otto (Harvest) Nourish relationships that produce abundant spiritual fruit.

Homemaking by Baukje Doornenbal and Tjitske Lemstra (NavPress) 12 short but powerful  lessons on defining your role as a woman of God and approaching your role confidently.

Her Name is Woman by Glen Karssen (NavPress) Book 1 and 2 – studies of women in the Bible.

A Woman’s Guide to Spiritual Wellness by Rhonda Kelley (New Hope Publishing) Study on Colossians - 12 chapters on topics such as joy in suffering, submission and pure speech. 

The Friendships of Women by Dee Brestin (Cook Communications) 10th anniversary edition includes study guide.  Explores why women are closer than men, why it is hard today to keep friends and how Scripture models godly friendships.

The Joy of Hospitality by Dee Brestin (Cook Com.) 8 chapters with leader’s guide. Make your home a haven from the storms of life. Reproducible holiday hospitality section included.

Study for Women Series by Dee Brestin  (Victor): A Woman of Joy (7 studies on 1,2, and 3 John)  A Woman of Value (8 studies on Proverbs) A Woman of Insights (12 studies on Ecclesiastes)

Becoming A Woman Series by Cynthia Heald (NavPress): Becoming A Woman of Excellence, Becoming A Woman of Faith, Becoming A Women of Purpose, Becoming A Woman of Grace, Becoming A Woman of Prayer, Becoming A Woman of Freedom (11 -12 lessons each)

A Woman After God’s Own Heart Series by Elizabeth George (Harvest): Walking in God’s Promises (Sarah), Becoming A Woman of Beauty and Strength(Esther), Experiencing God’s Peace (Philippians), Pursuing Godliness(1Timothy), Putting on a Gentle and Quiet Spirit (1 Peter)

A Woman’s High Calling by Elizabeth George (Harvest) Book and Separate Study Guide. Practical advice on living purely, cultivating personal discipline, managing a home, loving a husband and more. (Based on Titus 2:3-5)

A Women After God’s Own Heart by Elizabeth George (Harvest) Book and Separate Study Guide. Practical insights into following God in every area of your life.

Becoming A Woman of Influence, by Carol Kent.  (Nav Press) A study to encourage mentoring. 

Video Curriculum

Discover God’s Way of Handling Money (Crown Ministries) Learn the profound impact managing money has on your relationship with God.  Find out about financial freedom, learn about giving, working, saving & investing. Phone: 1- 407-331-6000

Hope Has Its Reasons by Rebecca Pippert (NavPress) Excellent 6 week study with reproducible study guide.

That The World May Know by Ray VanderLaan  (Focus on the Family) Filmed in Israel, this series helps you better understand the Hebrew culture and offers “faith lessons” that underscore the Bible’s significance for you today. Sold in 5 volumes: Vol.1 “Faith Lessons on the Promised Land” (5 sessions) Vol.2 “Faith Lessons on the Prophets” (6 sessions) Vol.3 “Faith Lessons on the Life and Ministry of the Messiah” (10 sessions) and Vol.5 “Faith Lessons on the Early Church” (5 sessions) Reproducible study guides provided.

Network- Video Curriculum developed by Willow Creek Community Church.  Discover your unique spiritual gifts and learn how to use them. 8 sessions of 45 minutes each.

Additional Resources

Bible Studies available on numerous books of the Bible:

Life Change Series (NavPress) Excellent, in-depth studies
Life Guide Scripture Studies (Intervarsity) Light homework

Life Lessons by Max Lucado (Word) Light Homework

In Touch Study Guides by Charles Stanley (Nelson) 10 week studies

International Inductive Study Series by Kay Arthur (Harvest) 13 week studies 
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Precept upon Precept by Kay Arthur (Precepts Ministries) In-depth studies and excellent videos (In addition to books of the Bible, studies also available on Marriage, Spiritual Gifts & Covenant)

The MacArthur Bible Study Guide Series by John MacArthur (Word) Moderate homework
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Devotion Guidelines

Devotion guidelines

You have been asked to share a devotion with the PWOC body.  The Lord can and will bless us through you as you share what He has done or is doing for you.  Since it is not always easy to know what the expectations are when one is asked to speak, here are some guidelines to help as you prepare.

TIME:  There is five minutes scheduled for devotions during our PWOC opening session.  Please stay within this amount of time.  A presentation longer than this may cause interruption into scheduled Bible study time.

FORMAT:  You may share your testimony.  If you do so, remember it is to glorify the power of our Lord Jesus Christ.  Pray that He will use it to speak to the hearts of the listeners.  Telling what the Lord has done in your own life can be a most effective witness.  You may share a testimony of how you became a Christian, a physical healing, or a healing of emotions or relationships.  You may share something God is in the process of teaching you, such as how to trust Him in financial matters, how to pray more effectively, new parental guidance He’s giving you or how to prioritize your time or goals.  The world longs for examples of growth in the lives of people.  People want to know if God “really works”.  Sharing such as this will follow under the true meaning of devotion.  Share scriptural evidence of the truth He has shown you.  Remember:  our message is not that we have it all together.  Our message is what we know the One who does!

OTHER IDEAS:  Personal testimony is not the only type of devotion.  You may use a prepared devotion from which you think the group would benefit.  Some ideas would include a poem, an excerpt from a book or magazine, or even part of a letter from someone else.  Music is a good way to speak to the hearts of people and so are dramatic readings or skits.  The Lord is very creative in the way He speaks to us so pray and see what God will give you to share.

PRAY:  Ask the Lord to speak to your heart.  He will for He is faithful.  When the Lord speaks, it is always in agreement with the Word of God, the Bible.  He will not violate His word for anyone, so the message must be checked with the Bible.  Jesus always speaks clearly and in line with His Word that way you know it is Him.

COURTESY:  
It would be a courtesy for you to contact the Spiritual Life Chairperson and offer your topic and brief outline of your presentation.  

PRACTICE:  Go through your presentation to become familiar with it.  This is also a key in helping you be sure you stay within the time limit.

PRESENTATION:  Psalm 37:5 states, “Commit your way to the Lord, trust also in Him and He will do it.”  Trust Him to do what needs to be done.

“Now the God of peace…equip you in every good thing to do His will, working in you that which is pleasing in His sight, through Jesus Christ, to whom be the glory forever and ever, Amen.” 

Hebrews 13:20,21

NAME_________________________________________

DATE of DEVOTION____________________________
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SECRETARY

RESPONSIBILITIES

T
he job of Secretary is one that offers the opportunity to serve God through service to one’s local PWOC.  The Secretary should be someone who is committed to PWOC and attends meetings whenever possible.  She will be expected to attend the annual conference, Regional or National, if possible.  The Secretary is the person who handles most of the official records of the chapter.  Because of the nature of her duties, the Secretary should be someone who can type and has access to a computer, word processor, or typewriter.  It is helpful if she has access to the internet (e-mail), but this is not a prerequisite.

Each local PWOC will have its own list of duties for the Secretary.  The specific duties of the Secretary usually include keeping the minutes of board meetings, compiling and submitting the Quarterly Report form to the Regional Secretary (or person designated to receive it), and handling any correspondence the President needs her to handle.  The Secretary notifies the board members of meetings, presents the previous month’s minutes for approval at the meeting, and takes notes for minutes at the meeting.  She should type a draft copy of the minutes to give to the President for her correction before she provides a final copy to each board member.  She also keeps one for her own file, and gives one to the chapter’s Chaplain Advisor.  

Quarterly Reports

Quarterly Reports will be remitted to the Regional Secretary for the periods of January-March, April-June, July-September, and October-December.  These reports are generally due 15 January, 15 April, 15 July, and 15 October to the Regional Secretary.  Quarterly reports are extremely important to your chapter.  These reports keep Regional and National informed of all aspects of your chapter.  A sample Quarterly Report Form is shown in Secretary-Attachment A.

Record Keeping

Since this position is one of official record keeper, the Secretary should acquire and keep for the record certain documents.  These would include her chapter’s constitution and bylaws, board job descriptions, board minutes, board reports, rosters (Local, Regional, National), copies of forms (after-action reports, purchase order request forms, committees report forms), and the Quarterly Reports for the region.  The outgoing Secretary should have a continuity folder to pass to the incoming Secretary thus creating a chapter record, which could be consulted as necessary.

In today’s busy world, it is helpful for the Secretary to remind board members of upcoming meetings.  This can be done by phone, in person, mail, or by e-mail.  You can time the distribution of last month’s minutes with the upcoming agenda to fall a week or so before the new board meeting and let that serve as your reminder.  If you know a board member cannot attend the meeting, suggest her report be passed to you or to another board member.  

Minutes

The minutes occupy a large proportion of a Secretary’s time, so let’s look at the minutes just a bit more.  The Secretary will be taking notes concerning decisions made and actions taken at the board meetings.  Minutes are not a record of everything that is said but rather a record of accomplishments and decisions.  Some people like to record the meeting using a tape recorder to ensure accuracy.  However, if you decide to do this, you must have everyone’s permission.  It is easiest on the Secretary if the minutes follow the same sequence as the agenda. 

Secretary-Attachment A shows a sample format for writing minutes.

It is helpful to use formatting features to increase readability.  For example, you can bold all names, and underline all dates.  This helps when scanning for a particular detail in the minutes.  

Minutes can be distributed by e-mail to those with the capability and handed or mailed to those without.  This saves money by lessening the number of paper copies of the minutes the secretary needs to make and the amount of postage it takes to send them.  It saves her the time of tracking down board members to give the minutes in person.  The distribution of the minutes and the agenda can be a means of reminding board members of upcoming meetings.


Remember, accurate and concise minutes form a priceless part of your PWOC.  They provide an accurate way for board members who were not able to attend a meeting to stay current.  They refresh memories.  They keep people accountable.  They keep your Chaplain Advisor “in the loop.”  Also, it is important to remind board members that copies of all the year's minutes should be passed down in their continuity folder to their successor.  

OTHER POSSIBLE DUTIES

In some chapters, the duties of the secretary will include keeping the annual chapter history.  Some chapters have an historian who does this.  Sometimes the secretary serves as the Financial Secretary as well, but in many chapters, this is a separate position.  As such, she would be responsible for submitting fund requests under the guidance of the President.  (For the specific duties and responsibilities of the Financial Secretary, refer to Section 2.1 Chapter 5 of the Training Guidelines and Section 1.4 of the Operating Procedures and Guidelines under Financial Secretary.)  The Secretary may maintain and publish a PWOC roster, or the Participation or Membership Chairman may do this.  The Secretary may be asked to prepare the newsletter and publicity materials, but these too are often separate positions.

Quarterly Report Form


Please take the time to fill out this report as completely as possible.  THIS IS YOUR CHAPTER'S COMMUNICATION LINK to the regional and national boards for roster updates, conference planning, networking, and newsletter and information distribution.  REPORTS ARE DUE on the 15tht of January, April, July, and October.  Please make copies to have on hand for future use and discard extra copies of the older version of this report.  If your chapter has already submitted a complete report, fill in only those areas where the information has changed.  REMEMBER, THIS REPORT IS VITAL!!!

PWOC Chapter: 
Meeting Location (include address) 

Day(s) and Time(s) you meet: 

Child Care:    

Average Attendance:  
Installation Month: 
Chaplain Advisor:   
Advisor's Military Mailing Address: 
Advisor's Office Phone Number (include area code) 

Phone Number of Main Post Chapel (if different from above): 

Advisor's E-mail Address and Fax Number: 

Address:  
Phone:  
Fax:    
  E-mail: 

Vice President or other POC: 

Address:  

Phone: 

Fax:  
  E-mail: 

Do you have a full executive board for this current year?        

If not, circle those positions you DO NOT have: President -----V.P./Programs -------V.P./Spiritual Life Secretary -----------Treasurer --------------- Chaplain Advisor
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Is this a brand new chapter?       

Special Events and/or Programs occurring in the next three months:

Challenges or Victories Experienced:

Prayer Requests or Special Needs:

Does your Chapter have adequate funding to support your ministry? 

Are there ladies in your chapter with gifts or talents they would be willing to share at area rallies or conferences?  If so, please give name, contact information, and how they would like to share :o)

Name and phone number of individual completing report: 

Please send completed reports to:

p.2

Secretary-Attachment A2
Taking Minutes

Minutes are taken at all board meetings, and at other events as requested by the President.  Minutes are a record of what is done and what is decided, rather than of what is said.  Usually, rough notes are taken during the meeting and a draft is typed a soon as possible following the meeting. A small tape recorder is a useful aid to ensure accuracy and that nothing of importance is omitted.  Ensure that those present are aware that the meeting is being recorded.  It is critical that the president provide an agenda to each member present.  The minutes will then follow the same sequence as the agenda.

Minutes should include:

· Name of group

· Date, time, location, and type of meeting

· Attendance (names of those present and absent)

· Business discussed

· Decisions made

· Names of persons accepting future responsibilities or tasks

· Dates to be noted and deadlines set

· Signature of person preparing the minutes

Secretary-Attachment B


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 

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

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.

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. 


HOSPITALITY

WHAT IS HOSPITALITY?

T

o be hospitable means "to be disposed to behave in a warm manner or to entertain with generous kindness."  It could also be described as creating a free and friendly space for people.  Hospitality is NOT decorations and elaborate food.

The Bible teaches hospitality as an important virtue.  Here are just a few examples:


In Biblical times, hospitality was a means of survival!  There are abundant references encouraging and even commanding us to share our material possessions with others.

As Christians, we need to understand the difference between “being hospitable” and “entertaining.”  To put it simply: it is an emphasis on the needs of others versus the need to impress.
BIBLICAL PRINCIPLES OF HOSPITALITY


Look at the details to which the Host tends.  He:

· Spreads a table before me to eat until I'm      full.

· Protects me against enemies (both physical & emotional).

· Provides refreshing and cleansing oils.

· Quenches my thirst with a cup of water so full that some of it spills over!

· Welcomes me as His special guest.

The PWOC Hospitality Chairman has the opportunity to apply these principles by providing an atmosphere of love and caring so that attendees may enjoy Christian fellowship.

WHERE DO YOU BEGIN?

Preparation

Double check with the President, Vice-President for Programs, or Program Chairman to be certain that the chapel or activity room has been reserved.  In some PWOC chapters, that may be your responsibility.  If it is your responsibility, do not leave until you see the date and time written on a calendar.  Do not assume that you can use the chapel at anytime.  Chapels are used for many functions.  FIND OUT HOW THE CHAPEL STAFF WANTS YOU TO OPERATE.  Some questions you may want to ask:

· How much advance notice does the staff need?

· When does the chapel staff want plans for tables to be set up?

· Will the chapel staff set up, or do you need to get women to help?
Understanding Funds

Find out how you are to request funds for supplies.  Do you have a regular monthly budget?  Are you to submit a list of supplies to the chapel staff or your Financial Secretary, or are you expected to purchase supplies using a purchase order or other means of payment?  It is important to know how your particular chapel disperses funds.  At some chapels there are things that are always available through the general chapel fund.  Your responsibility is to learn what will need to be purchased on a regular basis.  When considering funds and what to purchase, please use wisdom.  These funds are given through tithes and offerings and should be thoughtfully spent.  There are times when a simple catered function is appropriate and meaningful; however, let balance guide your spending habits, especially in the area of purchasing food for PWOC functions.

Supplies

Find out what supplies are available to you on an ongoing basis.  You will need to know where supplies are located and how to access them.  If these supplies are locked somewhere, be sure you know where the key is kept, or see if you could be included as a key carrier.  Work towards having a cabinet or locker in which to store PWOC supplies.  It is a good idea to create an on-going inventory. Think of how valuable this information will be to you while doing your job, as well as how beneficial it will be to your successor!  Take a little time and make a wish list and then prioritize the list.  You never know when there may be extra funds available. 

It is also your responsibility to find out about the availability of the kitchen for the use of PWOC.  Many places have specifications mandated by food regulation policies.  Be sure you know if you can use the refrigerator, stove, and other appliances or supplies like dishcloths, utensils, etc.  There actually may be other things to which you may have access and of which you are not aware.  Perhaps the chapel owns a silver punch bowl or tablecloths that you would be welcome to use.

HOW CAN YOU BE CREATIVE?

Harmonize

This can be such a fun part of the work of hospitality in the PWOC ministry.  It is one of the tangible ways to make a difference.  It is often one of the most neglected areas also.  Often it is looked upon as FLUFF or unnecessary, or in a desire to keep things simple, we can get lazy.  As Hospitality Chairman, you have an opportunity to help create an atmosphere of loveliness.  A simple table decoration on the food table and the welcome table can enhance the environment and build on the theme of the program or devotion of the day. Many may use the excuse  "I'm not creative!”  If you are not creative, find someone who is to help you in this area.  

Atmosphere is so important.  It is the first impression that says “welcome” or “closed community.”  Think about what people see when they first walk into your PWOC meeting place.  If it is your responsibility to greet people as they come in, have a warm and inviting welcome table.  Always have a greeter at the entrance as women arrive.  A welcome table can be covered with a seasonal tablecloth, simple table decoration and even a sign in a frame or set in an easel that says WELCOME TO PWOC.  If you have a Participation Chairman, work closely with them in having nametags, rosters, yearbooks, and any information that may be available and helpful to women arriving at your meetings.  Using hostesses to greet people as they come in is a great way to involve women in the ministry of PWOC. 



Work closely with the Vice-President for Programs or the Program Chairman.  Find out what she needs from you for the monthly meetings.  Some Program Chairmen plan and carry out the decoration theme and only need you to help with whatever food requirements there may be.  You may be asked to help in the decorating or to come up with decorations for a monthly meeting.  If so, find out what the theme for the program is and follow through with that theme in all the areas of your responsibility, whether it is decorations, nametags, or food.  Using a theme helps an idea "stick" in someone's mind.   This is a great way to pull others in to help.  Consider having a work session to prepare special decorations, favors, etc. for a general meeting.  These times of preparation can be great fun and a wonderful way to enhance the fellowship of your PWOC chapter.

Serve with Grace 

Think of serving graciously, as if in your own home.  Always try to use tablecloths, whether they are cloth or paper.  (Hint:  Twin sheets make great inexpensive cloths for the long tables so often found in chapel meeting spaces.)  Think about the traffic flow as you are planning, especially for general meetings which involve sharing a meal together.  Always consider safety concerning hot dishes and drinks.  Often there are children who accompany adults into the meeting room.  

Plan for more people than you expect.  Leftovers can be given to members with special needs, can be frozen for next time, or can be given to the chapel staff or single soldiers.

Remember that HOW you serve is more important than WHAT you serve.

HOW CAN YOU FEED BODY AND SOUL?

Food and Beverage

Serving food and beverages is not necessary, or even conducive, to every Bible study setting; however, with the social time that is usually included in the PWOC weekly schedule, a hospitality table provides a special indulgence for those who may often deprive themselves in order to do for others.  It can also provide an opportunity for those who express themselves through food preparation and presentation to have a venue for sharing their gifts and skills.  The best way to provide snacks is through a sign-up sheet.  People are usually more than willing to bring snacks, especially if you tell them that both store bought and homemade treats are welcome.  You will probably find there will be a good variety if you emphasize that people should bring what they would want to eat.  It is safe to assume that if one person likes something, another will as well.  Orderly presentation and an adequate amount of supplies (cups, napkins, plates, and utensils) make a difference. 

Don’t be disappointed, however, if names do not appear on your sign-up sheet.  It may initially seem that women don’t want to participate but the problem may actually be that in all the commotion of the morning activities they just forget to sign up!  If this happens, don’t hesitate to politely approach women who haven’t participated and ask them if they would be willing to supply snacks for specified dates.  Most of the time, they will be happy to do so and will feel more a part of the group because you gave them this opportunity.

A very practical suggestion is to become acquainted with the coffee maker!  Experiment with making coffee before serving.   If you are not a coffee drinker, find someone who is to help you come up with the proper proportions for a good tasting cup of coffee.  A consistent recipe is an asset when making coffee. (For the standard coffeepot: one-half cup of coffee (slightly rounded) for every ten cups of water should be sufficient, but you should experiment with your particular coffee maker.) 

A variety of drinks (as well as a variety of foods) is appreciated.  A basket of teabags, hot chocolate, and cider are a great alternative for the non-coffee drinkers.  It's also good to have a pitcher of ice water or lemonade for those who prefer a cold drink.  Try to stay away from juices or mixes that have color which will stain when spilled.  

Fellowship

You have a wonderful opportunity to make people feel welcome.   Remember to smile and model a warm welcome for others.  Arrive early and be prepared.  Have a person who is designated to help you, or delegate these responsibilities to volunteers.  This will train others for this job, will alleviate unnecessary stress for you, and will prepare someone to step in should you be unavailable.  Look for women who may be standing alone and ask them to help in a simple task.  Even asking someone new to bring something to the next meeting can make her feel a part of things right away.  Include new people by giving them a roster with your name underlined, suggesting that she should call if she has any questions.  Newcomers also appreciate receiving a welcome magnet, your PWOC calendar, a bookmark, or your current PWOC newsletter.  

Soul food

Remember that hospitality isn't just about food.  One Hospitality Chairman placed tent cards with quotes on the table calling them "food for the spirit" or “soul food.”  Hospitality, by definition, means “welcoming.”  If one is hospitable, one doesn't just see to a few aspects of their guest's needs, but one tends to think of little things that will make the guest feel cherished.

Appreciation

Take the responsibility to thank the chapel staff for any help they have provided.  If you have hostesses helping, make sure you thank them verbally and in print.  Always thank those who help with refreshments, serving, or cleaning up.  

FINAL REMINDER

Remember that hospitality is not about running a catering service; it is about welcoming the women and providing a haven for their spirits.  Women who are constantly serving at home - cooking, cleaning, making decisions - can be served through this ministry.  No matter what the coffeepot is doing, no matter who forgot to bring in their promised goodies, no matter how many things have spilled, a smile is the most important thing you will give to the women each week.  Your pleasant loving attitude will feed the hearts of women coming to your PWOC.


OUTREACH

AIMS IN ACTION

O

utreach is exactly what it sounds like.  It is reaching outside ourselves to touch someone else’s life in some way.  It is leaving the comfort of the world we know to step into someone else’s world.  It is showing others the love of Christ while meeting their physical, emotional, and spiritual needs.  Perhaps these people might be our neighbors or even our family.  They may be people we already know in some way.  They may be those with whom our paths would never cross otherwise. 

Outreach may be as simple as showing hospitality to a neighbor you don’t know or as complicated as traveling to a third-world country to feed the poor.  It is a natural overflow of  Christ’s love for us and in us, a witness of the faith within us. It is a statement that we will no longer ignore the needs of those around us; that we will no longer pretend that all is well.  It is realizing that we cannot be content with simply saying the right words without also extending a hand to help.

It is difficult to reach out to someone without touching them in some way.  Outreach is intentionally and purposefully reaching out to leave an imprint on someone’s life – an imprint that looks like Christ’s love from a woman’s hand. 


WHY DO WE OUTREACH?

We Follow Jesus’ Example


The Gospels are full of stories of Jesus teaching, preaching, healing, and feeding those in need.  We “reach out” because we are striving to be like Jesus.  He came proclaiming, but also demonstrating.  He was hands-on, even though He was the Son of God.  He was a King who could have expected and demanded service for Himself, but instead, the love of God for mankind was so clear to Him and such a part of who He was that service to others was a natural outpouring from Him.  It wasn’t something he had to do because of Who He was, but it was something He wanted to do because of Whose He was.  Likewise, we shouldn’t think of reaching out to others as something we have to do… it should be a natural overflow of Christ’s love for us and in us.  If  He wasn’t too busy or too powerful or too important to reach out to and touch his fellow man, how can we be?

The Bible Tells Us To


· You must go out to the whole world and proclaim the gospel to every creature.  Mark 16:15-16

· Then Jesus said to His host, “When you give a luncheon or dinner, do not invite your friends, your brothers or relatives, or your rich neighbors; if you do, they may invite you back and so you will be repaid.  But when you give a banquet, invite the poor, the crippled, the lame, the blind, and you will be blessed.  Luke 14:12

· I have appointed you to go and bear fruit that will be lasting, so that whatever you ask the Father in my name, He will give it to you.  John 15:16.

· “Simon, son of John, do you love me?”  … Then feed my sheep,” Jesus said to him.  John 21:16-19

· Be wise in the way you act toward outsiders.  Make the most of every opportunity.  Col. 4:5

· Live together in peace, and our instruction to this end is to reprimand the unruly, encourage the timid, help the weak and be patient with all men…. Never stop praying.  1 Thess. 5:11-17

· Religion that God our Father considers as pure and faultless is this:  to look after orphans and widows in their distress and to keep oneself from being polluted by the world.  James 1:27

· Suppose a brother or sister is without clothes and daily food.  If one of you says to him, “Go, I wish you well; keep warm and well fed, but does nothing about his physical needs, what good is it?  In the same way, faith by itself, if it is not accompanied by action, is dead.  James 2:15-17

· No one has ever seen God, but if we love one another, God lives in us and His love is made complete in us… perfect love drives out fear.  1 John 4:12-18

We Are His Presence

In Love Your Neighbors as Yourself, Mary Lance V. Sisk says:  “If we aren’t praying to God on behalf of those lost in darkness, the elderly, the sick, and the troubled up and down our streets, who is?  This is a wake-up call!  As Christians, we bear the mark of God and that marks us as a member of the most distinguished people on the face of the earth.  We bear His likeness and His glory and are appointed to take it to our neighborhoods.  The authority is ours.  It is our feet that must do the walking, our lips that must utter the prayers, our hands that must reach out in kindness.”

We See the Need

The world is hurting and we see the proof all around us. People are hungry for spiritual nourishment, but if no one is there to point them toward the source of that nourishment, they will reach for the wrong things.  What they need is a Healer; what they need is the Bread of Life.

TO WHOM DO WE OUTREACH?


According to Vonette Bright in The Joy of Hospitality, we reach out to 2 groups:  Other believers, to build up and strengthen the body of Christ; and strangers (those who do not yet belong to the family of God.

Some Challenges

Reaching out to other believers doesn’t present much of a problem.  It’s when we have to get outside our comfort zone and reach out to strangers that it gets difficult.  This is nothing new.  According to scripture, even the apostles may have had trouble leaving the comfort of Jerusalem, although Jesus had instructed them to “go to Judea and Samaria and the ends of the earth.” At the same time, today perhaps more than ever, people are cautious about accepting religious messages.  

WHAT IS OUTREACH FOR PWOC?

PWOC is an outreach of the chapel to the women of the chapel and the community.

PWOC Aims are geared toward outreach:

· To lead women to accept Christ as Savior and Lord.

· To teach women the history, beliefs, and programs of the church, all built on a solid foundation of worship and Bible study.

· To develop in women the skills of prayer, evangelism, stewardship, and social service while accentuating personal, and spiritual growth.

· To involve women in the work of the chapel, in keeping with their abilities and interests.

The first 2 Aims bring women in.  The last 2 Aims send them out.  These are both characteristics of outreach.

Within PWOC, it is important to consider a variety of areas of outreach:

· Within the CHAPEL and CHAPTER  – your “Jerusalem.”   Consider potluck dinners, kitchen care, emergency care for families, transportation, chapel cleaning, outdoor flower planting, and indoor flowers 

· Within the COMMUNITY– your “Judea and Samaria.”   Consider hospital visits, single service member suppers, participation with other church groups, newcomer visits and transportation, orphanages/senior citizen homes, families of deployed service members, and single parent service members 

· Within the ECUMENICAL FELLOWSHIP– your “end of the earth.”  Opportunities include the National Day of Prayer, World Day of Prayer, World Community Day, joint programs with our Catholic sisters, community action groups/projects, and international missions 

Outreach is a gesture of welcome, helps and services to meet people’s physical and emotional needs, and evangelism to tell them of Christ’s love and forgiveness.  Outreach-Attachments A  and B list a variety of ways to outreach.

HOW TO REACH OUT TO AN UNBELIEVER
John 4:1-16 records how Jesus reached out to the woman at the well.  We can follow the same pattern in reaching out to unbelievers.

He Went to Where She Was.  John 4:4 says, “Now He had to go through Samaria.”  In actuality He didn’t HAVE to go through Samaria.  Most Jews did everything they could to keep from traveling through Samaria because of the prejudice they had toward the Samaritans.  However, Jesus’ life wasn’t ruled by prejudice.  The route through Samaria was shorter so He took it.  Besides, Samaria was where he would surely find an unbeliever.  Likewise, if we are to reach out to unbelievers, we have to meet them where they are rather than waiting for them to come to us.  That may mean that we have to venture from our normal circle of friends and the places we feel most comfortable going.  

His Life Touched Hers.  When the Samaritan women came to draw water, Jesus asked her to give Him a drink.  It is virtually impossible to effectively outreach from a distance.

He Saw Her Need.  He told her the circumstances of her life and that she needed living water.  To outreach, we must look beyond the unbeliever’s apparent circumstances to what is lacking in their lives. 

He Spoke Truth in Love.  He told her that is she drank the living water she would never be thirsty again.  He introduced her to The Messiah.  Without condemnation or judgement, we can introduce an unbeliever to the Truth that will set them free. 

He Allowed Her to Put the Answers Together for Herself.  Jesus didn’t force Himself or His message onto the woman at the well.  He spoke truth and showed compassion and love.  The Samaritan woman determined for herself that she had met The Messiah and was forever changed.    Consequently, because of what others saw in her life, they wanted to know more about Jesus.  Likewise, we must remember that is it up to God, not us to change people.

HOW TO DO SUCCESSFUL OUTREACH

Develop Your Own Testimony

Learn to briefly tell the story of your own encounter with Christ.  Outreach-Attachment C lists some hints for developing your testimony.

Learn How to Present the Gospel Clearly

Learn the 4 Spiritual Laws or the Roman’s Road (The 4 Spiritual Laws can be obtained by doing an internet search for the 4 Spiritual Laws or Campus Crusade for Christ International.  Outreach-Attachment D shows the Roman’s Road).

Get Your Steps Right – Don’t Just Do Activities

Matthew 22:37-39 says, “Love the Lord your God with all your heart and with all your soul and with all your mind.  This is the first and greatest commandment.  And the second is like it.  Love your neighbor as yourself.  All the law and the Prophets hang on these 2 commandments.”

So does Outreach.  The order of these verses is of utmost importance.  First, we are to love God.  Then we are to love our neighbor.  How can we possibly know how to love our neighbor if we don’t first love God.  If we love God first, he will show us how to love others, which frees us from our own limitations.

Spend a Lot of Serious Time in Prayer

Ask God to show you to whom He wants you to reach out and what you should do.  Look at the needs around you.  Where is God already working – already opening doors?  Listen to His answers.  Let God be God and give Him His rightful place in your plans, even if the details don’t look the way you’d envisioned them.  Don’t do something just because it seems like a good idea.

Accept that God Can Use You to Do the Work of His Kingdom
Whom God calls, He will equip.  All he wants from you is for you to be available and yielding to Him.

Remember that your love isn’t dependent on your gifts.  The Bible doesn’t say to feed the hungry if you’re a good cook or to tell others about Jesus if you have the gift of evangelism.  It says, “Feed them.. .tell them.”    Remember, too, that God has put you in the time and place He wants you to work in.  God has appointed not only the time we’ll live, but also the place.  Where we are and what we’ve been given to do is no accident.  If He controls the circumstances, then He’ll also provide the financing, wisdom, and power for you to accomplish what He asks you to do. 


1 Thess. 5:24 says, “He who calls you is utterly faithful and he will finish what he has set out to do.”

Take a Good Look at Yourself

Rule 2 says, “Love your neighbor as yourself.”  The inverse of this might be that if you don’t love yourself very much, you might have trouble loving others.  As an individual, are there hurts inside you that need to be healed?  Is there forgiveness that you need to ask for or offer to someone else?  If there is, ask God to reveal those things to you and give you courage to face them and make necessary changes.  This doesn’t mean you have to wait until you’re perfect to reach out to others, but is does mean that you care about the authenticity of your outreach and witness.

Likewise, take a look at your group.  What “shape” is your body in?  Is it able to reach out to others at all, or does it need help and in-reach for itself?  Are there more mature Christians or more baby Christians in your group?  Are they willing to reach out?  Are they comfortable the way things are, or are they desiring to share what God has done for them with others?  Are they able?  That is, are they overwhelmed or overburdened themselves with life --- particularly home and military life?  What is the atmosphere within your group?  Is it Godly, supportive, joyous, loving, encouraging, -- or gossipy and cliquish?  

A good way to evaluate this is to listen to what community women say about your PWOC.  Does it have a positive identity?  Do they think your ladies are warm and friendly?  Did they see programs in place that welcome and nourish newcomers?  Is there at least one Bible study that a newcomer can slide into easily?  Is there someone to greet them and walk them to class?  Just because you hear a negative comment doesn’t necessarily mean something is wrong, but it never hurts to evaluate.

Get Your Chaplain’s Support

Before becoming involved in an outreach project, talk with your Chaplain Advisor about what you are hoping to do.  He/she is a wise resource who is well networked within the military and extended community.  He/she will be able to help you foresee any potential areas of concern such as safety issues, conflicts with military regulations, etc.  Remember that the Chaplain Advisor is responsible for the activities of PWOC within the community; therefore, it is always wise and helpful to get his or her blessing on PWOC activities.’’

Get Out There – Build Bridges
Encourage PWOC women to get involved in the lives of those around them.  Remind them that one person can make a tremendous impact (Outreach Attachment E lists opportunities for individual outreach).  

Before you can reach out to people, you have to get out there to where the people are.  Encourage them to pray about where God wants them to be and then go there.  Encourage them to join clubs, groups, associations, craft groups, women’s groups and charity organizations as He leads them.  Their own natural interests may lead then in the right direction.  Once they get out there, encourage them to get involved in people’s lives – to find out about their families, their interests, and their problems—to let them know they care.  Encourage them to pray for others and to ask God to give them wisdom in how to get involved in people’s lives with the intent of showing His love to them.  Encourage them to pray for opportunities to present the Gospel.

Our military and extended communities need Christian women.  Yet, many times Christian women are hesitant to become involved in a community function because it’s not a Christian activity.  Within certain constraints, that’s exactly where we need to be, and that’s exactly why we need to be there, provided that we’re equipped to be there.

Be Salt


“You are the salt of the earth.”  -- Matthew 5:13  Salt is a flavoring agent.  But it can’t do its job of flavoring until it comes into intimate contact with the food it’s supposed to season.  

Be Light

You are the light of the world.  A city on a hill could not be hidden.  Let your light so shine before men, that they might see your good deeds and praise your God in heaven. – Matthew 5:14
Encourage Others to Bring Others

Newcomers and new Christians are the ones most likely to know other newcomers and non-Christians.  Encourage them to bring those who they know to PWOC gatherings.  Then, meet and love them where they are.  

PLANNING AND ORGANIZATION

As the Outreach Chairperson, you should obtain complete information about projects before proposing them to the board.  Work closely with the Program and Spiritual Life leaders to coordinate the timing of outreach projects with activities of Programs and Bible studies.  Involve as many participants as possible, and encourage individual service.  Oversee the implementation of projects, beginning with the requesting of funds through the President and Chaplain Advisor.  It is your job to coordinate all current projects, guide short term activities, follow up on long-term projects  and see that their original aims and purposes are fulfilled. 

SUGGESTIONS AND CAUTIONS

Before planning outreach activities, ministries, events, etc., evaluate:

1. Did you pray?  Did you honestly and sincerely seek God’s will and guidance before beginning your plan?  Is it His plan or yours?  Is it just a good thing, or is it a God thing?

2. Did you get the input of your board and other PWOC participants?  Are they supportive and in agreement?  Don’t accept any project unless you have full approval of your board.  If your board approves of and supports the outreach project, the body will usually follow.

3. Is your body in shape?  Would the outreach project “stretch” them wisely, or cause your PWOC body to go beyond what it is currently in shape to do?  Is your body composed primarily of mature Christian women, or are there many immature Christians?  Has the group been “burned-out and used-up” by military deployments and family situations?  Does it need to be ministered to before it can minister?  Would your body serve with a positive Christian witness and ministry?

4. Is the project too large for the resources available?  Would it cause your chapter “body” to wear out?  If so, refer to step 1.  Will your chapter participants be willing to carry through until the project is completed?

5. Is it a good use of your chapter’s current resources/body?  Is there another organization or agency already doing something similar?

6. Is it a project welcomed by those to whom it’s directed?

7. Are there good guidelines/boundaries.  What are possible problems?  Does your membership have a good understanding of what is involved?

8. Are you trying to implement a good idea at the wrong time (see step 1).  Is your current outreach project something that USED to be a good idea?  Don’t be afraid to re-evaluate current projects.

9. Have you discussed the project with your Chaplain Advisor

10. Be sensitive to other leaders’ responsibilities.  Check calendars to ensure that outreach projects don’t conflict with other PWOC/chapel planned ministries.  Make sure all other board members understand all the details of the outreach project.

11. When using chapel facilities and/or supplies, coordinate in advance with the chapel staff and calendar.

12. When appropriate, invite the congregationswhich your PWOC represents to your programs and functions.

13. Get permission from the community commander when your outreach is outside the military community.  Follow all community and military requirements to the best of your ability.  Follow the rules.  Don’t try to side-step regulations.  Ask for exceptions to policy when needed.  

14. Use your network and resources.

15. Network with schools to involve school children in PWOC community service when appropriate.  PWOC can carry the spiritual significance while the kids and their families add depth and personal/community effort for post/base beautification, clothing drives, etc.

THE HARVEST IS PLENTIFUL

The harvest is plentiful but the workers are few.  Ask the Lord of the harvest, therefore, to send out workers into his harvest field.  – Matt. 9:37-38


Ways to Outreach

To the Chapel and Chaplains

· Book drive for chapel library

· Kitchen/nursery shower

· Lenten soup and devotion luncheons

· Receptions after worship services

· Clean-up/work days

· “Chapel angels”—assist chapel staff by answering phones, typing, folding bulletins, etc., especially during the holidays when they are deluged with activities and needs

· Plant flowers and beautify the chapel surroundings

· Assist with Vacation Bible School

· Care for communion cloths

· Volunteer to be greeters

· Welcome letters to newcomers/”Welcome Wagon”

· Rides to PWOC/Chapel functions for new-comers & those without transportation

· Adopt a Chaplain

· “Exhortations” for chaplains and their families – an evening of dinner  (or lunch), entertainment, praise and worship, and prayer and encouragement for chaplains, chapel assistants, and their spouses.

· Nursery staff appreciation luncheon

· Sponsor a family movie at the post theater.

· “Sunshine Meals” – for emergency or needy situations

· Adopt nursery workers – shower them with snacks, cards, prayers.  Be prayer partners

· Clean the chapel kitchen

· Sponsor fellowship and/or meals with other congregations

· PWOC Sunday

· Secret Sisters with chapel ladies

· Adopt chapel volunteers and workers.  Do supply showers, encouragement, cards, prayers, etc.

· Sunday coffees

· Emergency care for chapel families

· Chapel potlucks/dinners

· Holiday celebrations – living Nativity supper, Super Bowl party, Easter luncheons

· Home visitation

· Home-school support and encouragement

· Nursery worker appreciation activities – lunch, gift-certificates, gift baskets, etc.
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To the Military Community

· Attend newcomer briefings – provide information about PWOC, chapel activities, Christian resources in the area.

· Thanksgiving/Christmas baskets for needy families

· Cookie kits for needy families – ingredients and recipes for cookie baking with the kids

· Collect toys for day-care center or hospital

· Serve as foster parents

· Volunteer gift-wrapping during the holidays.  Have a card available to hand out about “the greatest gift of all.”

· Teacher appreciation – luncheons, home-made gifts, coffee break goodies, certificates

· Sponsor a family movie at the theater on Saturday afternoon

· Participate in a “New Moms” program.  If there isn’t one, start one

· Collect for food closet

· Emergency meals, errand-running, etc. for families in crisis

· Mothers and kids day out

· PWOC/Chapel cookbook – a great relationship builder and memory maker

· Participate at community or spouse club sign-ups.  Give out cinnamon/applesauce hearts with 1 John 3:16 attached

· Make or collect donations for new baby layettes (Coordinate with community service agencies, Red Cross, etc.

· Beautify a public area (plant flowers, clean up, paint over graffiti, etc.)

· Host stairwell/neighborhood Bible study

· Summer program for kids

· Hospital visitation

· Prison/correction facility visitation

· Crafts/workshops – i.e. banners, quilting, stitching

· Flower ministry – make chapel’s Sunday arrangements into small bouquets to take to hospital patients

· Adopt an agency – Army Community Services, or its equivalent, Red Cross, Child Development Center, etc.

· Sweetheart banquets

· “Muffin Ministry” for guest house (1x/week, provide a large basket of muffins for guests’ breakfast)

· Book drive to place Christian books into the community library

· Fall Festival (Halloween alternative)

· Christmas cookies for soldiers

· Spaghetti bags for new moms (bag of ingredients for spaghetti dinner given during visit)

· Trips, tours, activities

· Easter baskets for exceptional family member program
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· Sponsor marriage and/or parenting workshop

· Sponsor prayer group/prayer walk on behalf of schools

· Work with Program chair to determine outreach aspect of programs

· Start a MOPS group (Mothers of Preschoolers, Int.)

· Take dinner/snacks to guards or troops working extra duty

· Sponsor couples’ night out

· Encourage ladies to individually invite friends/acquaintances to PWOC and chapel

· Participate in “College Night.”  Talk about Christian organizations on campuses – Baptist Student Union, Wesleyan Student Organization, etc.

· Craft exchange

· Sponsor “Weigh-down Workshop” group

· Sponsor Christian aerobics morning

· Sponsor a scrap-booking group

· Adopt a family for the holidays

· Tutor at-risk children

· Participate in National Day of Prayer.  Let leaders, agencies and organizations on post know you’re praying for them, and for our soldiers/airmen, and families

· Visit shut-ins

· Host tail-gate parties for veterans center patrons, single soldiers, etc., during play-offs, etc.

· Sponsor the Gary Smalley marriage enrichment video series.

· Post a PWOC newsletter/handouts on the community information board or at PX/BX, Commissary

· Make and donate gifts (teddy bears, dolls, etc.) for needy kids.

· Participate in Red Cross blood drive.

· Sponsor a “Moms-in-Touch” group to work with and pray for the schools

To Working Women

· Bible study

· Evening programs

· “Ladies’ Night Out” – dinner and games

· Craft night

· Book groups

· Quilting group

· Saturday brunch to kick-off a.m. and p.m. PWOCs
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To Singles

· Offer potluck or provided dinners

· Adopt a soldier/airman/sailor/civilian worker

· “Willing Cooks” – Bible study with dinner

· Tail-gate parties during Super Bowl, playoffs, etc.

· Invitations to share family evenings with or without dinner

To PWOC

· Baby-sitting co-op/Coupon babysitting

· Meals for emergencies/welcomes/moving

· Walking group/Volksmarch group

· Scripture memory group

· Newcomer visitation/recognition

· Card ministry

· Newsletter

· Training for discipleship/witnessing

· Programs to draw women in

· Mother-daughter tea

· Ice-cream social, perhaps after chapel the Sunday before the PWOC kick-off

· “Ladies Night Out” – dinner and games

· Tours, shopping trips

· Family events – swimming, roller skating, parks, zoos, amusement parks, museums, bowling

· Host AFTB program – communication, group dynamics, conflict, stress, or time management

· Book discussion group

· Gardening workshop

· Cooking demos/recipe swap

· Mystery auction

· Prayer partners (with other PWOC chapters)

· Share newsletters (with other chapters, other countries/areas)

To the Extended Community

· Toys, books for hospital pediatrics ward or book mobile

· Foster parents
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· Hospital/Veteran’s hospital visitation, volunteering, reading, nurses aides, sending cards and letters to patients, helping with arts and crafts, special party events, parties, fund raisers

· Prison/confinement facility visitation – visitation, teaching literacy, basic education, job skills, mentoring, Bible study groups, helping with special events

· Adopt an agency – women’s shelters, crisis pregnancy centers (agencies that work with un-wed moms to offer alternatives to abortion), Christian counseling centers, etc.  Host toiletries or baby supply showers, make bibs/receiving blankets, do clothing drives, volunteer, “Pennies from Heaven” donations (collect pennies to accumulate contribution to agency)

· Agencies serving handicapped persons:  reading to the blind, recording books, sponsorship, special activities

· Homeless shelters:  mentoring, catering, counseling, teaching arts and crafts, job-related skills, G.E.D. skills, administrative skills, donations of money, clothing, toys, food, etc.

· Nursing/Veterans Homes – adopt a grandparent, adopt a vet, parties, caroling, volunteer, spend time, give manicures, talk, listen, help with special events, read and do story telling, transportation

· Community agencies – volunteering in variety of areas, donations of money, clothing, food, toys, furniture, etc.

· Rehab Centers for drug and alcohol abuse – mentoring, support groups, transportation, counseling

· Schools:  volunteering as room moms, tutoring, teacher’s or office aid, PTA

· Soup kitchens – donations of money, food supplies, catering skills, serving food

· Youth centers – teaching literacy and basic school skills, job-related skills, sports, transportation, mentoring, Big Brother/Sister programs
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Outreach That Works
Tried-and-true ideas from PWOCs

Donate to food bank at Thanksgiving – collect canned goods throughout the month of November and donated them to the local food bank.  Help prepare meals at local soup kitchen.

Donate to local women’s shelter – personal hygiene items, clothing.

Secret Sister program – Advance information you will need is name, hobbies, interests, birthday, anniversary, and Bible study class.  Decide starting and ending date in advance.  Pair up the ladies by Bible study (If you see your secret sister each week, you may be reminded to pray for her or to remember her in another way during the month).  This may be done chapel-wide to include women who are unable to attend regular PWOC meetings.  Secret sisters are matched in October and revealed in May.

Suggestions for guidelines:  

1. It is a commitment to pray for your secret sister on a weekly basis.

2. Remember to keep it a secret.  No one but the coordinator and each woman involved should know who her secret sister is.

3. Gifts should be small, not to exceed $5.  Cards and notes of encouragement may mean more to the secret sister than a gift.

4. Secret sisters should be remembered once-a-month, minimum.

Secret Package Company – Surprise a sister with a note or card, a baked goody, or small gift (not to exceed $5).  The gift is given in complete anonymity.  To get started, board members may want to bring in some gifts.

Pluses of this program:  requires minimal maintenance.  You may give a gift to more than one particular lady during the year; gives every lady the chance to recognize a need of another throughout the year; ladies aren’t expecting a gift so there is less chance of being disappointed or feeling forgotten.

Drawbacks:  some ladies may feel left out if they don’t receive a gift; infrequent utilization of the opportunity to recognize another lady in the group (ladies forget to bring something).

Sunshine Meals – Need sign-up (name and phone.  Decide how to share the load (several or one to provide meal).  Decide how many meals per event to provide… 1,2,3?  Find out what day is best for the recipients.  Are there any allergies in the family or other dietary needs?  Keep track of who provided what part of each meal for each meal provided, the date of the request, and the date the meal was provided, the name of the recipients, and the reason for the meal.

Card Ministry – for congratulations, new babies, graduations, get well, sympathy.  Allow all the PWOC ladies to sign the cards if possible.

Angel Tree – at Officer’s Wives Club bazaar.  Donation only.  OWC donates proceeds to chapel specifically for the Angel Tree.  PWOC mans the booth.
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Baby Bundle Program –  put together layettes and other baby supplies to give to new moms.  Coordinate with and distribute through one of the community service agencies.

A Time for Us – once a month to target ladies that are not a part of PWOC.  Food or craft theme:  decorating with food, bows and wreaths, cross-stitch, cake decorating, displaying your memories, embossing, calligraphy, kids’ snacks.

Newcomers’ Luncheons – Once a month, either sack lunch or potluck.  Kids are okay.  Chapel provided sandwiches for the guests.

Once-a-Month-Outing – See local places of interest.  Try a new sport such as cross-country skiing.  Check out the local craft shop.  Try to make it kid-friendly. Trips are planned to encourage fellowship with others.  The goal is to witness by inviting our neighbors and the community, bringing in non-Christians to Christ.

Storks Nest – PWOC women go once/week to the hospital and hold a baby shower for new moms.  They give them a gown, onesie, blanket, etc.  They provide snacks and a beverage too.

The Upper Room – This is a singles’ ministry and PWOC provides a hot meal to them once per month.  They have women sign up to bring a main dish, salad, bread, and desert by 6:45 the night of the dinner.

Coupon Babysitting – PWOC women sign up to watch each other’s children.  Payment is coupons.  Each coupon is worth one hour of babysitting and each woman gets 3 coupons to start and a list of participating names.  Outreach Chairperson puts up sign-up sheet, makes sure new participants receive copy of sign-up sheet and 3 coupons.  Note:  it is wise to keep this within the circles of PWOC and women that are known to each other.  

Willing Cooks – PWOC women and chapel women volunteer to cook for single adult Bible study on Friday evenings.  Two women sign up and each are given the other’s phone number.  They decide together what to prepare.  Home-cooked meals are dropped off at the chapel by 6:00 p.m.  The Outreach Chairperson puts out sign-up sheet, calls volunteers, and lets the teachers know who is cooking.

Swap Meet – Once-a-month get-togethers.  Recipes are collected, typed and copied, then given out at meetings.  have 2 ladies share talents/gifts (quilting, crafts, etc.).

Parent Enrichment Classes – Have the books for the first 7 weeks.  Ask one of the chaplains to lead it.  Have the locations reserved.  Need 4-8 couples.  Single parents are welcome.

Hospital Visits – Need willing people to visit others in hospital or home.

Baby Bibs – Have volunteers make bibs.  Deliver to new mothers.

Retreats – planned in an interesting way to be set up for different age groups.  This can bring in those who possibly would not just come to chapel or PWOC.  

Big Brothers/Sisters – Work with family service organizations or other groups in your area to learn of those that need someone to be a big brother/sister.  Find out what the qualifications are 
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and lead people in PWOC and the chapel to pray about taking an interest in these people.  This would especially be a good outreach idea for older young people and young adults.

Button Brigade – The young single military person always has need for someone to sew on a button, patch, or something else on uniforms.  This is a good opportunity to take some home-baked goodies to an area such as a day room where they can gather with the sewing they need to be done.  If you are based in a college area, this would be a good outreach for students.  As you sew and mend, talk with them and listen.  What an opportunity for witness.

Weekday Programs – making use of chapel facilities or other places.  There are so many activities that could be done during the week and make use of a building that would ordinarily stand empty.

Tutoring – If classes are not offered by a volunteer organization, PWOC members could do this, using the Laubach Literacy Course.  Or, rooms in the chapel could be offered for space for a group to teach.

Bible Study Groups for Young Families – There may be an area where there are mothers home with young children during the day.  This could be combined with a coffee to begin with and getting the people to talk about the needs they see in their community as well as what they would like to be able to do or see done.

Retired Persons/Senior Citizens –  TAP THEIR RESOURCES.  This has been and still is an untapped group.  These people have a lot of expertise, know-how, experience, and ability that should be shared with others.  Get to know this group of people in your group and community.  Find out what their strengths and abilities are.  Then look at the needs of the community and determine how  you might match these two things.  This group wants and needs to be needed just like other age groups, and they often have too much time on their hands.

Working with Other Organizations.  Be part of some of the different volunteer organizations on post or base or in the surrounding community.  This gives us an opportunity to go to where the need is, use existing resources, and fulfill the need without reinventing the wheel.
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How to Develop Your Personal Testimony

Write it out.  This helps you see what God has done and is doing in your life.  It will also help you to be more comfortable in saying it.  In developing your personal testimony:

· Let it be your story.  Don’t try to make your story sound like someone else’s, no matter how uninteresting or shocking it may seem to you.  It may be wise to be discreet in what you share, depending on how the Holy Spirit leads you, but your story is your story.  God can use everything that has ever happened to you to glorify Him.

· Focus on Jesus, not on your strengths.  It is not really about you, but about Christ in you.

· Ask God to show you how He has worked in your life.  Sometimes we don’t even recognize the greatest things God has done in our lives.  Use the insight He gives you to write your story.

· Try to tell your story as if you’re sharing it with one other person.  It will make your testimony seem more intimate and direct.

· Avoid Christian terminology.  Unbelievers may not immediately understand what it means to be “saved.”  They will understand if you tell them how Jesus has changed your life and what a difference He has made in your life.

· Use the before/how/after outline Paul uses in Acts 22,23, and 26.  Describe details within reason, but don’t tell your whole life story.  Try to limit your testimony to 5 minutes.

· Be practical.  Describe how God is helping you learn to trust Him more.  Let them know you are not “there” yet, but that you are changing, learning, and growing in Christ each day.

· Be realistic.  Don’t present your life as problem free or above the clouds.  Show how Christ has helped you through tough times and enabled you to solve difficult problems.
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The Romans Road to Salvation

Romans 3:10

As it is written.  There is none righteous, no, not one.

Romans 3:23

For all have sinned, and come short of the glory of God.

Romans 5:8

But God commendeth his love toward us, in that while we were yet sinners, Christ died for us.

Romans 6:23

For the wages of sin is death, but the gift of God is eternal life through Jesus Christ or Lord.

Romans 10:13

For whosoever shall call upon the name of the Lord shall be saved.

Romans 10:9-10

That if thou shalt confess with thy mouth the Lord Jesus, and shall believe in thine heart that God hath raised him from the dead, thou shall be saved.

For with the heart man believeth unto righteousness; and with the mouth confession is made unto salvation.

Revelations 3:20

Behold I stand at the door and knock; if any man hear my voice, and open the door, I will come in to him, and will sup with him and he with me.
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Individual Outreach – the Power of One

In Your Community

· Be the first to welcome a new neighbor.  Give them your phone number, perhaps a coupon book of favors.  Take them muffins and coffee, or cookies and milk for their children.  Offer to show them around and make a date to do it.

· Live with integrity --  Prov. 2:26.

· Clean up your messes in your own space, and in the space you share with others.

· Pick it up even if you didn’t put it there.  Do even this to the glory of God.

· Take cookies to gate-guards, clean-up crews, or other employees who serve your community.

· Praise others in the presence of others.

· Adopt your kids’ school.  Offer to tutor, volunteer in the classroom, or do whatever they need.  Let your kids’ teachers know you appreciate their hard work.

· Participate in community beautification/clean-up days.

· Send thank-you cards to policemen, firemen, and other public servants.

· Write a note of encouragement to commanders and their spouses.  They need it!

· Offer a ride.

· Arrange to care for a single or new parent’s children for an evening

· Seek to turn adverse circumstances around.  Anyone can complain.

· Mentor, with Godly wisdom, those who are younger and less experienced than you.

· Stand up for what is right.  You’ll strengthen others to do the same. (Josh. 1:9)

· Use the grapevine to spread words of encouragement and praise, instead of gossip.

· Learn the name of someone you see at the commissary or on the street.  Call them by name when you see them.

· Get involved in clubs and organizations within your community that aren’t “religious” by nature.  Do community service. Fill a need.

· Be generous with your time, talents, and resources.  Make up your mind not to care if you aren’t reimbursed.

· Refuse to be part of the problem.  As much as is possible, speak only for edification.

· Perform an unexpected, kind deed for someone who needs a lift. 

· Be kind toward one another’s short-comings and help them to grow.  Your kindness could touch the world (Phil. 4:5).

Don’t Forget Your Family

· Be there when your children and spouse need you, even when they don’t know that they need you.  If you aren’t there, someone else, or no one else will be.  Don’t miss your opportunity.

· Let your children see you thanking God for the blessings in your life, including them!
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· Set the table with your best dishes and linens.  When your children ask, tell them it’s for someone special.  When it’s dinner-time, let them know that they are your special guests.

· Create a home-made valentine, birthday, or get-well card for an elderly parent – just as you did when you were a child.  Tell them to remember they were the first loves in your life.

· Give priority to attending your children’s special events to let them know how important they are to you.  Remember that actions speak louder than words.

· Ask God to help you to like, as well as love, your parents (Eph. 6:2-3).  Decide to practice forgiveness. 

· Write separate letters to your mom and dad to tell them how much they mean to you and to thank them for the good things they have done in your life.

· Tuck “I love you” notes or notes of encouragement into lunch boxes or onto pillows at night.  No one ever gets too much encouragement.

· Live your life as a good example for your children.  They learn things by example that a thousand words could not help them to understand (Gal. 6:10).

· Volunteer each day to do something to help your husband.

· Find one thing each day to tell your husband that you admire about him.

· Tell your children about the Lord, and how He has made a difference in your life.  Make it part of your normal conversation.  Help them to build their lives on a secure Cornerstone.

· Say “I love you,” write “I love you,” and most importantly, live “I love you” every chance you can find.  Shoe the power of God’s love in your life.
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Extended/International Outreach

Used greeting cards are needed for recycling:

St. Jude’s Ranch (this is an orphanage)

Mennonite relief workers in South Africa distribute simple layette bundles:

Mennonite Central Committee Headquarters

Donate clothing to orphans in Mexico through:

Calvary Commission

Consider sponsoring a foreign child:

World Vision



Christian Children’s Fund

Holt International Children’s Services
Compassion

Consider writing a pen pal in prison:

Prison Fellowship

Help record books and transcribe Braille:

Library of Congress

Reach out to the terminally ill:

Mail for Tots

Start a neighborhood Bible study:
Stonecroft, Inc.



Neighborhood Bible Study

Harvest Evangelism


The Lighthouse Movement

Consider helping children in war-torn areas of the world:

Samaritan’s Purse


Operation Christmas Child

** Addresses, phone numbers, and e-mail addresses can be obtained by doing an internet search.
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Outreach Resources

The Joy of Hospitality by Vonette Bright and Barbara Ball

Your Home, A Lighthouse by Bob and Betty Jacks with Ron Wormser, Sr.

Love Your Neighbor as Yourself by Mary Lance V. Sisk

Open Heart Open Home by Karen Burton Mains

Personal Disciple Making by Christopher B. Adsit

Spiritual Mothering by Susan Hunt

Out of the Salt Shaker and Into the World by Rebecca Manley Pippert

Opening the Door of Faith by John R. Hendrick

Becoming a Contagious Christian by Bill Hybels and Mark Mittelberg

You Can Change the World by Jill Johnstone

Operation World by Patrick Johnstone

Ways You Can Share Your Faith by Tony Campolo

Ways You Can Be Pro-Life by Tony Campolo

Ways to Help Homeless People by Gray Temple

How to Mobilize Church Volunteers by Marlene Wilson

The Effective Management of Volunteer Programs by Marlene Wilson

The Ministry of Volunteers by United Church of Christ

Reaching Out by Henri Nouver

The Layman’s Role Today by Frederick K. Wentz

Gifts of Grace by Mary Schramm

Everyone as a Minister by Oscar Feucht

Discipleship Journal, NavPress

Discover Your Motivational Gifts by Don and Katie Fortune

Discover Your God-Given Gifts by Don and Katie Fortune

Discover Your Child’s Motivational Gifts by Don and Katie Fortune
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PARTICIPATION

RESPONSIBILITIES

T
he Participation Chairman is responsible for encouraging ALL Protestant women in the chapter congregation(s) to actively participate in PWOC.  In PWOC we have participants, as all Protestant women in chapel congregations are members of PWOC.  The Participation Chairman greets and welcomes participants and newcomers at all meetings.  She also encourages active participants to reach out to prospective participants.  Often some of the responsibilities of the participation chair overlap with hospitality.  Work closely in coordinating the mission of your job responsibilities.

Registration and Roster

An on-going responsibility for this committee chairman is keeping up-to-date information on participants.  This information can be gathered by using a registration card or a sign-up sheet.  Include the following information:

· Name

· Mailing address

· Phone number

· E-mail address

· Birthday 

With this information, a roster can then be printed so that active participants may be able to contact one another.  When asking for information, always include a privacy act statement (see Section 2.5, Resources for the privacy act statement), being sure to have permission for personal information to be published for distribution among the group.  Always print an addendum to the roster as new women become involved.  You may distribute the first roster by mid-October and print an addendum in early February.  Some chapters include other data on registration cards or information sheets.    Consider developing a database of this information for these purposes.  If you are not computer savvy enough to do this, perhaps you could delegate this area to someone who is.
Attendance
Many chapels or religious education facilities are required to keep a total of how many people are using the facilities each week.  This is also worthwhile information for the board to have as they plan for upcoming events, as well as to study attrition rates.   This can be handled in different ways, depending on size and purpose: a sign-in sheet that everyone signs, a count during the opening time when all are together, or a count handed in by different Bible study classes.  You will want to coordinate with the President on how she would like to do this, especially concerning distribution of PWOC pins.  Newsletter editors usually like to acknowledge birthdays and welcome newcomers and visitors in the monthly newsletter.  You will need to have this information prepared to give to the Newsletter or Publicity Chairman before the monthly newsletter deadlines.

Nametags
The Participation Chairman is responsible for providing nametags for each meeting.  It is suggested that a permanent nametag be prepared for each participant. It is beneficial to have board positions indicated on board member's permanent nametags.  This is not to show elitism but to enable participants to get to know board members so that they can approach them concerning their particular areas of responsibility.  Many chapters use a permanent nametag for weekly studies but use paper disposable tags for monthly meetings.  Coordinate with your Program Chairman concerning nametags for monthly general meetings.  

Disposable nametags for monthly meetings are good for several reasons.  Monthly meetings usually have a decorative theme, making the nametag part of the theme package.  Also, monthly meetings provide a great opportunity to invite new people, and it is much easier to photocopy paper tags and have them ready for everyone.  Prepare these ahead of time during a work session, inviting participants to gather informally for fellowship and preparation of materials.  

You may want to shrink the logo to fit on a nametag or just use an element of the logo that is representative of the theme.  Be creative and simple in choosing your permanent nametags.  Don't underestimate their importance.  At one chapter, a new participant came to a weekly Bible study. The next week she approached the President with tears in her eyes saying "thank you."  She expressed gratitude for having a permanent tag ready for her.  In her words, "it meant that you were waiting for me!"  Little things really do mean a lot!  

There is another reason to keep it simple; if they are difficult and time consuming to prepare, it is too easy to procrastinate about making new nametags.  Rubber stamps and computer graphic programs are a great source for designs.  Computer-generated nametags are certainly easy, are uniform, and are attractive.  If you are not computer literate, there may be someone in your group who is.  Perhaps there is someone who does calligraphy, rubber-stamping, or some other creative hobby and who would be willing to take on the nametag responsibility.

Welcoming Newcomers


You may also have the responsibility of finding ways to assimilate and welcome newcomers – or-if your PWOC is large, you might have a separate board position for a Newcomer’s Chairman.  Whether it is the responsibility of Participation or Newcomers, be sensitive that some people are not comfortable with hugs from others, let alone someone they've just met!  Always smile and let people know how glad you are that they have come to be with you.  Be aware of childcare policies so that you can share that information with those attending for the first time. 


 If possible, introduce the newcomer to a regular participant.  You may want them to sign a guest book when they first visit and then fill out a registration card upon their return.  Follow up after their first visit by mailing them a note or by calling them to express your joy that they came and the hope that they will return.  Often groups will recognize newcomers during the opening so that everyone can meet them.  Because so many people fear speaking in public, you should consider introducing newcomers yourself, instead of putting them on the spot to speak in front of strangers.  

Consider the possibility of a newcomers’ get-together.  One chapter reported that they did this on a quarterly basis, sending out invitations to everyone who signed the guest book in that time span.  The get-together was very informal, including children.  Several times the meeting was held at a park on post; other times, hostesses volunteered their homes.  Board members alternated attendance at these gatherings; they also provided snacks or salads for lunch that day.  Usually there was a “get-to-know-you” mixer and then an informal time of asking questions or sharing general information about the ministry of PWOC.  Usually the group was small, making the time personal and non-threatening.  It proved to be a very successful endeavor.
Information Table

Remember that your primary goal is to encourage participation in the ministry of PWOC.  You need to make information available to show ladies where they can become involved.  Depending on the amount of information you have to share, position the table where it is easily seen and accessible.  Placing information on the welcome table may work well.  But you may want to reserve the welcome table for nametags, registration cards, and a sign-up sheet.  A separate "information table" could display things like newsletters, announcements of upcoming events, a bulletin board, and anything else that may need to be distributed to your group. 

PWOC Pins

Traditionally in PWOC, pins are presented when a person has attended three meetings.  They could also be presented at the completion of a Bible study or when a person is farewelled.  No matter when you award pins, you will need to keep a supply of pins on hand.  Be sure to inform the President or Financial Secretary well in advance of the need so that pins can be reordered. 

Encourage women to wear their PWOC pins in the community.  They may be a conversation starter that would offer an opportunity to invite someone to a PWOC meeting.  Also, be sure that there is a printed explanation of the symbolism of the PWOC pin in the yearbook or calendar. 

Farewells

In the military lifestyle, there is the joy of welcoming new people, but there is the inevitable sadness of saying farewell to those departing.  Whatever the contribution to the ministry of PWOC, find a way to show appreciation for the participation of each of the women who leaves.  A commissioning service is always very meaningful.  This will be a responsibility of the President and Spiritual Life Chairman, but they may ask for your input in preparing such a service. 

 You may be asked to project a number that may be leaving in order to prepare a farewell memento.  One chapter works all year long to prepare "commissioning bags."  This is no easy undertaking because of the size and transient nature of the community.  Each Bible study is asked to provide a token that can be placed in the bag at the end of the year.  The participation committee finds volunteers to sew the bags and then fills each with all of the treasures prepared by the studies.  It's a lovely remembrance given at the end of the year. Another group prepared wooden hearts with a simple country folk art painting of "sisters" and the words "Sisters in Christ" along with the chapter name.  The woman who prepared these enjoyed painting and was thrilled to make her gifts available to minister to others. 

THE OPPORTUNITY

What an opportunity you have to aid women in the continued discovery of their gifts and talents and finding ways to involve them in this most dynamic ministry.  God bless you as you PARTICIPATE with Him in His work here on earth!


PRAISE AND WORSHIP

BASIS FOR PRAISE & WORSHIP

M
artin Luther said, "Next to the Word of God, music deserves the highest praise.  The gift of language combined with the gift of song was given to man that he should proclaim the Word of God through music."

Music is mentioned in the Bible 839 times.  King David set priests and Levites in the tabernacle for the sole purpose of ministering with music.  He had "round-the-clock" worship, making people aware that worship was not a once-in-a-while event, but a continual lifestyle. 

Scripture tells us to come into His presence with singing:


Music can usher us into God's presence, as seen in 2 Kings 3:15.  Elisha was addressing the King of Israel when he said: “ ‘But now bring me a harpist.’  While the harpist was playing, the hand of the Lord came upon Elisha….”

While music is a way of ushering in God's presence, it is not a magic button that can be pushed to make God's people worship.  The Latin word for praise is “value” or “price.”  Thus, we praise God to proclaim His worth.  “Praise” is our response to His person, but “worship” is our response to His perceived presence.  Worship transcends normal human activity and it is HOLY. Genesis 28:16-17 shares the account of Jacob's dream at Bethel: "When Jacob awoke from his sleep he thought, 'Surely the Lord is in this place and I was not aware of it.' "  Out of fear Jacob said: "How awesome is this place!  This is none other than the house of God; this is the gate of heaven."  What was this "awesome" place?  It was a place by a road where he slept with his head on a stone!  It was the presence of God that made it an awesome place!  An ordinary place was transformed into a holy place because of the awareness of God's presence!

PWOC-An AWESOME Place!

As praise and worship leader you have an opportunity to take part in the transformation of ordinary meeting places into awesome places of worship!  As the Body of Christ comes together, incredible things can happen!

BENEFITS OF CORPORATE WORSHIP

Corporate worship that takes place in a PWOC meeting builds unity.  2 Chronicles 5:13-14 describes a situation where this unity took place as a result of worship:  The people in this passage were "joined in unison."  Music is a unifying factor as we meet together.  Think of any given morning, or evening, PWOC meeting and what you may have had to go through to get there.  How often has singing together with your sisters in Christ been the vehicle God has used to remove the distractions of the morning, or evening, and provide focus on Him?  What a wonderful opportunity you have to lead women into the presence of the Lord! 

GOALS OF THE LEAD WORSHIPER

Worship begins when we become intimate with God.  We become intimate with God when we lay all distractions aside and focus our attention on Him.  It is in surrendering all that we are to Him that we truly worship.  Romans 12:1 states, “Therefore, I urge you, brothers, in view of God’s mercy, to offer your bodies as living sacrifices, holy and pleasing to God – this is your spiritual act of worship.” When answering the call of Praise and Worship Leader in PWOC, you must decide if you will lead worship or be the lead worshiper.  As we worship with our groups we exemplify our relationship with the Father and draw others to the object of our worship.

Above all else, the lead worshiper must have an active, growing relationship with Jesus Christ.

HOW TO LEAD PRAISE AND WORSHIP


Logistics is a word that doesn't sound very spiritual.  However, unless the logistical aspects of your praise and worship ministry are carried out well, distractions can prohibit worship taking place.  

Focus On God

Our goal and challenge as the lead worshiper is to do things in such a way that it allows women to draw close to Him, to focus their attention on Him.  Keeping this in mind we need to be aware of a few things:

1. When you stand before your group, worship.  Be prepared and well rehearsed so that you can focus your attention on Him.

2. Don’t become so lost in worship that you are not aware of the status of your group.  You are responsible to usher women into God’s presence.  Make sure they are there with you.

3. When you or your team are in front of the group, quick or noisy movement will draw attention to you.

Musicians who are unprepared will unintentionally draw attention to themselves.

Amount of Time
Plan with your President and Spiritual Life Chairman to allot an adequate amount of time within each PWOC meeting for Praise and Worship.  While the idea of what “adequate” is varies from group to group and even person to person, most worship leaders will tell you that 10 minutes is not enough time and that fifteen minutes is adequate.  Other worship leaders will tell you that transitioning women from their hectic life events into an attitude of worship requires time for at least 5 songs.  Although there are differing opinions regarding how much time should be allotted to Praise and Worship, it is important to realize that  Praise and Worship is a  necessary part of each PWOC gathering.  We should not underestimate its significance in setting the tone for everything else that occurs there.  Bible study will go deeper, and fellowship will be sweeter if it is preceded by a time of praise and worship.

This said, it is wise to be aware of other things that need to take place during each PWOC gathering, to work to be a team player, to be responsible for the time allotted to you, and to be flexible when necessary. Do your part in helping to start the meeting promptly so there will be enough time for everything.  Make sure that Praise and Worship does not exceed the time given it.  If you have worked with other board members to plan the components of the meeting and something unexpected happens that takes away from your scheduled time, be flexible.  With prayer, flexibility, and a strong commitment to ministry, everything that needs to be accomplished in a morning (or evening) can be, without missing out on praise and worship time.  

A suggested format for an opening session would be: 

Note:  Morning hours are being used, but can of course be adapted to any time frame.
An opening session is considered to be the time before PWOC Bible studies take place.  It is usually a time when everyone is together, if there is more than one study taking place.  Elements of an opening session include: praise and worship; announcements; devotional thought, and corporate prayer).  Ideally, this would take place during the first hour; Bible study would follow for the next hour to hour and a half.  However, it can be done effectively in 30-45 minutes. 

Selecting Songs

Prayer

When selecting songs, the first priority is to pray and spend time asking God what songs should be included.  It may be helpful to reflect upon conversations you have had with women in your group.  What are they struggling with?  What are they rejoicing about?  What are their concerns?  Songs can speak words of encouragement, proclaim God’s character, and remind us of “Who” God can be in our lives.
Styles

In selecting songs you must think about styles of music.  PWOC is a diverse group.  We cannot assume that what is one person's preference will be another's.  We have a wonderful opportunity to minister grace and courtesy to the Body of Christ.  Ron Kenoly tells a story about leading in worship and noticing an older woman in the front of the congregation that was clearly NOT getting involved.  He recounts that as he began singing the hymn What a Friend We Have in Jesus, her whole countenance changed.  It was obvious that even though she wanted to participate, she was apathetic to contemporary worship.  In Kenoly's words, "I was not walking down her street."  Because he was sensitive to this woman's needs, she was drawn into worship.  

Within military chapel communities, there are a variety of denominational and cultural backgrounds coming together to worship.  Keeping this in mind, we must be sensitive and generous in this area.  This will help create an accepting environment where women will feel comfortable to worship.  Charles Swindoll once said, "The church will continue to sing her stately hymns; but, in addition to these, each new generation will continue to compose fresh choruses of worship and new psalms of praise.  These songs give the church a relevant expression of her message."

Balance

Because of our diversity we must be balanced in our selection of music.  Hymns are a part of church history and need to be taught to young women who have just come to know the Lord.  Hymns are important for those of us who have been Christians for a while.  Women need to be challenged by the depth of meaning the lyrics hold.  Hymns teach us the doctrines of the church and remind us of God’s attributes.  Some of the wonderful stories of how these great songs came to be written need to be shared.  Here is an opportunity to incorporate the PWOC aim "To TEACH women the history, beliefs, and programs of the church, all built on a solid foundation of worship and Bible study."

Progression

Worship is an attitude of the heart.  It is true that because of circumstances and the world in which we live, women often arrive at PWOC meetings with a spirit of heaviness.  Women will need to be led into the Holy of Holies and that requires a progression.  There was a progression of entering into that place in the Old Testament, and through music and singing, women can be led there today. At His throne they can leave their distractions and problems, go into a Bible study with a lighter load, and be ready to concentrate on His Word.  Songs can be vehicles that usher us into that holy place.

Flow

One of the most important things to consider when selecting songs is the flow of the songs.  Moving from one song to another as smoothly as possible is important in allowing people to remain in an attitude of worship.  It is not necessary to introduce the songs.  Remember that your goal is to focus on God, giving women an opportunity to speak to God through song, scripture, and/or responsive reading.  There may be times when a brief word from you would be appropriate if it helps to focus women on Who they are singing about, to encourage them to lay aside the things that distract them, or to describe who God has been to them that week. 

Equally important is how we transition from each component in the opening session.  If we work together with the other board members (President, Spiritual Life, Prayer, etc.), we can develop a flow that enables the attention to remain on God and not on the fact that we are moving from one thing to another.  It is helpful to think of Praise and Worship (singing, dancing, drama, living video, etc.), prayer time and devotions as one total experience.

Coordination and Harmony

Coordinate and plan music around themes of weekly devotions or monthly meetings.  Coordinate these themes with your Spiritual Life Chairman for weekly meetings and with the Program Chairman for monthly meetings.  (Note:  It is the Program Chairman’s prerogative to ask whom she wishes to lead Praise and Worship at Program meetings).  Sometimes the Holy Spirit does this without any help on our part.  Those times are precious and affirming!  Always, He wants us to plan and then always be open to His changes and adjustments.  Often a song will set the tone of a meeting and prepare hearts for what will be presented.  

Standing or Sitting
There needs to be balance with standing and sitting.  One of the biggest complaints heard about churches where a big block of time is given for praise and worship is the amount of time people are expected to stand.  Some songs have to be sung standing, due to an ovation of praise that draws you to your feet.  Sometimes your group needs to stand to have a posture of unity and victory, or to awaken them!   However, sitting can enhance the sense of being alone with God, the feeling of needing to communicate with God privately.  

There are practical points to this concept, particularly for older or infirm members, and that is that standing for lengths of time can be difficult or impossible.  These women may hesitate to come to Praise and Worship because they don’t feel able to participate by standing and are embarrassed to call attention to themselves by sitting.  It may be difficult for others to focus their attention on God when their feet or back are hurting from prolonged lengths of standing.  Perhaps the best compromise is to make sure that women know that if they cannot stand, they are welcome to sit.  Likewise, if everyone is sitting and they wish to stand, they are welcome to do so; however, you might encourage them to move to the back of the room so that those behind them might be able to see.  

Overheads or Printed Words

Decide how you want to present your music.  Overhead transparencies seem to be the most popular presentation.  If using overheads, type them on a computer and print them.  This is an easy process on a photocopier or computer printer.  It takes very little time, is easier to read, and looks so much nicer than hand-written words.  There are times when hand writing the words may be necessary.  If so, print the words legibly.  When using a computer, be sure to use spell check and then read the words over again.  A misspelled word can be very distracting and at times can change the meaning of a song.  Use a font that is large enough and easy to read such as Arial or Comic Sans.  Small print and fancy or cute fonts are not appropriate for this use. 


Involving Others in the Ministry of Praise and Worship
Seek to build a praise team and band.  Be an active "talent scout."  Listen to women singing around you in chapel or at PWOC meetings, and invite them to be part of a praise team or share a solo.  Find out if there are women who play instruments.  Don't hesitate to invite others to participate and use their gifts in ministry.  You may need to encourage your board to develop and distribute a ministry interest survey in order to discover if there are those with talent and interest in music.
Using Variety

Provide variety through your music ministry.  Let your music ministry be a reflection of the diversity of culture and backgrounds represented in your PWOC Body.  Don't allow familiar and routine.  God is a God of creativity and variety!  Let variety characterize the special music presented.  Use soloists, duets, trios, instrumental presentations, choirs, guest musicians, interpretive liturgical dance, and living videos to enhance your weekly meetings or monthly general meetings.  

Planning and Practice

Preparation and practice are important and necessary.  Take time to go over songs with your accompanist.  Practice rhythm; discuss whether you may repeat the song and if so, what signals to watch for.  Go over introductions to songs and endings.  If using a sound system and microphones, check out the sound and balance.  Remember that sound is "soaked up" by bodies in a room, so the volume will need to be louder when people arrive.  These things sound so technical, but they can make a difference in whether or not people are distracted by a poor sound system or an unprepared and unrehearsed music team.  To many, this may seem prideful; however, wrong notes, microphones that are too loud or too soft, or background tapes that are not cued or balanced with the microphone, can be the cause of someone not being able to focus on the message that is being presented.  Yes, things happen and God is gracious to bless any genuine effort of worship, but our responsibility is to give God our best! 

IF NO ONE IS AVAILABLE TO LEAD OR ACCOMPANY PRAISE AND WORSHIP

If your group is small and there is no one to lead worship or to accompany with guitar or piano, check out some of the CDs or tapes available for small groups.  These CDs and tapes have a split track, so that one speaker can be turned off and only the accompaniment music is heard.  The 4th edition (green) of the Maranatha Praise Collection has a series of tapes/CDs that have the split track and are recorded according to different themes.  If you find yourself in a place where there is no one available to lead the praise and worship or to accompany, make this a matter of earnest prayer.  God will send the workers you need to fulfill the task of ministry!  This has been proven over and over again!

MONTHLY MEETINGS/PROGRAM MEETINGS

Be sure you have an understanding of what is expected of you concerning monthly meetings.  Try to find special music that will enhance the theme being presented.  Find out the themes ahead of time and become aware of songs that would complement special meetings.  Perhaps an accompaniment track can be ordered from a Christian bookstore for someone to share as special music.  

WARNING NOTES FOR THE PRAISE AND WORSHIP LEADER

Ron Kenoly and Dick Bernal, in their book Lifting Him Up, list ten things that bother a pastor about a worship leader.  These things can be notes of warning for a PWOC worship leader as well:


FINALLY…

Many women come to PWOC meetings rushed, anxious, and burdened.  Through music you have an opportunity to "break down cultural barriers, cut across age differences, erase denominational lines, soothe and calm anxious hearts, incite courage in the fainthearted, comfort the grieving, heal the wounded, rescue the perishing, and draw wanderers home." (Lift Him Up, Kenoly and Bernal)

Finally, sisters…




PRAYER MINISTRY

CALLED TO PRAY

At the heart of PWOC is prayer.  Scripture assures us that unless the Lord builds the house those that labor, labor in vain (Psalm 127:1).  This is true in PWOC as well.  Unless we spend time in prayer both personally and corporately, we can be sure that any plans we make in our PWOC will fall short of what God has in mind to do.  In fact, although our PWOC may seem successful (which is more form than substance) it will not be effective (which can be measured in terms of impact on lives) unless we pray.  Therefore it is the responsibility and the privilege of the Prayer Coordinator to set an example of prayer, to encourage others in prayer and equip others for prayer.  

EXAMPLE OF PRAYER

Because it is the Prayer Coordinator’s responsibility to set an example of prayer, she must be sure that her own private prayer life is active and growing.  It is not enough to organize a prayer vine or to lead the group in prayer at a monthly meeting.  A personal time of prayer on a daily basis is imperative.  Jesus, Himself, modeled this by frequently going off alone to pray.  (Luke 5:16)   If you struggle with having a disciplined prayer life, ask someone to be a prayer accountability partner with you.  Give them permission to ask you how you are doing.  Ask them to pray for you that the Spirit would remind you to spend time with God.  Set aside a specific time and place to pray.  You may also find it helpful to keep a prayer journal.  As you see God answering prayer, you will be more encouraged to continue spending time with Him.  The important thing is to spend that time.  As Ben Patterson reminds us in his book, Deepening Your Conversation with God,  “a lack of prayer is a lack of hunger for God.”

ENCOURAGE IN PRAYER

A major portion of the PWOC prayer ministry is devoted to offering women opportunities to pray.  Although there are not any mandates on what opportunities should be offered, there are several potential ways to unite us in prayer:  PWOC Prayer Mondays, TNT Prayer Groups, Prayer Walks, Prayer Vines, Prayer Bear-ers, Prayer Teams, Prayer Times and Prayer Events.

PWOC Prayer Mondays

It is the tradition of PWOC to call women to agree in prayer with one another on Mondays. This may be done through prayer groups that meet face to face, through email groups that agree over the Internet or through women’s personal prayer times.  

TNT Groups 

If you don’t already have a TNT prayer group that meets on Mondays, consider forming one.  Although all PWOC women, all over, are encouraged to pray for PWOC on Mondays in their personal prayer/devotional time, the use of TNT groups is a great way for ladies to connect in prayer on Mondays.  It is a time of dynamite prayer that will make a difference!  We all know chaplains who are struggling, unsaved relatives, women who need to be in PWOC, friends with troubled marriages, and ladies whose husbands are deployed.  This isn’t about local “lists” however, the needs we see locally will inspire us to unite as we pray for these areas of our military life around the world.  The three areas of TNT are listed below.


Just set a time, invite ladies to come, and pray!  If you find that your group doesn’t seem to be motivated to meet together on Mondays at one location (which is the best way to do it), consider uniting in prayer through the telephone or email.  Ask ladies to “buddy” up with another PWOC lady and call her every Monday to pray.  This is especially recommended for your board members.  Email is also a great way to unite.  Send out an email prayer to your ladies (or at least a list of requests) and ask them to take a moment right then to agree in prayer with each other.  Here is an idea for publicizing TNT PWOC Prayer Mondays:

 

Prayer Walks

A popular way to gather women together in prayer is through the use of prayer walks.  This is an excellent opportunity to exercise both your groups’ prayer lives and physical bodies.  Although the actual dynamics may very slightly, the idea is to pray together as you walk through a designated area.  You may choose a specific neighborhood or area of your installation to walk through each time, praying for the people and programs represented in that area as well as the needs of the PWOC body.

Prayer Vines

An important part of the PWOC prayer ministry is the prayer vine.  The goal of a prayer vine is to connect women via telephone or email in prayer for a specific need. (Galatians 6:2) The needs prayed for by a prayer vine are usually matters of emergency, although this is not an absolute standard.  Below are some suggestions for local prayer vines:

The "leader" telephones the second in line and prays for the need while still on the phone. Number two calls number three and does the same. Encourage each to keep a notebook by the phone for dates, requests, and praise reports. This method gives newer Christians confidence by hearing another pray and then praying herself. The praise reports of answered prayer will encourage their hearts as they learn.

For an email vine, the "leader" sends out the request via email. The only response needed from those receiving email requests is to pray when they receive the request. If you have the capability, please send out requests with Blind Copies so that email addresses are protected.

Make sure that you are praying not gossiping.  Only give out the details you have permission to give out and never share the request with anyone outside of the Prayer Vine without permission!

PWOC-USA offers a national email prayer vine.  This enables women from literally all-over to cover a request in prayer.  Please see attached information or the PWOC website for specifics on the PWOC-USA Prayer Vine.

Prayer Bear-ers 

Ask ladies to partner with a particular PWOC board member by praying for them regularly.  (Romans 15:30) This may be done without the board member knowing who is praying for her throughout the year (like secret sisters) until she is revealed at the end of the year.  It may also be done with the board member knowing who is praying for her so that she is able to more effectively pass on prayer needs to her prayer partner.  Either way is acceptable.

Prayer Teams
It may also prove beneficial to develop a prayer team committed to praying on a daily basis for PWOC needs.  This is most easily done through email.  Periodically or as the need arises, an email with prayer needs is sent out to the team listing concerns, related to PWOC or Chapel leadership or PWOC/Chapel ministry, to faithfully cover in prayer.  

PWOC-USA also offers a prayer team committed to praying for the PWOC-USA and Regional Leadership.  Please see attached information or the PWOC website for specifics on the PWOC-USA Prayer Team.

Prayer Times

Often times the Prayer Coordinator is called upon to lead group prayer times at PWOC Bible Studies and Programs.  Group prayer is an opportunity to agree with one another in presenting our requests and it is an opportunity to encourage one another by the expression of faith we make when we pray.  There are a few things to take into consideration when leading others in group-prayer. 

 

PRAYER EVENTS

Occasionally the need for planning a prayer event arises.  World Day of Prayer and National Day of Prayer are two events your PWOC may benefit from participating in.  Please consider working with you local PWOC board to find a way to incorporate these opportunities into your program.  The NDP website is www.nationaldayofprayer.org
EQUIPPING FOR PRAYER

Last but certainly not least is the need to equip our PWOC women for prayer.  Even Jesus’ Disciples recognized their need to learn more about effective prayer when they asked Jesus to teach them to pray.  Like the Disciples, PWOC women benefit from instruction on prayer. We can teach women to pray Scripture, to use prayer models, and to be disciplined in prayer.

Praying Scripture

There is power in the Word. (II Timothy 3:14-17; Psalm 119:130) It contains promises of God women can claim in prayer, commands of God women can ask God to help them follow, and praises of God women can echo in prayer.   Women need to know that God can answer our prayers through Scripture.  If we want to hear from God, we cannot divorce our prayer time from the reading of His Holy Word.  He speaks through His Word, not just through His people.  

Prayer Models 

There are several prayer models available, such as ACTS.  We need to teach those who are new to prayer ways to become more comfortable with prayer.  We also need to teach those more experienced in prayer ways to keep from getting stagnate in prayer.  Two ways we can teach them is by providing seminars on prayer or by offering Bible studies on prayer.  We can also take a small amount of time during PWOC Prayer Monday TNT groups to train women on various aspects of prayer.

Disciplined Prayer

Our prayer lives do not come naturally, so we need to help women develop discipline in their personal and group prayer times.  Once again this can be done through studies on prayer, recommended books on prayer, or through small group teachings on prayer.  Of course, the best way to teach about disciplined prayer is to model disciplined prayer.  As Prayer Coordinator, be sure that your personal prayer life is one that is worthy of imitation.  In modeling group prayer, respect set time limits in group-prayer time (Bible study leaders do not appreciate regularly losing 20-30 minutes of teaching time because prayer time ran over- again.).  Keep the focus on God, not the problem. (Matthew 6:7)  Do not allow women to use prayer time as a gossip time.  Encourage praise, not just petition. These are just a few of the things we can challenge women to consider as they pray.  But most of all remember- God is more interested in being the answer to your prayers than He is in being the magic genie for your wishes. 

SUMMARY OF PRAYER IN PWOC

Whether it is in setting an example of prayer, encouraging women in prayer, or equipping women for prayer, the Prayer Coordinator’s role is vital as she continually helps guide people to the Throne of Grace.  And while this is a position of honor, more than anything it is a position of humility, because in the end she more than anyone should know that the real work is being done by God- not man.



PUBLICITY

RESPONSIBILITIES

T
he Publicity Chairman has the challenge to "spread the Good News" of the PWOC ministry and its community outreach by announcing all events and activities.

ORGANIZATION


Meet with your President and Chaplain Advisor. Learn what the ground rules are.  

· Do you need prior approval on everything?  

· What will the advisor/chapel staff facilitate for you?  

· What resources will be made available to you through the chapel (copier, paper, poster board, paint, fax machine, computer, software, E-mail, etc.)  

· What are existing deadlines with the chapel for the Sunday bulletin, etc?  

· Meet the chapel staff with whom you'll be working.  Learn their names and ranks.  

· Review previous publicity committee's year-end report. 

· Form a committee that prays together.  

· Compile a resource list of locations, names and deadlines for publicity material.  

· Set up a working schedule of deadlines for the year after you find out what is planned for your PWOC year.

· Think of recommendations for the next publicity coordinator and include that information in your year-end report.  

· Thank the people that helped you. 

· Save samples of your work for the scrapbook, the regional/national conference. 

· Encourage active PWOC members to bring someone new to each meeting.  

· Encourage women to wear their PWOC pins on Sunday.

MINISTRY OPPORTUNITIES
The coordination of publicity needs provides you with a special opportunity to witness and minister to the chapel staff and people not associated with the chapel.  Please don't use them as another piece of equipment to get your job done.  They are all God's children, and He has put them in your path for a reason.  Remember Whose child you are and bless them with your presence.  Be a source of inspiration, kindness, and gentleness.  Establish a rapport as time goes on (but don't keep them from their work!), and include the chapel staff and the others in your prayers.  You should pray for discernment, wisdom, and discretion in making the most of this great witnessing opportunity. 

PRAYER COVERING

Prayer is an essential part of your ministry.  Why?  God is more creative, energetic, and discerning than you are.  As hard as you work or as timely as your information is, there will always be women who won't get the word or there will be problems.  Don't ever fly this job solo.  Your tight or neat publicity schedule can unravel.  You need the Lord to be your Publicity Director.  More can happen in His Hands than will ever happen by yours alone.  Work with and for Him through prayer.  No matter what your deadline is, let your relationship with the Lord be your number one priority.  Always give Him all the honor, glory, and praise.  Never miss an opportunity to thank Him.


RETREATS

REVIVAL FOR SURVIVAL

A
 retreat is defined as. “withdrawal of troops from an enemy to a safe scheduled place of solitude and instruction.”  WOW !!!  Isn't that what PWOC retreats are all about.  We withdraw our ladies from the enemy of the world for a period of scheduled time to a place for prayer, meditation, study, and instruction.  In other words, a retreat is a “revival for survival.”

Why do we have retreats?  We want to strengthen women spiritually through teaching.  We want to relieve them of the daily life routine so they can focus wholly on seeking God and His will in their life.  We want to provide them with an uninterrupted time of fellowship with other Christian sisters.

PLANNING

Now comes the planning.  

Get a Committee

· You MUST have a committee.  To execute an effective retreat you cannot, nor should not, do it by yourself.  You should have a Chairman, and she should have several ladies on her committee.  It takes a group!

· You should utilize the ladies in your chapter with their various gifts.  Be sure to detail your job description so that each lady knows exactly what her job is.  Remember to communicate. 

· You and your committee need to meet and pray before you get started.  Prayer always come first in all you do.

Meet with your Chaplain Advisor 

Make sure that you have his or her approval and support in planning the retreat.  Discuss the budget.    Emphasize to him/her that a retreat will provide an opportunity for women to exercise their spiritual gifts and will be a time for spiritual growth.  It will also allow them to talk about specific needs of women.  Be sure to let your Chaplain Advisor know that you are working with him/her, not against him/her.  Solicit his/her suggestions and be willing to compromise.  As your plans progress, you will need to keep your Chaplain Advisor updated.

Advance Planning

A successful retreat begins by planning far in advance.  How far depends on the size of your group and how much research and work is involved.  You need to begin months, maybe even a year, before your planned date if you are planning on a large scale.  Also, more time will be needed if you are searching for a well-known speaker.

· Determine in what time period you want your retreat.  Will it be a day, overnight, or a weekend retreat?  

· Decide on a place -- a hotel, scenic location, Christian retreat center, base/post facility, or even someone's home.  Wherever and whenever depends on the ladies and/or the chapel’s budget and your overall objective.  Keep in mind that "off-season" rates are lower.  

· Determine  how many will attend so that you can plan accordingly.  

· Contact the prospective speaker.  You must have your date and place secured before you contact the speaker.  You must be able to tell her when and where the retreat will be held so that she can check her schedule before she commits to you.

· Depending on where you have your retreat, decide who will provide the food.  If you are at a facility that provides food, you need to know if the price given includes food or if there is a separate food charge, and how much.  Also, ask if you are allowed to bring in food.  Some places allow it; some do not.  Be sure to ask.

· Provide publicity well in advance.  Announce it in the chapel bulletin.  Have flyers around your post/base where they are allowed, and hand them out at PWOC.  Make them colorful and eye-catching.  Strive for excellence in your publicity.  Build excitement for your retreat as the weeks pass.  

· Invite surrounding installations to attend.

· Plan your sessions.  Where will you start?  Will it be with fellowship to get acquainted, or praise and worship, or special music, or a skit?  Have a printed schedule as part of your retreat package so that ladies will know what and when things are happening and what to expect.  Also include a list of workshops/classes and a brief description of each.

· Develop a registration form.  This will give you everyone's information at hand, in case of an emergency.  It will also give you a more accurate count of attendees.  If there are monies to be given, be sure a procedure is established in advance.

BE CREATIVE

· What shall you call it?  It can be called “Ladies’ Lock-in,” a “Slumber and Sleep,” “Ladies’ TDY,” “PWOC Night,” or just “Retreat.”  Be creative and give yourselves a name.

· Brainstorm a theme with your committee.  You need to plan around your theme.  Make your decorations, nametags, folders, and favors to go along with your theme.

· Put together a retreat package.  Here are a few ideas for what to include in your retreat package: a schedule, workshops/classes and who the teachers are and where they are located, a bio of the speaker, a poem or writing on your theme, song sheets, note paper, pen, favor with theme (magnet, bookmarker, etc.), and your retreat survey form.  Just a few ideas to get you going.

EVALUATION

You may want to develop a survey retreat form for each lady to complete.  This will help you in the future retreats you plan.  Be sure to do an "After-Action Report," to be given to your local leaders and to send to Regional for their report to National.

Now, are you REVIVED, REFRESHED, REVITALIZED, RENEWED, and RELAXED?  You have been to a RETREAT!.


WATCHCARE-CHILDREN’S MINISTRY

W
atchcare or Childcare is a necessity within the ministry of PWOC.  It allows women to worship and study without distraction, while offering them assurance that their children are being provided with quality care.

AN OPPORTUNITY

It is important to realize that these little children need to be taught and ministered to. While mom is in her Bible study, PWOC has a great opportunity to provide a Biblical learning experience for the children.

To start, pray for God’s direction.  Talk with your Chaplain Advisor and let him/ her know that your PWOC wants to provide Christian/Bible training for the children during the PWOC time.  The words “children’s Bible study or training” carries a lot more weight than the words “child care/watch care” with your Chaplain Advisor.

You can call it what you may – kids’ club, children’s ministry, children’s Bible time, etc.  Be creative and come up with a name unique to your installation.

WATCHCARE PROVIDERS 


Different branches of the service and even different installations within each branch may have special regulations for providing watchcare or childcare. Some installations require workers to be employed by the Installation’s Child Development Center and pay them through the Consolidated Chaplain’s Fund.  Others hire paid workers by contract.  Some are not able to pay for childcare at all, requiring PWOC to rely on a completely volunteer staff.  Still others combine a paid staff and volunteer staff to meet the need of taking care of the children.  Additionally, regulations may change from time to time.  Bottom line – you must consult with your Chaplain Advisor as to the particular rules for your installation.  Be willing to work with your Advisor to overcome the particular challenges your PWOC faces.

MATERIALS

Identify the age groups of children represented within watchcare and work with your Religious Education Director to obtain age-appropriate materials.  She may already have some.  You can read Bible stories to the children, do activity sheets, sing songs, play games, watch a Christian video (although this should not account for the majority of activities), or even prepare a skit or play to be presented to PWOC. 

FUNDING

Funding for watchcare is perhaps the most important, and normally the biggest portion of the local PWOC’s budget.  It also accounts for  a large percentage of the local Installation Chaplain’s budget.    Therefore funding for watchcare often provides a challenge for both PWOC and the Chaplain Advisor. 

It is very important that PWOC be responsible when spending those watchcare dollars.  Budgeting needs should be closely examined by both the local PWOC President and Financial Secretary, and by the Chaplain Advisor .to ensure that PWOC is being a good steward of their watchcare funds.  For example, the number of children being cared for should be carefully tracked to be certain that childcare workers are not working when they are not needed. 

PWOC women must never forget that provision for watchcare/childcare is a blessing and a privilege that not every group is offered.  We must never forget to express our thankfulness to God, to our Chaplain Advisor, and to the Installation Chaplain.  

APPRECIATION

It is critical to remember that while PWOC membership is being encouraged and uplifted during PWOC gatherings, watchcare workers are tending the children.  

Regardless of whether the watchcare providers are paid workers or volunteers, remember to show them appreciation throughout the year through both word and deed.  Some groups host a special luncheon once every quarter or twice in each PWOC year to show their gratitude to these workers.  Others give them small gifts periodically.  Every group can write “thank-you” notes and notes of encouragement to them.  Every woman within the group can express her verbal appreciation.    


TITUS II ADVISOR

HER ROLE

T

he role of the Titus II Advisor is an evolving one.  It is modeled after the words of the Apostle Paul in the second chapter of Titus.  This role has flexibility, depending on the gifting, interests, and capacity of the Titus II woman, as well as the needs of the group she serves.  Titus II women have an integral role in the ministry of PWOC at the national, regional, and local PWOC level.  

WHO IS SHE?

The Titus II woman is someone who is seasoned by experience.  She has appropriate Godly behavior, reflects Christ in her primary relationships (husband and children if married) and in her home, and extends love and grace to those around her.  She is familiar with the Word of God and models and teaches what is good.  The original word that is translated “older woman” also carried the meaning of “ambassador.”  According to Webster’s Unabridged Dictionary of the English Language, an ambassador is one sent by one who is sovereign as a resident representative.  The Titus II woman is an ambassador for the only true Sovereign in every way.  

According to the Titus II text, she is reverent in her life style, not a slanderer (original word defined as one who accuses falsely and one who sides with the devil), self-controlled in her life-style, and a teacher of good things.  The original word for good is translated as that which is beautiful, excellent, eminent, choice, surpassing, precious, useful, commendable, admirable.  One is reminded of the passage in Philippians 4:8:


The Titus II Advisor is also one who is seasoned in the ministry and mission of Protestant Women of the Chapel.  She is one who has had considerable PWOC involvement and is qualified to advise from her reservoir of wisdom and experience.  It is important that she advise in those areas in which her opinion is desired.  She is not normally a voting member of the PWOC board and should not force her convictions on the elected representatives.

WHAT DOES SHE DO?

The Titus II Advisor gently reminds those she advises of their foremost duty to God and to their families.  The ministry is secondary to their relationship with God and to the attention and care of their families.  The Titus II representative has a Biblical obligation to intervene in areas in which another’s behavior is maligning their witness.  Mentioned in Titus 2:5 are the specific areas in which the older women trains (earnestly exhorts) the younger woman:

· Loving her husband and children and caring for the home.

· Moderation (self-controlled, not excessive).

· Purity (pure from carnality, chaste, modest).

· Kindness (agreeable, pleasant, joyful).

· Submission to her husband (voluntary attitude of cooperation, assuming responsibility, and carrying a burden).

THE WAY OF WISDOM

The Titus II Advisor is a guide in the way of wisdom for PWOC board members and participants.  The spiritual insight and maturity she brings to the group is a dependable and indispensable method for making crooked paths straight.  



REGIONAL COORDINATORS

VISION FOR THE REGIONS

PWOC Regions were adopted to be a liaison between the PWOC-USA board and the local chapters of PWOC.  The Regions assist the PWOC-USA board in uniting, encouraging, training and assisting each chapter of PWOC-USA in Christian growth, witness, service and fellowship.  The Regions facilitate this through training, regional conferences and through personal interaction with the local chapters.  Conferences allow the chapters to gather within a smaller geographic territory, which encourages networking between the chapters.  Regions also provide a major resource for recognizing future leaders for national and regional levels.

COMMUNICATION


Communication is vital in having a region that successfully meets the aims of PWOC.   Communication, in addition to what the Lord specifically places on your hearts for the region, will enable the ministry to move forward.  

Quarterly Reports 

(QRs) are simple forms that provide needed information to the regional and  national levels. 

Local.  These forms are sent out at the regional level to every installation within the region regardless of status.   The forms are preprinted at the regional level with the current information available to the region. .  The forms are sent to the installations when the quarterly newsletter is sent.  (1 January, 1 April, 1 July, 1 October)  The local installations are instructed to update the form and return it by the due dates to the regional secretary. (15 January, 15 April, 15 July, 15 October)  It may become necessary for the regional coordinator and/or regional secretary to contact installations that do not return the form in a timely manner.  A quick email or phone call may be the extra incentive to get the local installation to complete the form.  If they are unable to complete the form for some reason, take the updates by phone or email.  Any updates are better than no updates. 

Regional.  The Regional Quarterly Report is made up of individual reports of the regional board members.  Each board member completes brief statements of their activities over the quarter and submits copies to the regional coordinator and secretary.  The regional secretary compiles all of the information including the regional financial report, database update, and local prayer requests/needs/praises.  The regional secretary forwards this information on to the PWOC-USA President and Secretary.  

Updates

There are constant updates of the local installations.  The regional board needs to be diligent in keeping the information accurate.  When submitting the regional quarterly reports to PWOC-USA an updated database of the region should also be sent.  

Newsletters 

Newsletters provide a wonderful opportunity to communicate to all participants of PWOC.  PWOC-USA will send a quarterly update to the regional secretary a month prior to the regional publication (1 December, 1 March, 1 June, 1 November). This update will contain information PWOC-USA would like added to the regional newsletter.  The regional newsletters are to be distributed to the Chaplain Advisor and local PWOC President or point-of-contact at the local PWOCs within the region (distribution dates: 1January, 1 April, 1 July, 1 October).  The local PWOC is asked to copy the newsletter as needed to distribute to their chapels and participants. 

Each newsletter can be a delightful piece of inspiration.  God has pressed upon each region different needs, desires, personalities, graphics and so much more that will bring unity in the body to the specific region.  Information needed in each newsletter is: regional board information, a letter from coordinator, updates on events (i.e. conferences, traveling training, regional rallies,) important dates for the region/PWOC (i.e. national day of prayer, article deadlines, Quarterly Report deadlines, rallies, conferences,) PWOC-USA Web site address, thanks to installations returning QRs and designated offerings, and articles submitted by regional PWOC members.  There are also many other items that can be added to the newsletter such as book reviews, Titus II wisdom, and Bible study curriculum suggestions, to name a few.  Be creative BUT keep the aims of PWOC.

Business cards 

Business cards with the board members information are a great way to reach out to individuals in the region.  These are beneficial to include in correspondence.  They are also helpful in opening doors of communication with chaplains and/or points of contact that are just looking into the prospect of starting a PWOC at their chapel/installation.  While attending conferences many ladies seek information from the regional board members but the board members are unable to meet the need at that moment.  Handing them a card and asking them to contact the appropriate board member upon their arrival home opens another door of communication.

After-Action Reports (AARs)
(AARs) at all levels of this ministry are vital.  The military community keeps us moving and along with the person travels the mind and hands that preformed the service.  Therefore it is necessary for each of us to provide at least a general if not detailed description of our activities.  At the regional level the AAR should include the position held, responsibilities, details, the activities done well and why, problems encountered and how they were corrected, future suggestions for the position, and future suggestions for the region.  Each regional board member needs to complete an AAR and submit it to the regional secretary.  The regional secretary will then forward this on to the PWOC-USA President with the regional Quarterly Report. 

TRAVELING TRAINING

Traveling Training is an inspiration from God developed by willing servants with the desire to be obedient in all areas.  This obedience has lead to an eye-opening experience and enthusiasm across the PWOC-USA territory.  It has not only blessed the local chapters with meaningful programs, creativity, knowledge, and leadership but it has blessed the regional level with the opportunities to interface with local chapters.  Travel to the installations has enabled the regional boards to see and meet the needs within the region.  It has also become a unifying experience with the different military branches.  Each regional board is encouraged to support this area of PWOC ministry.  Each regional coordinator needs to be aware of the different stages of development of Traveling Training.  

Curriculum Building 

This occurs at the PWOC-USA level.  The PWOC-USA 2nd Vice President/Traveling Training enlists a committee to assist in the development of the curriculum and the remaining aspects. 

The regional coordinator then takes on a major role in the remaining process.  The coordinator needs to aid in the following areas:  

Trainer Applications/Selection.  Obtain a copy of the trainer application and make it available or send it to prospective applicants following the timeline established by PWOC-USA.  During the selection, done at the PWOC-USA level, the coordinator may be contacted by PWOC-USA regarding the qualifications of the applicant.  

Training Forms.  Obtain a copy of this form and make changes necessary to meet the needs of the region.  These forms should be distributed at each conference to all installations present.  A copy must also be sent out to the installations not represented at the conference for whatever reason.  It may become necessary to send these forms to both the Chaplain Advisor, as well as to the point-of- contact to get the information out.  It is beneficial to give a deadline so they know the time frame.  It is recommended that you add a comfort zone to give flexibility.  If the installation is not heard from, begin making a few phone calls or emails to get an idea of why they are not responding (i.e. do not see need, procrastination, dates available, etc).  Be flexible and willing to accommodate to needs.

Scheduling

Scheduling takes a little time and energy on the part of the regional coordinator.  There will be constant changes as the time moves closer to the actual training date.  Work with the trainers and have some alternative options, if it becomes necessary.  Some of the areas that should be considered when scheduling are:

· Trainer to need of installation—does the trainer(s) meet the need of the 

installation

· Trainer to location---is the trainer geographically located to installation, 

stewardship

· Trainer to trainer---experienced trainer partnered with novice, administrative 

trainer with creative trainer

· Last trainer to installation---variety of experiences

· Clustering---installations willing to gather, fellowship
Communication

Communication  is not only necessary with the installations but with the trainers as well.  Be sure to obtain their available dates of travel and any restrictions.  Provide the trainers with their dates of travel, installations training, roster of other trainers, any needed supplies to develop region (i.e. resource application, example of quarterly report forms), brief description of installations and needs, etc.

Follow up

Follow up with each trainer and installation upon completion of training.  Retrieve any information that may be of benefit to the region or PWOC-USA.  Provide any resources the installations are lacking. 

CHAPTER BUILDING

Chapter building is a difficult task but it is greatly needed and it is a constant work in progress.  It is very rewarding when an installation is willing to open their doors to this ministry.  It is a process that does not happen instantly but may take years to accomplish.  

Contact 

Contact is established by the coordinator, generally with a chaplain on the installation.  Giving a brief description of PWOC and an offer to send a PWOC Chapter Kit will provide more information than can be relayed over the phone.  Once contact is established offer training and/or free conference attendance to the installation.  

Meet Needs 

Meeting the needs of  the new installations can be easy or difficult.  Some only need clarification of guidelines while others may need a personal visit.  Be open to assisting.  Also, be mindful to provide the right person for the need.  If any installation needs administrative help, send an administratively gifted board member or trainer.

Follow Up 

Follow up with a phone call to the chaplain advisor or point of contact.  Check on their status and what can be done to aid them in their growth.  Be aware that starting a chapter may take several months before they desire off site assistance.

BOARD MEETINGS

Pre-planning is essential to all successful regional board meetings.  The board has very little time to communicate and develop relationships on a face-to-face basis.  Therefore, it is necessary to do as much as possible prior to the meeting to obtain the needed materials, outline of activities, suggestions, and guidance to accomplish the goals desired.

Dates 

Dates for the board meeting need to be coordinated several months out.  The coordinator needs to work with all board members to find the best possible date for meeting.  It will not always be possible to have all board members in attendance.  It is highly recommended that at least all of the Executive Board be in attendance.  The Regional Coordinator will also need to communicate with the Regional Chaplain Advisor on his/her schedule to allow for attendance.

Location 

Location options are open to some degree.  It is recommended that at least the first and last regional board meeting be held at the regional funds site.  This will allow for added resources in obtaining military regulations, supplies, etc.  Another location that would be beneficial to all would be the actual conference location at least several months prior to the conference so all board members will have a visual picture of the site as well as glean needed information for the conference site staff.  It would be advisable for the financial liaison to make the location reservations due to her ability to provide and communicate the funding needs.  The exception would be traveling to the conference site.  In this case, the Assistant Coordinator and Financial Liaison should work together, allowing the Assistant Coordinator to develop a working relationship with the conference site.

Expenses 

These add up quickly.  God has called us to be good stewards of His money.  Prior planning will aid in reduction in cost.  Make travel reservations far enough in advance to obtain the lowest cost.  Savings can be found in lodging arrangements as well by asking the local PWOC to house board members or renting a small cottage or lodge on the installation, for example.  Be creative in saving and remember to keep all receipts for the Financial Liaison.  Listen to the Financial Liaison on the method in which receipts are accepted and encourage all board members to follow the guidelines.

Agenda

The Regional Coordinator needs to communicate with the board on any items the board members would like discussed at least a month out.  Upon receiving the items the Coordinator needs to place them, as well as the ones the Coordinator needs discussed, on the agenda.  It is highly recommended to send out the tentative agenda with dates, times, and locations to the board at least two weeks prior to the meetings.  This will allow for any new developments to be added.  A copy of the agenda for each board member should be made to hand out at the meeting. 

Fellowship 

Fellowship is something that PWOC does wonderfully.  Let it continue at the regional level.  Ask the assistant coordinator to come up with a few fun activities to build godly relationships during down times. 


Prayer

Prayer begins long before the board gathers together.  Encourage all of the board members to begin praying for the meeting as early as possible.  Prayer coverage needs to cover all possible needs, issues, strongholds, etc.  Each board member needs to come to the meeting prayed up and ready to pray some more.  Begin each meeting with prayer, stop as needed, end with prayer and then pray some more.  Provide a time for extended prayer each meeting.  The Regional Coordinator takes the lead in this arena and needs to be alert to the needs of the group.  The Prayer Coordinator or the Titus II can assist the Regional Coordinator, but be aware that these ladies may be waiting on the Regional Coordinator’s blessing to do so. 

FUNDING

Command Master Religious Program  (CMRP)

CMRP or yearly budget is a living document to be utilized as God leads the board.  PWOC regional and national funds are maintained at U.S. Army facilities; therefore their budgeting process and regulations must be adhered to strictly.  The CMRP is developed over a year out by the regional board and will often need to be adjusted.  At the regional level it is difficult to know exactly the amount of funds available until all of the designated offerings are in; by that time plans have already been in the works.  The prior regional board created the current CMRP estimating the needs for the current board and not knowing the amounts of designated offerings.  Review the CMRP with the regional board members.  The Regional Chaplain Advisor will assist the board in making any changes.  Ask God for wisdom as the next CMRP is prepared knowing that HE is in control and will provide when HIS work is being done.


Designated Offerings 

Designated offerings provide the funding for the regional and national levels of PWOC.  These levels of leadership cannot function adequately without the support of the local installations.  The Regional Coordinator, Financial Liaison, and Regional Chaplain Advisor need to work closely to communicate to the installations the steps to submitting requests for designated offerings.  Communications should be sent to the installation Chaplain Advisor and President to support PWOC by a designated offering.  It is highly recommended that these communications go out to the installations in February because many installations are already preparing for their CMRPs.  Advise the installations where the offerings need to be sent noting that the odd years are for PWOC-USA and the even for the region.  

PRAYER

Prayer is vital to the PWOC ministry.  Covering the region in prayer will provide the necessary safe guards that will enable the region to develop however God sees fit.  

Prayer Warriors 

Warriors in the region will provide needed coverage as the year goes on.  The Prayer Coordinator can establish a relationship with warriors across the region to unify and inform them of the needs in the region and for the regional board.  This is not attached to the PWOC-USA prayer vine but is a bonding of ladies in the region willing to give their time to cover the region. 

Personal Prayer 

Personal prayer will develop while leading the region.  Nothing done in the region will work without God.  The Regional Coordinator must be in prayer and accepting of the responsibility God places upon her.  There will be many times the answer will not be clear to the Coordinator, but prayer will provide that answer.  Trust God to provide.  Work under His strength.


PWOC-USA FALL FOCUS

PWOC-USA Fall Focus occurs during the even years.  This conference is organized and developed at the national level; however, each region, as well as many installations, has a significant role.

Responsibilities 

Responsibilities during the conference will vary for each region.  The PWOC-USA 1st Vice President/Fall Focus will communicate with each Regional Coordinator concerning her region’s responsibilities.  Each Regional Coordinator needs to work closely with the 1st Vice-President/Fall Focus to fulfill these responsibilities in a timely and informative manner.  Communication needs to be maintained to provide a successful conference.  Remember to respond to all communications.

Regional Board Meeting

A regional board meeting can be held during this time.  It allows for opportunity considering the regional boards are asked to arrive at the conference one day prior to the general body.   

Regional Meeting Time

Regional meeting time will be allotted during the conference.  This is a wonderful time for the regional ladies to gather and get to know more about what is happening in their region.

Agenda.   Provide a basic agenda with names for those providing information or services during this meeting time.  

Traveling Training.   Provide forms as well as a calendar for the installation POC to select tentative training dates.  Attempt to retrieve these forms prior to the POC leaving the meeting.  Also provide PWOC-USA Traveling Trainer Applications.  

Publicity of regional conference.   The assistant coordinator should have publicity to announce the regional conference for the upcoming year.  A video, skit, or song advertising would be a great help and fun.  

Materials (resource forms, handbooks, etc).   Provide any materials the installations may need.  By bringing a few of these copies, it will alleviate trying to send or provide them by mail. 

Survey of region.   Provide a simple survey the ladies can answer while attending this conference to see how the region is doing well, what needs improvement, and suggestions.  

Fellowship   Provide time for a few fun activities.  Organize a game that all can play or break up into smaller groups.  

REGIONAL FALL FOCUS

Regional Fall Focus conferences occur during odd years.  The planning and organization is done at each regional level.  The local installations are each asked to take a responsibility within the conference.  

Location

The location should be selected as soon as possible.  Most conference sites book dates two years out.  Try to accommodate the needs of the region.  Consider a central location, access to airports, local support group (a local PWOC group), season, handicap facilities, etc.

Dates  

Dates can vary to work with the conference site and the regional need.  Generally, most conferences are held for four days/three nights.

Speakers/Leaders

Speakers/Leaders need to be prayed about prior to asking for their commitment.  The regional board should work together to develop a list of speakers, leaders, praise and worship leaders, and subject matter experts.  The Assistant Coordinator will begin making arrangements and getting confirmations once the decisions are made.  


Delegating Responsibilities 

Delegating responsibilities to the local installations is both rewarding and unifying.  Each installation should be given some responsibility at the regional conference.  There is always something for someone.  The Regional Coordinator needs to work with the Assistant Coordinator in deciding which installations can handle the varied responsibilities.  Take into account the number of ladies in the local chapter as well as funding and abilities. 

Availability 

All members of PWOC need to be made aware that conferences are available to them.  The conferences are not just for active participants of PWOC but for all women attending the chapels as well.  Encourage the local chapters to invite ladies in their chapels to attend.  It may provide for greater opportunities in the future.  

Evaluations 

Evaluations provided during the conference will give great feedback on how fulfilling it was for those attending.  No conference is ever perfect for all attendees.  Be objective in reviewing the evaluations and look for ways to help the next board improve on the experience.  Respond to the evaluations only to glean greater understanding of the need that was not met and to seek possible solutions. 

CHAPLAIN ADVISOR NOTEBOOK

This notebook is provided to the Regional Chaplain Advisor by the regional board.  It will allow the Chaplain Advisor to be more informed about the region as well as his/her responsibilities.  The notebook should include:

Roster.  A Roster of the regional board as well as the PWOC-USA board should be included and updated when there are any changes.  Some Chaplain Advisors would also like to have the rosters of the other regional boards.

Note:  Installation listings need to be included so that the Chaplain Advisor is aware of the area he/she needs to be praying and advising for during this time of service.  It also includes the detailed information on the Chaplain Advisor and point-of-contact for the installation. This should be updated each quarter when the database is updated for PWOC-USA.  

PWOC Heart and Hand-USA.   An updated copy of the PWOC Heart and Hand-USA needs to be included to inform the chaplain advisor of the guidelines within PWOC.

Various forms .  Forms used by the region, such forms as traveling training applications, quarterly reports, CMRP, resource list, etc. should be in the notebook.

DIVERSITY

Within PWOC there is tremendous diversity.  It is a blessing God has given us to build, unite, and love one another.  At the regional level, blessings are multiplied, providing even greater resources and development. 

Military branches 

Military branches utilize PWOC in differing ways.  Many are just becoming aware of the bountiful resources PWOC can provide.  This is an opportunity for educating the different military branches about PWOC and how this ministry can assist them at the local levels.  There is often a preconceived idea of what PWOC is and that is often incorrect.  The Regional Coordinator works on building awareness of what PWOC is today and what it will or can become.  The different branches have varying funding and needs.   Ask questions and offer assistance.

Needs

Needs continue to grow within the many military installations.  Chaplains are finding it harder to meet all of the needs in their communities.  This is also true with the ladies within the local PWOCs and chapels.  Chapel attendees are fewer now during a time when the chapels should be filled assisting soldiers, sailors, airmen, and their families.  Be part of the chapels and encourage active participation.  Be part of the solution.

SISTERHOOD

Sisterhood develops when there are great role models.  Christ brought people from all walks of life together.  We have that opportunity through Him today.  Pray for God’s hand upon this ministry, ask for expansion of the territory and rebuke all evil daring to come near.  Start with prayer, communication with God, and communication with the women of the region to build a strong sisterhood.  This is more than a relationship between the Regional Coordinator and the presidents of the various installations.  It is also providing information to all of the installations so that they can also communicate amongst themselves to invite and encourage their sisters in Christ in greater opportunities. 

Tentative Regional Timeframes

October – December 2002 

· Send QR to PWOC-USA by November 15.

· Develop newsletter to be sent to local chapters on January 1.

· Send out Christmas cards to local chapters.  (optional)

· Update Regional roster.  Submit changes to PWOC-USA Secretary.

· Attend PWOC-USA conference. 

Take group photo of regional board for Christmas cards. (optional)

· Respond and make adjustments to questions or comments from surveys during October 2002 conference.

· Maintain constant contact with PWOC-USA and regional board.

· Pray. 

· Submit funds requests for printing, mailings, traveling, phones, etc.

January – March 2003

· Send Quarterly Report forms and newsletters to local chapters by January 1.

· Work with chaplain advisor and financial liaison to submit budget for fiscal year October 2003 –2004.  Plan accordingly.

· Regional board meeting.

· Receive Quarterly Reports from local chapters by January 15.

· Submit Quarterly Report for each regional board position along with needs/prayer requests of local chapters to regional secretary to be compiled and sent to PWOC-USA by February 15.

· Prepare and attend PWOC-USA Council Meeting/Training.

· Obtain each installations preferred training dates, schedule and assign trainers.

· Communicate with installations.

· Assist PWOC-USA in communicating to installations for designated offerings.  

· Communicate with building and inactive installations for possible training/visit dates.  Send any needed information.

· Submit all funds requests/receipts for board meetings/trainings.

· Attend PWOC-USA Train the Trainers.

· Prepare April 1 newsletter.

· Update regional information from QRs.

· Contact each installation.

· Pray, select, and confirm speakers, P &W, activities, delegation of responsibilities, additional publicity, and funding of regional conference.  

· Send out publicity and registration forms for regional conference.

· Appoint regional nominating committee.

April – June 2003

· Send out April 1 newsletter along with updated Quarterly Report forms to local chapters.

· Receive local Quarterly Reports by April 15 and update regional roster.

· Submit regional Quarterly Reports and updated regional roster to PWOC-USA by May 15.

· Visit regional installations for training.
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· Ensure the Regional CMRP is submitted for 2003-2004 (April).

· Prepare and plan for regional board meeting at funds site.

· Communicate with local chapters.

· Check with Trainers for concerns or needs or supplies.

· Update training information i.e. evaluations, rescheduling, numbers, etc.

· Prepare for July 1 newsletter.

· Support National Day of Prayer, 1st Thursday in May.

· Continue planning for regional conference.

July – September 2003

· Send out July 1 newsletter along with updated Quarterly Report forms to local chapters.

· Receive local Quarterly Reports by July 15 and update regional roster.

· Submit Regional Quarterly Reports and updated regional roster to PWOC-USA by August 15.

· Continue planning and praying for regional conference.

· Prepare AAR and assist regional board members in preparing for the transition and AARs.

October – November 2003

· Attend and provide support in all conference activities. 

· Provide transition time for incoming and outgoing board members. 

· Submit Regional Quarterly Reports, AARs, and updated regional roster to PWOC-USA by November 15.  

Regional Coordinator-Attachment A2
Designated Offering Letter 
to Send to Local Presidents

Dear Local PWOC President, 

Local PWOC’s are the "heart and soul" of the chapel’s ministry to women. Thankfully, most chapels recognize and appreciate this vital ministry and provide funds to support it. The purpose of this document is to explain the necessity of designated offerings for PWOC-USA.

Between 1990 and 1992, grants from the Army, Navy, and Air Force Chiefs of Chaplains provided the initial funding for the establishment of the national and regional organization of PWOC-USA. The Office of the Army Chief of Chaplains accepted the responsibility for this new organization. The Army Chief of Chaplains assigns our national and regional chaplain advisors and assumes responsibility for overseeing our fund. That fund is managed by the Fort Belvoir Consolidated Chaplain’s Fund. The PWOC-USA financial liaison keeps the records associated with the fund and is the authorized holder of the IMPAC card.

Now, annual designated offerings from chapels are essential to defray expenses incurred by the following activities:

1. Conferences are held in the fall each year to inspire, encourage, and foster personal spiritual growth. The national PWOC-USA conference is held during even-numbered years and regional PWOC conferences are held during odd-numbered years. Conference registration fees only cover a percentage of the total conference expenses.  

2. PWOC Traveling Training is a quality program provided each spring by traveling training teams. This training is designed to enhance the ministries of local PWOC’s.

3. National and regional board funds are also used to defray administrative and travel expenses incurred by national and regional board members. These volunteers minister to women in leadership at installation PWOC’s and other women in the military chapel community.

We hope that this information will help you understand better the mission and funding of PWOC-USA. We hope that you have benefited from the resource network of PWOC-USA provided through these conferences and training. We encourage you to be an advocate for PWOC-USA at your installation and present this information to your chaplain and/or designated offering committee.
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Servant Leadership According to Jesus

SERVING OTHERS


T

J

esus was the Son of God and yet He took the earthly form of a man.  Although He was a king, He became a servant.  Why would He, who had the power of Heaven at His disposal, choose to serve others in such humility?  It was because He knew who He was and Whose He was, and Who was ultimately in control of all things.  You too have these same assurances.  You belong to God and He will provide His power to accomplish His purposes within your PWOC through you.


As you will see, the New Testament offers various exhortations and warnings to those in authority and leadership regarding how to conduct oneself in humility.  Jesus also often spoke about what it means to be both a leader and a servant.

SERVING IN HUMILITY 

When He noticed how the guests picked the places of honor at the table, He told them this parable:  "When someone invites you to a wedding feast, do not take the place of honor, for a 

person more distinguished than you may have been invited.  If so, the host who invited both of you will come and say to you, 'Give this man your seat.' Then, humiliated, you will have to take the least important place. But when you are invited, take the lowest place, so that when your host comes, he will say to you, 'Friend, move up to a better place.' Then you will be honored in the presence of all your fellow guests.  For everyone who exalts himself will be humbled, and he who humbles himself will be exalted." Luke 14:1,7-11 


For even the Son of Man did not come to be served, but to serve, and to give his life as a ransom for many." Mark 10:45

LETTING GOD BE YOUR MASTER

No one can be servant without a master.  Matt. 6:24

All of you, clothe yourselves with humility toward one another, because, "God opposes the proud but gives grace to the humble."   Humble yourselves, therefore, under God's mighty hand, that he may lift you up in due time.1 Peter 5:5


SEEKING THE LORD, NOT A POSITION 

Then James and John, the sons of Zebedee, came to Him. "Teacher," they said, "we want you to do for us whatever we ask.  "What do you want me to do for you?" He asked.  They replied, "Let one of us sit at your right and the other at your left in your glory. "You don't know what you are asking," Jesus said. "Can you drink the cup I drink or be baptized with the baptism I am baptized with? "We can," they answered. Jesus said to them, "You will drink the cup I drink and be baptized with the baptism I am baptized with, but to sit at my right or left is not for Me to grant. These places belong to those for whom they have been prepared."  Mark 10:32-40

BECOMING GREAT BY BECOMING A SERVANT

 When the ten heard about this, they became indignant with James and John.  Jesus called them together and said, "You know that those who are regarded as rulers of the Gentiles lord it over them, and their high officials exercise authority over them.  Not so with you. Instead, whoever wants to become great among you must be your servant, and whoever wants to be first must be slave of all.  For even the Son of Man did not come to be served, but to serve, and to give His life as a ransom for many." Mark 10:41-45   

TRUSTING THAT GOD IS IN CONTROL

Jesus knew that the Father had put all things under His power, and that He had come from God and was returning to God;  so He got up from the meal, took off His outer clothing, and wrapped a towel around His waist.  John 13:3-4
I became a servant of this gospel by the gift of God's grace given me through the working of His power.  Although I am less than the least of all God's people, this grace was given me: to preach to the Gentiles the unsearchable riches of Christ, and to make plain to everyone the administration of this mystery, which for ages past was kept hidden in God, who created all things.  

     Ephesians 2:  7-9
TAKING UP THE TOWEL

After that, He poured water into a basin and began to wash His disciples' feet, drying them with the towel that was wrapped around Him.  He came to Simon Peter, who said to Him, "Lord, are you going to wash my feet?"  Jesus replied, "You do not realize now what I am doing, but later you will understand."  "No," said Peter, "You shall never wash my feet." Jesus answered, "Unless I wash you, you have no part with Me."  "Then, Lord," Simon Peter replied, "not just my feet but my hands and my head as well!"  Jesus answered, "A person who has had a bath needs only to wash his feet; his whole body is clean. And you are clean, though not every one of you."  For He knew who was going to betray Him, and that was why He said not every one was clean.  When He had finished washing their feet, He put on His clothes and returned to His place. "Do you understand what I have done for you?" He asked them.  "You call me 'Teacher' and 'Lord,' and rightly so, for that is what I am.  Now that I, your Lord and Teacher, have washed your feet, you also should wash one another's feet.  I have set you an example that you should do as I have done for you.  I tell you the truth, no servant is greater than his master, nor is a messenger greater than the one who sent him.  Now that you know these things, you will be blessed if you do them.  John 13:4-11,12-17

BEING MORE EFFECTIVE 

BY EMPOWERING OTHERS


Remember, as you practice servant leadership that trying to do everything yourself  can make you tired and drained as a leader, and can steal all the joy you should receive from serving God in this way.  At this point your service becomes a burden to you, which God never intended.  His burden is light!  

Remember that there are others available who could do what needs to be done, perhaps even better than you.  The added benefit is that it helps them learn to be servants too, trains them for future leadership, and provides them with great blessings


Spiritual Leadership

THE QUALITIES OF LEADERSHIP

B

eing a leader in PWOC involves blending natural and spiritual qualities to influence others to further the kingdom of  Jesus Christ.  

The  “natural” quality of leadership as defined by Webster’s Dictionary is “to guide, to conduct, to influence, or to show the way by going first.

The second quality of leadership is spirituality.  Oswald Sanders, in his book Spiritual Leadership, says this:  “Spirituality is not easy to define but its presence or absence is easily discerned… it is the power to change the atmosphere by one’s presence, the unconscious influence that makes Christ and spiritual things real to others.

BIBLICAL EXAMPLES

The Bible offers many lessons in spiritual leadership.  Consider studying in-depth the lives of Moses, and Joshua, Nehemiah and Deborah, Paul, and our ultimate example of a great leader, Jesus.  There are also many great books available on the subject of spiritual leadership.  

CALLING AND EQUIPPING

Have you ever heard the saying, “God doesn’t call the equipped, he equips the called?:  We can certainly agree that God does the calling and the equipping.  We don’t ever want to think, however, that when God calls us into leadership we automatically become the perfect leader.  God will continue to grow us during our time of leadership but He will also provide all we need to do what He has asked us to do.

God’s calling can come in many different ways – during prayer, through the words of someone wise in the faith, or through a burden that grows over time.  A calling is an inward sense of being drawn.  One where God asks us to do something, something that quite often we know we cannot do on our own, but inside we know that we must do it.  Ask yourself, “Is it something that I cannot NOT do?”  An example of this from Scripture is found in Acts 4: 19-20.

Author George MacDonald put it this way:  “Real Christian leaders are people who are moved at God’s pace and in God’s time to God’s place, not because they fancy themselves there, but because they are drawn.”  And Leighton Ford, in his book Transforming Lives, offers this warning:  “Genuine leaders operate out of a sense of calling, not a sense of driven-ness.”

… or because all the right people are doing it, because it sounds like fun, because it would look good on a resume, or  even because someone else tells you that  you would be great at it.    Genuine leaders operate out of a sense of calling

He has blessed you and uniquely equipped you to serve Him as a leader.  He has blessed you with spiritual gifts through the power of His Holy Spirit, and He has given you experiences to draw from.  He has given a way of relating to people and has probably taught you many things through your educational experience.  He also provides enthusiasm and passion that will give endurance for the task at hand.  


Our job is to be willing.  1 Peter 4:10-11 says, “Each one should use whatever gift he has received to serve others, faithfully administering God’s grace in its various forms… so that in all things, God may be praised through Jesus Christ.”

The word “administering” in its Greek form means, “to steward” or “to use wisely.”   It is up to us to allow Him to use and grow in us the gifts that he has given us.  He will because he is faithful.

CHRIST, OUR EXAMPLE

Jesus Christ provides the ultimate example for us in spiritual leadership.  His example of dependence on His Father, humbleness, and servitude must be followed if we aim to be effective leaders.

We cannot get caught up in the “it’s all about me” attitude.  From our perspective, ministry must be “all about Him.”  

Simply stated, the message of Philippians 2:3-5 is this:  If we want to be truly great, the direction we must go is down.  We must descend into greatness.  At the heart of this paradox is another paradox.  As Bill Hybels, pastor of the Willow Creek Community Church says:


Living out this attitude of humility and servitude will encourage others to do the same and will go a long way toward fostering cooperation and caring among PWOC sisters. 

CHARTING THE COURSE

In the context of PWOC, as God’s chosen leader, it is the President’s job to chart the course based on at least 3 things:  God’s direction, the needs of the ladies attending PWOC, and the guidance of the Chaplain Advisor.

We must have a destination in mind and plan on how we are going to arrive there.  This could be described as a vision for the ministry.  Otherwise, we will wander aimlessly throughout the year.  The Bible tells us in Proverbs 29:18 how important this vision is when it says, “For lack of vision, the people will perish.” 

While in leadership, our prayer life is essential.  We must take time to seek God and listen for His direction.  Leadership is more effective when we remember to Seek Him In Prayer (S.H.I.P.).

CREATING AND EMPOWERING

One of the privileges of being a leader in PWOC is seeing God grow others toward their full potential in him.  We can join Him as we choose to be a leader that creates an environment that empowers others.  This is the opposite of a controlling leader or micro-manager.

An empowering leader is one who does more than just delegate tasks; she is one who consciously chooses to be personally involved in another life for the purpose of helping that person grow in the faith and knowledge of Jesus Christ.

Some become leaders because of natural gifting.  Others become leaders because no one else steps forward.  But the overwhelming majority become leaders because someone offered guidance and encouragement for them to use and develop the gifts that God has given them.

Ad Christian leaders we need to be different from the world.  Most leaders today test the worthiness of others and then empower them.  We must first empower and THEN we will see their worth.



HAVE COURAGE

The reality is that in leadership, everything is not always easy.  One need only read the story of Moses leading the Israelites to the promised land to know that this is true.

Joshua 1:9 says, “Have I not commanded you?  Be strong and courageous.  Do not be terrified, do not be discouraged.  For the Lord your God will be with you wherever you go.”  

Being a leader takes courage.  There will be times when storms set in and the sea will be choppy.  Just remember whether the storm is a result of conflict, miscommunication, or any other reason, God will be with you and will direct your path.  

Finally, as God’s chosen leader, walk in a manner worthy of your calling, following Christ’s example as you pursue your vision.  Create an atmosphere that inspires cooperation and teamwork and one that empowers individuals to become all that God has called them to be.  


Conflict Management

ABOUT CONFLICT

I

 t is virtually impossible to avoid conflict when working with groups of people, or even individuals.  Although conflict may feel unpleasant, or even painful when it is happening, it doesn’t have to be destructive.  To the contrary, conflict is often highly constructive, if it is dealt with and resolved in a Godly manner.  


What is Conflict?

Conflict is defined as a struggle of opposing ideas or values. 

Why Conflict Occurs

· People are not the same.  In every group, people come together with different ideas, perspectives, experiences, talents, prejudices, and values.  Conflict is bound to occur.

· We don’t like change.  It is very easy for individuals or groups to become very comfortable in doing things a certain way.  They may strive to keep things predictable and comfortable, because any change makes life unpredictable and uncomfortable. Whenever something happens that causes those patterns to change or be threatened, conflict may result.  

· We feel that our rights and self-esteem are being threatened.  When someone presents an idea or plan different from our own, it may feel as if they are saying, “Your idea… your plan….was not good.”  It may bruise our self-esteem or pride.  Likewise, if their idea or plan is accepted, we may feel that our right to do it the way we like is being violated.  Conflict will likely occur.

· We feel taken for granted.  Everyone likes to feel appreciated and understood.   However, with the busy lives of people in our world today, it is easy for all of us to not show appreciation and understanding as much as we should, making others feel taken for granted.  This is a definite cause of conflict.  

· Miscommunication occurs.  Even in these days of internet and sophisticated communication channels, it is extremely difficult for people to communicate effectively.  We all rely heavily on the idea that others will know what we mean when we act and speak, but we do not.  One word can have multiple meanings and our perception of what that meaning is can be influenced by a variety of things, including how we feel, how much sleep we’ve had, and even the expression on the speaker’s face.  Because of miscommunication, it is easy for feelings to be hurt and plans to go awry.  Conflict results.

· Expectations are too high or too low.  Based on our own values, experiences, and preconceptions, our expectations may be different from those of others.  When our expectations are not met, or are not met in the way we anticipated, conflict can arise.

WHY WE AVOID CONFLICT

On the surface, conflict may seem dangerous.  We may feel as if we will lose something because of it, such as friendships or other relationships.  We may be afraid that it will cause something bad to happen that we won’t be able to handle.  We may feel burned out from too much activity or previous conflict.  We may feel a lack of skills for dealing with the conflict.  We may like things to be neat and tidy and conflict is neither.  In fact, conflict may be pretty messy, causing us to work through some intense emotions that we would rather ignore.  It is often easier to keep the lid on our feelings in order to keep our peace and comfort in tact.  

WHY CONFLICT CAN BE GOOD

While consistency is good and comfort is desirable, it can also cause us to become stale – content, but going nowhere – even unproductive and unresponsive.   Seemingly Our God realized this and therefore built conflict into the world’s wiring.  Although He may never change, He created a world that is in constant change, and therefore constant conflict.  

Excitement, new ideas, and new opportunities can produce conflict.  Conversely, conflict can produce excitement, new ideas, and new opportunities.  It can catapult a group or individual from doing what always worked into something that works even better.  It can provide opportunities to plow through emotions and feelings that however carefully have been covered up, need to come to the surface for the health of the body, thereby strengthening relationships and groups.  Conflict broadens our understanding and gives us more alternatives from which to choose a solution.  We can learn valuable things about each other when the masks come off and we speak honestly of our hurts and struggles.  We can actually grow closer when we work through difficult times and issues and find resolution together.

WHAT TO DO WHEN CONFLICT OCCURS

Catch It At Its Earliest Stage

Try to catch conflict at the earliest stage to keep issues from becoming muddy.  Although you may know that conflict is simmering below the surface, it may seem easier to ignore it to confront it.  However, the more conflict is allowed to simmer, the hotter it may get, until it explodes.  Also, the true problem may get distorted by other “companion” issues as time goes on.  The result is that soon the conflict is out of hand.  It is better to confront it, and attempt to resolve it at its earliest stage.

Acknowledge The Feelings
Remember that every conflict involves not just the actual issues involved, but also the feelings those issues provoke.  It is nearly impossible to resolve the issue unless you understand or at least acknowledge those feelings:  i.e. anger, sadness, disappointment, lack of control or power, etc.

Reflect Instead of Act

Take time to stop, think and pray.  Proverbs 29:11 says, “A fool gives vent to his anger, but a wise man keeps himself under control.”  Remember that self-control is part of the fruit of the Spirit found in Galatians 5:22-23.

Focus on the Relationship

Proceed with the goal of strengthening or enhancing relationships.  

Our faith walk is about our relationship with God and with one another.  Every word or action needs to be carefully prayed over so that relationships are preserved or restored.  “I love you more than this issue” needs to be our attitude during conflict.  When our goal is to grow closer to one another, we are more willing to die to ourselves and reach out in compassion and understanding.

Ask Yourself These Questions:

· Why has God allowed this to take place and how does He want it resolved?

· Is there any validity in what is being said?  There is almost always a morsel of truth somewhere.

· How much time and effort should I spend on this?  Is it important enough to use valuable time and effort to resolve, or is it so incidental that it can be dropped?

· When does this problem occur?  Is this a repeat problem, or is it a first-time occurrence?  Do I need to research the history of this problem?

· WHOSE problem is it?  Make sure you are setting out to resolve a conflict that you really have ability to resolve.

By asking reflective questions, it is important to proceed with a careful Biblical response to conflict.

Evaluate Your Own Attitudes, Strengths, and Weaknesses
Matthew 7:5 admonishes:  “You hypocrite, first take the plank out of your own eye, and then you will see clearly to remove the speck from your brother’s eye.”  (NIV)  Prayerfully seek God’s perspective about your role in the disagreement to understand why you feel as you do about the situation.

Follow Scriptural Principles

Matthew 18:15 provides direction for approaching someone we feel has instigated the problem.  Face-to-face, one on one confrontation is not easy.  Share feelings and viewpoints honestly and in love.  Listen carefully and acknowledge each other’s feelings and opinions.  Remember – attack the problem, not the person.  Rather than addressing old issues, focus on the current issue and ways to resolve the problem.  Praying together is a positive way to initiate resolution.

Ask Questions for Clarification.  State the Problem
Assimilate the facts and clearly define the issue.  Is it perhaps a matter of miscommunication or incorrect “facts?”  James 1:19-20 says, “Everyone should be quick to listen, slow to speak, and slow to become angry, for man’s anger does not bring about the righteous life that God desires.”

Discover Points of Agreement  

Discover together those things upon which you can agree.  Consider compiling a list.  Brainstorm possible solutions that will result in mutual benefits.  If all else fails, agree to disagree.  Work for  the win/win outcome.

Be Willing to Give and Ask for Forgiveness 

Remember also that if there is a serious breakdown, to reach out for a Godly mediator.  Matthew 18:16 provides direction:

"If your brother sins against you, go and show him his fault, just between the two of you. If he listens to you, you have won your brother over.   But if he will not listen, take one or two others along, so that 'every matter may be established by the testimony of two or three witnesses.'  -- Matthew 18:15,16.  

WHEN CONFLICT HAPPENS WITHIN PWOC

PWOC is unique in that we have many faith backgrounds and we have many “styles” of worship.  As we come together as a board to plan programs and pick Bible studies, there is always a potential for conflict.  Within most PWOC groups conflict is not a matter of whether or not to follow God, but rather over HOW to do something..  We have to purpose to be “workers together for Christ.” 

Board Conflicts

When the board meets and plans, we each have our own perspective on how to accomplish the year’s activities, as well as how we wish the meeting would be run.  When conflict occurs:

· Reflect – don’t react; stop, think, and pray.

· Proceed with the goal of restoring relationships.

· Share some suggestions in a loving and kind way.

· Be ready to be supportive of changes. 

· If resolution is unlikely to occur, table the issue and ask God for direction.  

Body Conflict

If there is conflict within PWOC, such as when someone has a complaint:

· Reflect – don’t react; stop, think and pray.

· If you are on the board, assure the person that you will bring the issue before the board.  If you are not on the board, urge the person to talk to someone on the board regarding the issue.

· If possible, ask the person to put the issue into writing complete with the problem and recommended solutions.  This helps to alleviate confusion and helps the board to gain clearer understanding.



· Pray with the person who complained and ask God how the situation could best be resolved.

· If appropriate, share the issue with the President.

· If you are on the board and have brought the issue before the board, ensure that the person is informed regarding how the issue will be resolved, or why it cannot be.


Mentoring

W


ebster’s Dictionary defines a mentor as a “trusted counselor and guide.”  A mentor may be 10 or 20 years older than the person being “mentored,” or she may simply be a peer who has already traveled the road before them.  She comes alongside and says, “Come on ahead.  The view is wonderful.  Watch out for those potholes, but follow the road you see on your right.”  As a guide, she sharpens their skills, enlarges their perceptions, and gives them the confidence that, like her, they can make the long journey that lies ahead, and conquer the obstacles they encounter along the way.  

A Christian mentor must be immersed in God’s Word, for only then can she overcome her own heart.  She must be sensitive to His Spirit and to every person He brings across her path.  She befriends, teaches, and inspires.  She shares with younger, or more inexperienced women her knowledge about marriage, career, children, and interpersonal relationships.  She encourages the younger women to learn new skills, whether in their careers, or in their marriages.  She puts her arms around a friend and simply says, “You can do it.”  She shares openly from her life, speaking of her failures as well as her successes.  She prays, encourages, and shares the way God works in her life… perpetually keeping in mind that her true purpose in life is to bring others to Christ.  She helps those she mentors reach their God-given potential.  

In PWOC, each one woman can be mentoring someone according to the faith she has.  Some women may be asked to mentor in the capacity as a Titus II Advisor, but everyone should earnestly seek to share the faith she has with those who have not reached the same point in their journey.  We should all be mentors to someone, and we should all be mentored by someone.


Mentoring doesn’t usually happen by accident.  It is a purposeful pursuit.  

WHAT IS A MENTOR?

Mentoring is teaching in the framework of relationship.  Mentoring is life-on-life instruction.  It is a connection between two individuals in which one person intentionally influences another person for the purpose of enlarging God’s work in her life.

Mentoring doesn’t happen by accident, and it is not a quick process.  Although it is based on the relationship between two individuals, it is more than good friendship.  Mentoring implies that of the two in relationship, one is primarily the teacher and one is primarily the student.  Mentoring is more than just two people who spend time together.  It is the process of sharing life experiences.

The word “mentor” is not actually found in the Bible.  It has its roots in mythology and is first mentioned in Homer’s Odyssey.  Odysseus respects a character named Mentor to the degree that he entrusts him with his son’s education and care.  Because of this relationship, the Greek concept of a mentor came to be someone who is known to be a wise and trustworthy advisor.

Although the term isn’t found in the Scriptures, it is a central concept.  The biblical word is “disciple.”  The meaning of “disciple” embraces the idea of learning by intentional endeavor.  It refers to the impact and influence of one individual on another  for the purpose of encouraging growth and developing potential

A distinction is sometimes made between discipleship and mentoring.  It is possible to instruct someone without having a relationship with that person, but it is impossible to mentor unless instruction and relationship occur together.  The model of discipleship that Jesus demonstrated in His life involved close communion with those He discipled.

HOW DID JESUS MENTOR?

Through Fellowship


Jesus and the disciples hung out together.  They attended a wedding, shared meals, paid taxes, fed a crowd of people, sat on a hillside, took long walks, and interacted with people.  


Fellowship facilitated relationship and allowed the disciples to experience life with Christ.  This experience was necessary for them to be prepared to share Him with others.  As John said in his epistle, the disciples were able to proclaim what they encountered by living life with Jesus.  They shared that which was from the beginning, what they heard, what they saw, what they looked at, and what their hands touched.  

The reason that John gives for proclaiming the Word of life is for fellowship.  They wanted the world to know that the fellowship that they had with Christ is available for us as well.

Through Instruction

Jesus taught the disciples continually.  The twelve learned from the master teacher.  He enlightened their understanding about Him.  He taught them practical disciplines such as how to pray.  He corrected their misconceptions about their religion and God.  He told them stories, He taught them truth and life, and He held them accountable to His teaching.  These things were taught as they spent time together, as they went along.

Through Modeling

The disciples were privileged to see Christ feed a crowd of five thousand.  They watched as He healed the sick, cast out demons, and restored the dead to life.  They saw Him bless the children, approach the multitudes with compassion, and handle criticism.  They witnessed His nights of prayer, and His seeking a solitary place to be alone.  They saw how He lived out His mandate from the Father, and how He served others.  As they watched Him, they observed and learned how to minister.  It is important to remember:  More is caught than taught.

Through Releasing

Jesus also dispersed His disciples to minister.  A healthy mentoring process includes release.  The disciples were released little by little to minister to others.  By observing the ministry of Jesus, they gained the awareness of how to minister.  Their fellowship and relationship with Him gave them the authority and the power to minister to others.  Remember:  We’re not creating dependency on us but on God.  We’re actually working ourselves out of a job.

As the ministry of Jesus increased into the second and third year and His life on earth neared an end, He spent progressively more time with His disciples, not less.  We must learn to do the same.  We must learn to spend time with the few.  The key to transforming our families, our churches and our world is to pour our lives into individuals.

That’s what Jesus shows us.  He transformed the world because he poured his life into the twelve.  Though he preached to the masses, he invested himself in a few teachable people, knowing that those few would invest themselves in still others, and thus transform the world.  


How Can Mentoring Function in PWOC?

In the military community, younger and older women are often geographically separated from their families.  A mentoring relationship provides a needed support system and a fruitful opportunity for connection.

Mentoring involves nurturing and encouraging growth.  Women are ideally suited to mentor.  A woman’s innate sense of nurturing when combined with experiential, emotional and spiritual maturity becomes a valuable mentoring resource.

Connecting this resource with women eager to learn and placing that mix into a structured mentoring program provides a powerful environment for growth.

The spiritually mature, life-experienced Christian woman is largely an untapped asset in Protestant Women of the Chapel.   

Possible Ideas

· Implement  programs such as  Heart-to-Heart.  It is described in Women Mentoring Women by Vicky Kraft.

· Have a mentoring group designed around leadership growth.  An experienced leader, not necessarily an older woman, would lead the group.

· Establish a mentoring affiliation around spiritual growth.  Someone well established in Biblical principles and Christian disciplines would lead this.

· Create a mentoring group designed to teach practical applications of homemaking.

· Form a mentoring relationship designed to teach parenting skills.

· Develop a program such as “Women of Wisdom” that operated at Ft. Benning’s PWOC at one time.  One of the more mature women hosted an evening once a month for the younger women in her home.  There was a short devotion and then the younger women were allowed to ask the more mature women any question they had about anything.  These questions ranged from parenting issues, how to keep your house clean, and how to fit Bible study into a busy lifestyle, to marriage issues.  The mature ladies graciously answered the questions.  Bonds were formed between several of the ladies.  Some actually began to get together outside of this meeting.  The goal was to form Titus II type relationships between the mature and the young ladies in PWOC.  

The Power of Mentoring

One person intentionally mentors two other people.  At the end of the first year, there are three committed disciples of Christ.  Each of these disciples mentors three people the next year.  After that year, there are nine committed followers of Christ.  The next year, each of the nine mentors three. At the end of the third year, there are 27 committed followers of Christ.  By the end of the tenth year, 59,049 people are following Christ, just because one person intentionally got involved in the lives of two people.


Sharing our light is the method by which to transform our culture, to influence future generations, to impact the world.  Mentoring is the passport to spiritual fruitfulness.  The Psalmist understood the power of mentoring and embraced it in his own life as recorded in Psalm 78:

Tips for the Mentor

1. Follow the example of Jesus.  PRAY

2. Engage others in:

· Fellowship

· Instruction

· Modeling

· Releasing

3.  Select someone to mentor whose goals in life are compatible with your experience.

4. Choose teachable people.  Remember that the goal is improvement, not perfection.

5. Read books on mentoring to become more effective.

6. Combine encouragement with honest, objective communication to help the person stay on course or to seek another direction.  Give principles, not answers.

7. Be committed, serious, and available.

8. Pray for the person you are mentoring.  Pray with the person you are mentoring.

9. Be an active listener.

10.   Live a consistent life.  Practice what you preach.

11.   Avoid the following:

· Control

· Cloning

· Domination

· Judging

· Taking advantage of the relationship

Mentoring-Attachment A

Tips for the One Being Mentored

1. Prayerfully choose your mentor.  You and your mentor need to be compatible with each other.

2. Discuss mutual expectations.  Identify areas of desired change.  Identify where your mentor’s strengths are and focus on gleaning.

3. Be teachable.

4. Put into effect immediately what you are learning.

5. Be disciplined, committed, and accountable.

6. Reward your mentor with your own progress.

7. Be honest about your expectations.  Strive for improvement, not perfection.

8. Invite constructive criticism.  If you respect the source, process the message.

9. Be an active listener.

10.  Avoid the following:

· Dependence

· Idolizing

· Avoidance

· Taking advantage of the relationship (i.e. the mentor is not your baby-sitter)

Mentoring-Attachment B


Single-mindedness in Ministry 

S

ingle-mindedness is defined as working together as one, being of the same mind (as Christ), and having a singular focus in meeting the needs of others, specifically PWOC sisters.  When we are not single-minded, we cannot be as effective in ministry as we could be.  Instead, we are expending energy and our efforts fall short of meeting the needs of those who come to PWOC.  

SINGLE-MINDEDNESS IS 

WORKING TOGETHER AS ONE

Praise God for His design of our human hands!  All the fingers work together to produce the desired product.  One finger does not try to write a different word or use a different style.  Each finger accomplishes its own task:  to guide, support, direct, or execute the movements necessary to write the word.

In the same way, we, as believers in Christ, are to function as ONE body.  God’s design of one body works better than each of us trying to complete a mission in our own way.  God views believers as ONE body, one building of stones, one church, one bride.  This collective design is hard for us independent Americans.  But His design and will for us is to be unified – working together as one.  The result contrasts sharply with the disunity of our chaotic and independent world.

One of the strengths of PWOC is representative of our motto  “We are Workers Together for Christ.”  Our oneness becomes a display of His creative genius and His complexity, not ours.  When we are workers together for Christ, God’s timing of events is most evident, and His perfect placement of each member can be admired.  His design is unity because through it, he is revealed.

SINGLE-MINDEDNESS IS 

BEING OF THE SAME MIND

We are to function as He designed us – inseparable, interdependent.  This unity is really evident in repeated admonishments to be of the “same mind.”  



Being of the same mind is not about you and me thinking alike.  

In a physical body, the brain directly regulates all external actions of the body, like hand movement and speaking.  The source of those movements IS the brain – the control center.  The brain initiates and programs all movement.  All spiritual action should also start and be controlled by our head:  Christ.  He is our ONE commonality.

So, being of the same mind is not a directive to think the way our sisters and Christian friends think.  It is a directive to be connected with and in obedience to the head of the body of believers – Christ Himself.  

Think of our hand example.  It is not important for the ring finger to “concentrate” on getting along with the little finger.  It is only imperative that each member be obedient to the master planner, the Head.

The overriding result of being single-minded in ministry is that God is glorified.  When God is glorified, women are drawn to Him.  

There are tangible ways we can promote single-mindedness in our PWOC ministry.

· Board members, as well as participants must keep their eyes on Jesus.

· You can look for opportunities that highlight your single-mindedness with other believers.  Along with celebrating the wonderful diversity that PWOC groups demonstrate, consider focusing on the commonalities.  One wonderful idea is holding a Tea to share Testimonies of what God has done for us.(See How to Do Tea and Testimony in Section 2.4 Ministry Helps).

· Be of the same mind in ministering to singles.  God has such compassion for single ladies (widowed, single, single moms).  Pray about leaving your comfort zone of married women and reaching out to single women, especially active duty.  Is God directing your body to move in new directions?

SINGLE-MINDEDNESS IS HAVING A SINGLE GOAL

Paul states in Philippians 2:2, “make my joy complete by being of the same mind, maintaining the same love, united in spirit, intent on one purpose.  It is important to determine what that one purpose is.

Determining Goals

When determining goals, its important to know the needs of those in your group.  (See How to Do a Needs Assessment in Section 2.4, Ministry Helps).  This may seem difficult, if not impossible, because of the tremendous diversity within our PWOC groups.  However, with enough prayer and input from your group, it may be possible to identify trends and characteristics.  


The needs of your group should be a prominent factor in goal setting. 

Evaluate Your Group’s Success

After you have identified the main needs of your group, you can determine whether the structure of the group is meeting those needs.  For example:

· Bible studies should be selected based on group needs – not just on what is popular.

· If fellowship is a major need, be single-minded in your intent to provide fellowship – do not frequently forego fellowship time to get to your Bible study.

· If your group is full of both spiritually mature women and babes in Christ, consider targeting a mentor program.

· If God gives you His mind to seek and save the lost, use your programs sparingly, but effectively to draw in seekers.

According to the perceived needs of your group, steer toward one main focus:  Bible study, fellowship, or programs.  Possibly re-engineer ministry to schedule your coming year based on your focus.  

For example:  

· Bible study – only 2 or 4 programs per year with a teaching retreat.

· Fellowship – programs once per month, group activities; retreat is activity oriented or targeting personal growth; opportunities to develop relationships.

· Evangelism – programs occur 4-6 times in the calendar year.  Make sure they are well advertised to community or target population.  Retreat is more of a “revival” or a working retreat where you plan and carryout an outreach project over one weekend.

With very small groups, boards can single out a major goal and then do it well.  The larger, more diverse groups will probably offer a variety of Bible studies, programs, fellowship, outreach, and evangelistic activities.  However, it is wise as a board to prioritize needs when considering the group’s structure and main focus.  Your present structure may be fine, but be sure it facilitates your single-mindedness focus of drawing women closer to God by meeting their needs.

FINAL THOUGHTS

The world is watching us at work and sees our finished product.  Do they see a distorted image of God when they watch us working together?  Or do they see single-minded women, under the same authority, glorifying God while clearly targeting the needs of women.  Through us, the world should see the ONE true living and active God.  There is none like Him.  He is singular.  Let us commit to be single-minded in our ministry

.
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	Motto, Aims and Mission

MOTTO

“We Are Workers Together For Christ”

MISSION STATEMENT



PWOC-USA:

· is God empowered, Christ centered and Spirit led;

· exists as an extension of the chapel; 

· encourages women to grow spiritually within the body of Christ through prayer, the study of Gods Word, worship and service.

· is sponsored by the Army Chief of Chaplains and is recognized by the leadership of the Air Force, Navy, Marine, and Coast Guard chaplaincy.

The establishment of PWOC-USA was unanimously endorsed during the 235th meeting of the Armed Forces Chaplains’ Board, 9 January 1991, in Washington, DC.

AIMS

PWOC has four Aims:  

· To Lead women to accept Christ as personal Savior and Lord.

· To Teach women the history, beliefs, and programs of the church, all built on a solid foundation of worship and Bible study.

· To Develop in women the skills of prayer, evangelism, stewardship, and social service, against a background of person spiritual development.

· To Involve women in the work of the Chapel, in keeping with their abilities and interests.


The History of PWOC-USA 

OUR PWOC HERITAGE

PWOC participants can be proud of their international and national PWOC heritage. This chapel-based ministry for women was formed to help chaplains carry out their religious programs, and to bring Christian fellowship and spiritual growth to U.S. military communities around the globe.

Shortly after family members of U.S. Armed Forces began arriving in Europe in the mid-1950’s, women formed chapel support groups to assist their chaplains and to seek Christian fellowship. Initially, these groups had no ties to other chapel or women’s groups. In October 1955, 250 women from across Europe attended a convention in Berchtesgaden, Germany. Here a U.S. Army Europe (USAREUR) PWOC Council was established and guidelines for area and local chapters were prepared. In May 1956, 500 women gathered again in Berchtesgaden for the first PWOC Training Conference. There were speakers and workshops to train the delegates and to offer spiritual enrichment. This conference proved to be so successful that it has become an annual PWOC-Europe event. All chapters of the U.S. Forces Europe were united into one organization in 1960 and the USAREUR Council became the European Council.

"We Are Workers Together for Christ," the theme of the first PWOC training conference, has become the official motto for PWOC worldwide.

THE STORY OF PWOC - USA

Military chapels have long existed in the United States. In those chapels women have worshiped, studied the Bible, united for community projects and enjoyed Christian fellowship with other women. However, a nationwide connection between women in those chapel communities has not always existed. That changed in 1989 and the change began in Europe.

On May 16, 1989, at the 34th Annual Leadership Training Conference of PWOC United States Forces Europe, in Sondhofen, Germany, Chaplain (Captain) Herbert M. Goetz, U.S. Navy Fleet Chaplain and PWOC-Europe Navy Advisor, invited attendees who would be leaving Europe that summer to meet to discuss a "Vision of Connecting of PWOC". Nearly 100 women attended the meeting. From that meeting, Chaplain Goetz and 11 women volunteered to organize the concept of developing "PWOC- America". They found that the desire to build a PWOC network among U.S. military chapel communities was very strong for the following reasons: to provide continuity of discipleship for those women who choose to worship in stateside chapels; to provide a strong, Christ-centered bridge between women in the U.S. and foreign U.S. military chapel communities; and to retain the momentum of faith building, prayer, evangelism, stewardship, teaching and community service nurtured in military chapel communities outside the states. 

Ann Besson was secretary of the group and on behalf of the group, in two separate speeches, addressed the 1989-90 incoming European Council (to establish a position of historical birth in its minutes) and the conference attendees (to announce the vision of "PWOC-America"). The response to starting the PWOC network was overwhelmingly positive. The theme that year was "He Is My Shepherd". 'The scripture was Isaiah 40:11 and the hymn was "He Leadeth Me".

November 16-18, 1990, Gale C. Wright, (EC President, 1988-89) coordinated the 35th Anniversary/1st International Reunion for the Protestant Women of the Chapel, in St. Louis, MO. The guest speaker was Rev. Maria-Alma Rainey Copeland, assistant to the Bishop of the North Carolina Synod for the Evangelical Lutheran Church in America, whose topic was "Christ Is Our Hope", the conference theme. The theme scripture was Hebrews 6-19 and the hymn was "The Solid Rock". A commemorative Bible was given to conference attendees.  The reunion attracted 95 people from all walks of current and past PWOC involvement. Each branch of the Armed Forces was represented. People signed in from Panama, California, Alaska, Massachusetts, Georgia, and states in between.

One attendee, former Army Chaplain John Rhea, had been to the first PWOC-Europe conference in October 1955. Nine former European Council presidents, who had served terms from 1967 to 1989, were present.

In the course of the reunion, pressure mounted to meet the growing grassroots desire for a national PWOC network to be expressed in an annual training conference. A committee took shape to harness the collective interests of the assembly and to come up with a working plan and a start date. Invited to participate in the committee were active duty and retired chaplains, former European Council presidents, and two members-at-large. The fruit of their labor was as follows:

· The stateside PWOC network was to be called "PWOC-USA".

· Each Monday was to be a PWOC Day of Prayer.

· The training conference was to be held by Fall 1992.

A training conference steering committee was formed, chaired by Gretchen Brown (EC President 1979-89); Finance Secretary, Sandy Burley (EC President 1986-87); Conference Logistics and Transportation Coordinator, Altha JOHNSON (1989 "PWOC-America" committee member); Washington DC Liaison, Mary Alice Heffner (EC President 1974-75); Publicity Coordinator, Ann Besson (1989 "PWOC- America" committee secretary); and Advisor- Chaplain Jack Ettershank, USA retired.

The steering committee was installed in a ceremony during a communion service officiated by a chaplain from each service: Capt. Herbert Goetz (USMC), LTC Larry Mosley (USAF), Maj. James Snyder (USA), and Lt. Deborah K. Banks (USN). Gretchen appointed Mona Bailey (EC President 1977-78, 1983-84) as training conference coordinator.

On December 19. 1990, a package was sent to each Chief of Chaplains detailing the PWOC-USA vision as organized at the November gathering. A commemorative anniversary Bible and program booklet were also part of the package. Fund support was requested in the letter. Chaplain (Col.) Meredith Standley, Executive Director, Armed Forces Chaplains Board, was our point of contact at the Pentagon. Seed money for the first PWOC-USA Training Conference was donated by each of the services.

May 7-9, 1992, the first PWOC-USA Training Conference was held in Oklahoma City, OK. The theme was "More Than We Dare", based on Deuteronomy 28:1-2.  Speakers were Hansi and Betty Pershing of HANSI Ministries, Inc. Special music was provided by Joan Miller. Rochelle Wheeler was the Worship leader, accompanied by Doris Lambert. Nine training classes were offered. Attendance was approximately 165. Army, Air Force and Marine services were represented. One Army and three Air Force chaplains attended.

During the first conference, a nomination committee was formed; six national areas were introduced (Northeast, Southeast, Central, West, Alaska and Hawaii); and 7 new officers were installed. These were: President Sandy Burley, Vice President Deborah Seekins, Secretary/Publicity Coordinator Ann Besson, Financial Secretary Gwen Chandler, and Regional Coordinators - Caroline Grube (Northeast), Dawn Harper (Southeast), Brenda Jones (Central), Michelle Jackson/Marlene Lyon (Western). Mary Wake was appointed Washington Liaison. Chaplain (COL) George Pejakovich was appointed by the Army Chief of Chaplains to be the PWOC-Army Advisor. It was proposed and accepted that the national conference would be held even years and the regional conferences to be held odd years.

September 19-25, 1992, Caroline Grube, Nancy Smith and Mary Wake flew to Moscow and Omsk, Siberia to see first-hand the ministry opportunities and needs of Russian military families for a project called "Operation Open Hearts, Open Doors". Invited by a nonprofit organization, Operation Helping Hands, PWOC-USA was challenged to raise funds, purchase humanitarian aid items, and deliver them personally for the first openly celebrated Russian Orthodox Christmas in more than 70 years. Caroline coordinated the massive undertaking.

January 2-10, 1993, 20 women representing Christian Women of the Chapel, eight of their family members, two chaplains, four translators, and five representatives from Operation Helping Hand fulfill the September promises made by Caroline, Nancy and Mary to return to Omsk. From around the world more than $30,000 from designated offerings and individual donations were contributed. Many corporations donated generously from their warehouses. And more than 10,000 Russian New Testaments were dispersed. Trip participants met with local Russian Orthodox clergy, military cadets, rocket forces, air force and army support forces. Some members of the group visited children and veteran hospitals, a gulag and attended Christmas Eve and Christmas Day services.

In the spring of 1993, between 60 and 75 women, representing 11 to 15 military installations, participated in five regional conferences. Unique to the Northeast Region conference was the attendance of eight Russian women from Omsk, Siberia. They had come by invitation as the result of Operation Open Hearts, Open Doors.

January 6-7, 1994, Sandy Burley, PWOC-USA President, garners encouragement and support from each of the U.S. military Chief of Chaplains for PWOC-USA, during courtesy calls paid while she participated in the Open Hearts, Open Doors reunion in Washington, DC.

PWOC-USA THEMES

	YEAR


	THEME *


	SCRIPTURE


	HYMN



	1989


	He is My Shepherd


	Isaiah 40:1


	He Leadeth Me

	1990

 
	Christ, Our Hope


	Hebrews 6:19

 
	The Solid Rock

	1991-92


	More Than We Dare 

To Ask
	Deut 28:1-2
	

	1992-93


	God’s Perfect Peace


	Isaiah 26:3
	It Is Well 

With My Soul

	1993-94

 
	Glorify Thy Name

 
	Psalm 86:12

 
	To God 

Be the Glory

	1994-95

 
	Embrace the Cross


	I Cor 1:18

 
	The Old 

Rugged Cross

	1995-96


	Stand On His Word

 
	Isaiah 40:8

 
	Standing On the Promises

	1996-97

 
	Sisters in Christ, Arise!


	Eph 6:10

 
	Soldiers of Christ, Arise

	1997-98


	Hear the Father’s Heart


	Matt 22:37-39


	Take Time to be Holy

	1998-99

 
	Draw Near the Throne of Grace


	Heb 4:16

 
	Amazing Grace

	1999-2000


	Called for Such a Time as This

 
	Esther 4:14 and 

Eph 1:18

 
	Here I Am, Lord

	2000-01

 
	Proclaim the Blessed Hope

 
	Isaiah 61:1-3

 
	The Solid Rock

	2001-2002

 
	Fix Your Eyes On Jesus

 
	Heb. 12:2

 
	Turn Your Eyes Upon Jesus

	2002-2003
	Filled With the Light of His Glory
	2 Cor. 4:6-7
	Heaven Came Down and Glory Filled My Soul


* In the spirit of unity, the PWOC-USA theme is frequently the same as the PWOC-Europe theme.
PAST PWOC-USA PRESIDENTS AND NATIONAL BOARDS

1990-1992 Gale Wright, Steering Committee Chairperson

1992-1994 Sandy Burley

1994-1996 Ann Besson

1996-1998 Lucinda Fisher

1998-2000 Shellie Kelly

2002-2002 Brenda Pace
PWOC-USA National Board 1992-1994

Sandy Burley, President

Deborah Seekins, Vice President

Ann Besson, Secretary/Publicity Coordinator

Gwen Chandler, Financial Secretary

Mary Wake, Washington Liaison

Chaplain George Pejakovich, Chaplain Advisor

PWOC-USA National Board 1994 - 1996 
Ann Besson - President 
Caroline Grube - Vice-President/Training Conference Coordinator 
Julie Johnson - Secretary 
Deborah Seekins - Financial Secretary 
Chaplain Dennis Camp - Chaplain Advisor 
Pat Cerjan, Amelda Jones, Rosalin Short - Titus 2 Advisors 
Sandy Burley - Resource List Manager 

PWOC-USA National Board 1996 - 1998 
Lucinda Fisher - President 
Vera Bell - Vice-President/Training Conference Coordinator 
Barbara Boykin - Secretary 
Shellie Kelly - Financial Secretary 
Chaplain Wayne Lehrer - Chaplain Advisor 
Pat Cerjan, Mary Jane Taylor - Titus 2 Advisors 
Karen Dement - Prayer Coordinator 

Sondra Lambert, Julie Stoll - Resource List Managers

PWOC-USA National Board 1998-2000 
Shellie Kelly - President 
Brenda Pace - Vice-President/Training Conference Coordinator 
Karen McEver - Secretary 
Joyce Moore - Financial Secretary 
Chaplain Hugh Dukes, Chaplain Tim Taylor, Chaplain Jim Puchy, Chaplain Don 
Hanchett - Chaplain Advisors 
Vera Bell, Pat Cerjan, Caroline Grube - Titus 2 advisors 
Helen Jackson - Prayer Ministries Coordinator 

PWOC-USA National Board 2000-2002

Brenda Pace – President

Rhonda King – 1st Vice President/ Fall Focus

Victoria Robinson – 2nd Vice President/ Traveling Training

Judy Wiseman – Secretary

Caroline Grube – Financial Liaison

Christina Wood – Prayer Coordinator

Rochelle Wheeler – Web Weaver

Chaplain Jim Puchy, Chaplain Advisor

Vera Bell, Becky Shirey and Debbie Stewart, Titus 2 Advisors

PWOC-USA CONFERENCES

1992 

PWOC-USA Conference




Oklahoma City, OK



More Than We Dare - Deu.28:1-2 




Mona Bailey - coordinator



Maria Anne “Hansi” Hirschmann, Betty Pershing - speakers



Joan Miller - guest musician



Rochelle Wheeler/Doris Lambert - praise and worship team

1994 

PWOC-USA Conference



Atlanta, GA



Embrace the Cross - 1 Cor.1:18 - “On a Hill Away” (“Old Rugged Cross”) 



Evelyn Christenson - speaker



Betsy Brown/Sandra Pipkin - praise and worship team

1996 PWOC-USA Conference 
Colorado Springs, CO 
Sisters in Christ, Arise - Eph.6:10 - “Soldiers of Christ, Arise” 
Quin Sherrer - guest speaker 
Cindy Edwards - praise and worship leader 
Betsy Brown - musician 

1998
PWOC-USA Conference 
Cherry Hill, NJ 
Draw Near the Throne of Grace - Heb.4:16 - “Amazing Grace” 
speaker - Reona Joly 
Rochelle Wheeler/Karen McEver - praise and worship 

2000 Fall Focus-USA 
San Antonio, Texas 
Proclaim the Blessed Hope - Isaiah 61:1-3 - “My Hope Is Built on Nothing Less” 
Laurie Katz McIntyre - speaker 
Shepherd’s Heart Ministry Team - Dennis Jernigan, Kathy Law, Chuck Angel 

Rochelle Wheeler - praise and worship leader 
Betsy Brown - special music 

2002
Fall Focus-USA

Orlando, Florida

Filled with the Light of His Glory – 2 Corinthians 4:6-7 “Heaven Came Down and Glory Filled My Soul”

Carol Kent – speaker

Shepherd’s Heart Ministry Team – Dennis Jernigan, Kathy Law, Chuck Angel

Kim Moore, praise and worship leader


The Meaning of the PWOC Logo and Pin


The pale blue background of the pin reminds us of the sky on a clear day with nothing to mar its calm.  Such serenity and peace are another promise of God.  In Isaiah 26:3, we find these words:  “Thou does keep him in perfect peace whose mind is stayed on Thee, because he trusteth in Thee.”  Then a word which gave all of His followers is found in John 14:27:  “Peace I leave with you; My peace I give unto you; not as the world gives do I give to you.  Let not your heart be troubled, neither let it be afraid.”
We have the promise of the peace of God if we will just accept it, and what could be a more valuable gift than this?”

The pure white cross is a symbol of our Christian faith.  It is an empty cross because the One who died on it did not stay on it but rose to a new life.  It is white because that is the color of purity, and cleanliness, and the purest and cleanest being to ever live on earth gave His life on the cross to cleanse us from our sinful lives through faith in Him.  White is devoid of color and so are our lives until we live abundantly through Jesus Christ our Lord.  In Matthew 16:24 Jesus asks us to take up our cross and follow Him, with the promise in Matthew 16:27 that He will repay everyone for following Him.  You will notice when looking at the cross that one bar is vertical, signifying our responsibility for communion with God, while the other bar is horizontal, representing our responsibility for our fellow man.

The dark blue color of the letters P,W, C stands for the freedom and liberty which we know as Christians.  The “P” is for Protestant, which is our heritage and choice.  The “W” stands for women, who owe a great deal to Christ because of the level to which He raised them during His time on earth.  He found a place of usefulness for the women with whom He talked and gave all women a reason to want to serve Him.  May we, like the Samaritan woman whom Jesus confronted, recognize that He does know all about us, and ask Him to help us find a place of service.  The “C” is for the chapel where we carry out our beliefs, worshiping together as we grow into the unity of the Body of Christ.
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How to Be a PWOC Speaker

YOU’VE BEEN ASKED TO SPEAK AT PWOC

These are some thoughts and ideas gleaned from seasoned speakers that you may find helpful as you step into this area of ministry:

WHEN CONTACTED BY PWOC

· Write down all the details.  It is amazing how quickly we forget.  

· Obtain a point of contact address and phone number.

· Be up-front with the PWOC as to what your specific needs and requirements are.  If you can’t afford your own transportation without causing hardships for your family, tell them.

· Seek the Lord as to whether He would have you speak.  Make sure your spouse/family is in agreement and will fully support you as you both prepare for the speaking engagement and are away from home fulfilling it.

THE WEEKS BEFORE YOU SPEAK

· Begin praying immediately about the speaking engagement and about what the Lord would have you share.  Have others join you in prayer as you prepare.  Sometimes it helps to go back through your journal or to look back over your life and see what themes the Lord has been teaching you.  Also, there are a variety of computerized programs for researching topics in the Bible, as well as other Christian web sites that might prove helpful as you develop your topic.

· Be open to the Lord’s leading as you put your topic together… it may not be what you thought it would be!

· Be sensitive to any known sin within your life and ensure that it is dealt with before you go out to speak.

· Finalize your notes, handouts, etc. as early as possible so there is no last minute frenzy.  Also, letting the talk “simmer” helps to refine it as the day draws near.  It will also enable you to have time for your family and help them to become organized before you leave.

· Get plenty of rest before the speaking engagement to ensure that you are fresh, with an enthusiasm to minister as the Lord leads.

· Learn some of the names of the women you will be ministering to.  This will help put you more at ease once you arrive because you’ll feel as if you already know someone.

· Be sure to go “prayed up.”  Have people at home and your chaplain undergirding you in prayer.

THE DAY YOU SPEAK

· Wear something comfortable, but fit in.  In other words, don’t wear a suit if everyone else is wearing jeans.  Likewise, while you may want to wear a skirt and blouse or pantsuit to speak in, you may want to take jeans just in case they are needed (and vice versa).

· Finish on time, even if you get started late.  The ladies will appreciate your thoughtfulness.  

Note:  When putting your talk together, consider what you might be able to leave out without taking away from your topic.  This way, if your “time” is cut short, you will be prepared and not become flustered in the midst.

· Be available to speak to individuals afterwards and don’t be afraid to initiate the conversation.  Many women need a listening ear as they process your message and apply it to their lives, but may hesitate to approach you.  Be willing to pray with them and for them, always taking them back to the Throne of Grace and the One that can truly meet their need.  

· Drink plenty of water before, during, and afterwards.  You’ll feel much better!

AFTER SPEAKING

· Often a speaker will need time to unwind and be alone immediately following a speaking engagement.  During the following days, you may find that you need to step back and do something totally different for a few days.  Don’t forget to spend time in prayer and worship during this time.

· Be sensitive to the need to bring closure to the speaking engagement.  Sometimes being in contact with the President afterwards will help with this process.

· Know the enemy is going to try to hit you after speaking.  Be alert.

ABOUT RETREATS

The first night needs to be getting to know people… you getting to know them and them getting to know you.  The meatiest, most important part of your topic should be used in the morning session.  By the afternoon session, people are tired and may have reached their listening limit.  The last session of a retreat needs to pull everything together.  Some speakers have found that 3 sessions is enough.  If a fourth is needed, it could be a time of breaking into groups and applying what they have learned or of praying together.

Don’t plan on getting too much sleep, and yet be sensitive to your own needs.  If you require a lot of rest and quiet time, possibly request a room that is either at the end of the hall or off by itself.  Be sensitive to giving out your room number.  Instead, try to meet the ladies in a common place.  This will again provide you more privacy as the week progresses.

Meal times often become an important time to minister to ladies as they are more willing to be open during these times.  Ask questions and encourage the ladies to talk.  Eat while listening so that you can keep up your own strength.

Don’t feel obligated to go to all the extra classes and sessions at a retreat.  It is good to attend at least some though.  Balance is important.

HONORARIUMS

Being a speaker involves an enormous amount of preparation time, a personal sacrifice of time spent away from her family, and often some monetary expense to get ready for the trip.  Therefore, it is appropriate for a speaker to ask for and to accept honorariums for her service.  However, it is up to the individual speaker and to the organization requesting her to speak to determine whether and how this should happen.  

A speaker should pray about whether she should/will ask for or accept honorariums or other types of payment, and be decided before she accepts a speaking engagement.  She should also be clear in her communications with the requesting organization so that they know what she is expecting or hoping for.  While this may seem awkward to many speakers, it is better to have these arrangements clearly defined than to take a chance on misunderstanding.

OTHER THOUGHTS

· Recognize that although you probably haven’t written a book and aren’t a world-renowned speaker, you have been called by God to be His messenger this day.  You may be younger than some of your audience.  The best advice is to be humble.  You are simply a servant… His servant.  This can’t be stressed enough.  Ask God to lead you and thank Him for any opportunity to serve Him.

· Learn from other speakers.  Observe how they speak, how they rest, as well as how they pray and prepare.

· Be looking for other women in your chapter that God may be developing into speakers.  Encourage them to share a devotional or give their testimony.  Take them with you as you speak, if this is acceptable with the group to whom you’re speaking.

· Be prepared for the highs and lows of being a speaker:  highs such as observing God as He prepares you to go out to speak; seeing that sparkle in someone’s eye and the freshness in their face when God speaks to them; having someone raise their hand during an invitation; hearing someone say “that was just what I needed to hear”… and lows such as when you know you didn’t use good judgment and planned too many speaking engagements too closely together, or when someone acts with animosity toward you after you’ve spoken because the Holy Spirit convicted them through your talk.   When you’re not expecting it, it can be a surprise.

The best counsel for those who will be speakers?  Bathe everything in prayer, being sensitive to His leading and direction, both in your own personal life and as you begin to seek the message He would have you share.  Ensure that your family is in agreement with your speaking engagement and that their needs are met before you leave home.  Finally, walk in His strength, humility, and power as you stand before the Lord and the women to deliver His message.


How to Care for a Speaker

When God calls a speaker to share with us, they are bringing to us a message from the Most High God Himself.  How then do we “esteem them highly in love?”  The following suggestions are a starting point in caring for the messenger of God.

BEFORE THE INVITATION IS EXTENDED

· Ask God who your speaker should be, as the theme for the meeting or retreat.

· Decide the date, time, location, how long you would desire a speaker to share, and whether an honorarium or expenses will be paid to the speaker.  Also, consider any travel or lodging that may be required and how this will be handled.

· Appoint a speaker-contact chairperson.  (This will be the one person authorized to call or correspond with the speaker).

· Extend an invitation to the speaker early enough to allow her to seek God as to the message He would have her share.

· Begin praying for the speaker.

· Extending the invitation.

· Contact the speaker as early as possible.  Don’t wait until the last minute!

· Be specific when sharing details about the speaking engagement, how many times she is to speak and lengths of each time span, and if or how her expenses will be covered (will she receive an honorarium and/or payment for travel expenses and lodging; will PWOC or the speaker make the arrangements?)  Also, share the vision with her, including what you hope to accomplish during the meeting/retreat and the general agenda.

· Give her information about your PWOC:  the size of the group and the board, what your PWOC has been studying in its Bible studies; how God has been moving within your PWOC group, and how many you are expecting at the meeting/retreat.  She also may desire to know the make-up of your PWOC (the ages represented, how many are retired, how many are civilians, the mission of the post/base, special interests of the group, and unique attributes of the PWOC or area).

· Ask the speaker whether she has any concerns or questions regarding specific needs/requirements that your PWOC may need to consider (food allergies, props, microphones, tape decks, etc.) 

· Determine whether the speaker will be traveling alone or with a companion.  Often a speaker desires to travel with a friend, family member, or intercessor (this individual would pay for his/her own expenses unless other arrangements are made.)   Determine whether additional resources, such as another room, will be required for an extra person.

· Ask for the speaker’s bio if you will need it for publicity and introductions.

PRIOR TO THE MEETING

· Continue praying for the speaker.  You may want to consider a prayer vigil to pray for both the speaker and those who will be in attendance, that God’s will is accomplished.

· Remain in contact with the speaker, sending her any publicity or other items that would assist her as she is preparing.  Also, notify her of any changes that may impact her.

· A few days prior to the meeting, contact the speaker to finalize all details and the final agenda.  Ensure she has maps and the exact location of the meeting.

THE DAY OF THE MEETING

· Meet the speaker as she arrives and assign a hostess to assist her throughout the day.

· Make sure she has time to check out the sound system, microphone and podium height and location, and to review the final agenda.  Be sure to introduce her to other special guests and the PWOC President and Chaplain Advisor.  

· Make sure she has some quiet time before the meeting.  She may want to pray or just to rest.  Ask her if she would like to join you in prayer as well and ensure there is time to do so.  

· Provide water for her at the podium.  Also, be sensitive to any other physical requirements she may have.

· Keep the meeting on schedule so the speaker is given her full time to share her message.  

AFTER SHE SPEAKS

· Bring the speaker refreshments if they are being served and be sure she is included in the get-together time.

· If an honorarium or expenses are being paid, ensure that they are paid no later than a week after the event.  It is recommended they be paid the day of the meeting if possible.  Be considerate regarding this detail.

SPECIAL TOUCHES

It is always a good idea to offer some special things to make the speaker feel welcomed and appreciated.  Some ideas include:

· Small gifts sent in the weeks preceding the meeting; i.e. luggage tags, a card signed by the retreat committee, encouraging notes, etc.

· A small gift or a fruit basket in her room.  Snacks and drinks (especially bottles of water) are always a good idea.

· A souvenir of the area, a picture/photo album of the meeting and those present, or a home-made gift made by one of the members.

· Encouraging notes after the meeting with comments about how she ministered to the needs of those present.  This will go a long way toward bringing closure for the speaker and is a great way to express your appreciation again.

IF THE SPEAKER IS STAYING IN YOUR HOME

· Be sensitive to her need for quiet time, as well as time to prepare.

· Determine any food preferences (especially for breakfast) or any allergies.

· Make her feel like part of the family (it is especially nice if she knows she is welcome to help herself in the kitchen).

HONORARIUMS

Make sure this is understood on both sides:

· Ask the speaker if she has an expectation.

· Talk to other speakers, PWOC chapters, and/or chaplains to determine what is appropriate and/or possible.  

· Contact regional or national board members for advice.

IN CONCLUSION

Remember that your speaker is coming on behalf of God Himself.  Extend to her the same courtesies you would extend to Him.


How to Use Drama in Ministry

THE IMPACT OF DRAMA

When used prayerfully, carefully, and purposefully, drama can bring home the message of how the Lord is working in our lives far more powerfully than words ever could alone.  Drama works on multiple levels to touch our emotions, spirit, and physical bodies.


What Drama Can Do Emotionally


Identify with the Audience

Drama is visually stimulating.  It is something that you hear and see.  You use more of your senses as you watch a drama and begin to identify with the people on stage.  Sometimes you can see yourself in a skit and say, "Wow, I'm not alone.  I didn't know other people felt the way I do.  I can identify with that."

Reveal Hidden Hurts
One of the qualities of drama that makes it particularly important to the church and to PWOC is that it effectively reduces people's defenses.  Believers and seekers alike come to PWOCs all over the world, week after week, year after year, wearing smiles but with their defenses up, pretending that life is better than it is.  However, drama that creates identification can break through those defenses.  Drama stirs our emotions, probes our mind and exposes our pain.  It has the potential to create a "lump-in –the- throat" kind of recognition.  Perhaps something in our past or in the present has been buried psychologically.  Done well, even a short sketch can bring that difficulty to the surface.  Drama exposes us; it reveals to us afresh just how far we fall short.

Cause Tears

We did a skit at Ft. Campbell, called, ‘To Mend a Broken Heart' and one girl was so moved that she began sobbing.  She was sobbing so loudly that she had to leave the room.  An emotional dam had burst and she could not keep it in.  Another PWOC sister left to minister to her and they talked and as a result a lot of issues were resolved.  It was a time of cleansing.

Cause Laughter

At one Regional Conference several skits were done there that had us all rolling on the floor laughing.  It was a connecting factor.  It unified us in the bond of laughter.  Part of Proverbs 17:22 says that "A cheerful heart is good medicine."  Don't you think God laughs?  Can't you just see Jesus laughing with the disciples?  My favorite picture of Jesus is one where He is surrounded by children and a little child is in His arms reaching up and pulling on Jesus' beard.  Jesus has His head thrown back, laughing joyfully.  I love that picture.  It is a side of Jesus that we need to realize.  

There are several Christian comedians that have videos out that are worth buying and inviting a group of sisters over for a night of popcorn and laughter as they watch.  Check out videos by Ken Davis, Mark Lowery, or Chonda Pierce and prepare to jiggle with laughter!

What Drama Can Do Spiritually

Increase Understanding of Spiritual Truth

We did a musical on the importance of prayer.  The basis of the play was that prayer is the first order of business.  Some of the words from the play are ..."First you pray, first you pray, the second you see a problem come your way.  Most of the time it's last on your mind, but first you need to pray."  Those words helped everyone in the play as well as those watching the play to come to understand that prayer is not what you do as a last result.  Prayer is the first thing you do.  It increased understanding on the subject of prayer and brought home the scripture in Matthew 6:33 "Seek ye first the kingdom of God and His righteousness and all these things shall be added unto you."

Create a Hunger for More of God

First Baptist Church of Clarksville, TN is doing a play called Judgment House that has to do with salvation.  They are offering it to the general public and have done so for years.  This play is offered as an alternative to Halloween and has thousands of people in attendance.  Last year as a result of this drama over 1000 people came to know the Lord as their personal Savior and over 2000 rededicated their lives to the Lord.  Now that is drama with an impact. 

Bring Conviction and Repentance as the Holy Spirit Speaks

You never know what people are going through on any given day. People can seem like they are as happy as bluebirds in a cedar tree, when inside they are hurting beyond belief.  Sometimes the pain is caused by sin in our lives, sometimes by the choices we make.  One man was in great pain over the state of his marriage.  He was considering leaving his wife.  He had endured enough.  He went to a church service at Willow Creek and got there just in time to see a drama about the love of God.  He was so moved and convicted by the Holy Spirit that he fell to his knees and cried out for God's mercy and help.  The Holy Spirit spoke to his heart so powerfully through the drama that he went back home determined to let God heal his marriage.  So you see, God can use the impact of drama to change lives.

What Drama Can Do Physically
Involve PWOC Sisters

Unless it is a monologue, drama requires players.  And PWOC sisters are usually willing and eager to be called to do an impromptu skit.  You can use 3 or 4 or 10 to 20 for on-the-spot lessons through skits. Drama gets people involved.  Drama puts people together that may not ordinarily seek out each others company.  Pull the ladies into unrehearsed skits.  Put a drama team together and let them rehearse and perform for your next general meeting.  The more people that are involved, the more they feel a part of the group.  

Allow an Outlet for God-Given Creativity
He is the one who made us so different. There are those of us who absolutely LOVE being dramatic on a stage.  There are others who would rather be stationed in the North Pole for three years with a guarantee that their husband would spend six months each year in the field, than be on stage.  And that is OK.  God made us differently.  And those of us who enjoy the drama that God gave us, should be able to use it to being glory to Him and encourage others.  Can you imagine a piano that is never played, a guitar that is never strummed or a song that is never sung?  So it is with latent dramatic activity.  It needs to be expressed.  God can use it.  He created it and wants to see it in use. 

Reveal Hidden Talent

You would be amazed at who can come to life once you put a script in their hands and put them on stage.  My son is known as the strong silent type.  If you know him well, you may hear him say a few sentences now and then.  He tried out for a part in a school play and got the part of Captain Von Trapp in The Sound of Music.  He was phenomenal.  He came to life on that stage.  After the play a friend told me that she heard Josh talk more in that three-hour play than in the four years she had known him.    

We did a rendition of a song that was sung in Sister Act for a general meeting one month and our President at the time, suggested we use a certain girl to act out one of the most outrageous parts of the song.  It was a part where a shy girl suddenly loses her shyness and belts out the song, "I Will Follow Him."  I was real concerned about her choice because I thought this girl was REALLY shy and that she wouldn't be able to make the character lively and animated.  Boy, was I wrong.  This girl shocked us all.  She tore that song up.  Be willing to take chances and if someone wants to help in your drama group, give them a little encouragement, tell them what you are looking for and see if they can handle it.  You might unwrap a hidden gift that will bless a lot of people.

Increase Membership
There are people who will not come to a Bible study initially.  But if you invite them to a play or let them know that there will be some sort of drama involved in the meeting, you would be surprised at how many will show up.  We have a group at Ft. Campbell called The Wanna Bees.  It is a group of ladies who act out...I mean REALLY act out...to different songs.  They do motions and mime the words, Millie Vanille style.  When others know that these gals are singing at our meetings, they don't want to miss it.  Word spreads.  Other chapels want the girls to come to their services to perform, which in turn gives them free advertising for PWOC and encourages more ladies to join.  Also, when others see what a fantastic acting group they are, they naturally want to be a part.  They may start out coming for the wrong reason, but the PWOC love force is then set in motion and shares the love of Jesus with them, so they want to stay and learn about Jesus, whether there is drama or not.

WAYS DRAMA CAN BE USED

In General Meetings
We have used drama effectively in our general meetings.  One year we had a five- to-eight minute skit open before each of our general meetings.  Just as we scheduled a speaker and a singer, we scheduled a skit to be a part of the meeting.  The skit would always deal with the theme of the meeting.  Recently we opened our kickoff with a skit called "Message in a Bottle." It kicked off our nautical theme and encouraged the women to listen to a message directly to them from the King of Kings.


You do need to be sensitive about the message that is going to be delivered and the praise and worship songs that will be sung.  You don't need to do a sketch on the joys of motherhood, if the speaker is a woman who is sharing her testimony of a miscarriage and the praise and worship team sings about the judgment of God.  There needs to be unity in sharing the theme.  Of course the Holy Spirit CAN speak if all three are geared differently, but as it says in Psalm 33, unity is what we need. "Beloved, how good and how pleasant is it for brethren to deal together in unity."  Drama in a general meeting can help bring about that unity and tie the music and the message together.

As "Teasers" to Introduce New Studies, Retreats, etc.
We had a marriage retreat at Ft. Campbell recently and the emphasis of the retreat was about God's view of sex.  So, to advertise, I brought a basket of candy and asked the ladies questions that could be answered by a candy bar!  For instance, "Who in here needs more money?"  Many ladies raised their hands and I threw out a PAYDAY candy bar.  "Who in here needs more brains" Hands went up and I threw out several SMARTIES candy.  "Who in here needs more hugs from a friend?  OK, here's some HUGS for you.  Who in here needs more laughs?  OK.  Here are some SNICKERS for you!" And then the punch line..."Who in here needs more SEX???????"  And when hands went up all over the auditorium, I turned the basket upside down and said, "WHOOPS!!!  The basket is empty!!   In order to learn about how to get more of what you need and to learn about God's view of sex....join us at our Marriage Retreat and learn how sex really does begin in the kitchen!!"  

When we did this teaser at our Ft. Campbell chapter, we had a girl jump out of her seat and almost come flying across the pews to receive what we were offering.  You better believe she was at that retreat!  Dramatically tell people about your upcoming events.  Create a thirst and watch them come to be filled!

To Emphasize a Theme
Theme skits can be effective and help to plant a theme more deeply into someone's heart.  For instance we did a program on prayer.  A lot of things can be taught about prayer.  See if you can pick out the point we wanted to make on prayer in the following skit.



Our skit centralized and emphasized the aspect of prayer that we wanted to cover.  It was very effective.  "Be still and know that I am God."  Ps. 46:10

PROBLEMS WITH DRAMA

There can of course be certain problems with drama.

Misplaced Purpose
One of the problems with drama is misplaced purpose.  If your drama is done only for show, i.e., to glorify ME, because I love the stage, "Oh, I should have been in pictures!"  If the praise of man is your motive, humble yourself before the Lord and make sure it is His glory you seek and not your own.  Humble yourself in the sight of the Lord to match your purpose with His.

Merely Entertainment


I believe there are times when drama can be used as a form of entertainment, to lighten a mood, to cause laughter, or just for sheer enjoyment.  Just like we love to see our children happy at play, I think God delights in seeing us enjoy each other and He loves to see us laugh and take pleasure in the life that He has given us.  Just be sure that entertainment is not your only reason for drama.

Offensive Drama

Sometimes drama can cause old wounds to surface or hidden sins to be revealed.  People can identify with a particular scene that causes pain like the PWOC sister that ran from our meeting, crying.  I believe that was OK.  It was dealt with sensitively and a time of cleansing occurred. The offensive drama that I am referring to is drama that puts people down or stereotypes them or highlights a person's handicap for the sake of a laugh.  Most of the time, skits that encourage name calling (idiot, dufus., etc.) or saying "SHUT UP!" or anything that belittles another person are inappropriate.

Sometimes, however, people can be overly sensitive and you just have to go with what you feel is OK after you have prayed about it and sought counsel. I remember preparing a skit where we had a Mary Kay lady come off looking like a saleswoman who only came to PWOC to sell Mary Kay.  Some thought that might be offensive, so I actually called a friend of mine who sells May Kay and I asked her opinion.  She helped me tone it down a little bit and we were able to use it.  It really did cause laughter, yet no one was belittled in the process.  

Another time, I was preparing to do a children's musical that dealt with praying first before you do anything else.  The story revolved around King Jehoshaphat from the book of 2 Chronicles..The name of the play was Fat Fat Jehoshaphat and it was written by Kathie Hill.  Kathie has written a lot of children's musicals and I have used many of them.  This one had a powerful message on prayer and it was cute, so I was excited about it.  Then a mother of one of my choir members came and told me I had to change the title because it was super offensive and it would hurt a lot of people if we said Fat Fat Jehoshaphat.  

The premise of the musical was that Jehoshaphat was fat and that he encountered troubles.  Not troubles because of his weight, but you know, the normal, "I'm a king and I will have trouble, troubles.  These troubles led him to prayer and fasting.  After a time of prayer and fasting, fat, fat Jehoshaphat became FLAT, FLAT Jehoshaphat.  It was just a part of the musical that was supposed to make it CUTE.  The woman told me that overweight people would be offended and she also said that the emphasis on fasting was not about losing weight, and she saw the whole thing as being out of place.  

Now at this point, I could have chucked the whole musical and said, "Why bother? We'll just do something else."  Or I could have said to myself, "You're crazy woman and overly sensitive." But instead, after praying, about it and reading the scriptures, I came up with an alternative.  The Bible said that Jehoshaphat was a good king and that he was right in the sight of the Lord.  So we changed the words and sang, He's GOOD KING Jehoshaphat.  And then after he fasted he became, RIGHT IN THE SIGHT Jehoshaphat.  It worked and the story line held true.  

After we performed the musical, a woman I respect highly for her spiritual insights, came up and told me how much she appreciated the musical and how she felt that it was anointed.  I told her how it had been cute and we changed it because we didn't want to offend.  She just looked at me and said, Well, honey...cute isn't eternal!"  That was just what I needed to hear.  God blessed and we were able to carry the message to the people that prayer is needed before all things.  So, the emphasis was on God and prayer, not on Jehoshaphat going from fat to skinny.  


Another example took place at Ridgecrest, NC one summer during a Sunday School conference.  A short skit was performed each morning before the sermon.  It always went along precisely with the preacher's topic and the preacher would weave the drama into his sermons and refer back to them several times.  The drama itself portrayed a family.  The father was definitely domineering, the mother was fearfully submissive and the next-door neighbor was a little like Daryl and his other brother, Daryl.  A little dim witted.  


Any one of these characters could have been taken to the extreme so as to be offensive, but the way it was done, you actually felt sorry for the domineering husband and you clapped when the wife showed a little UUMPHHH and you found yourself leaning forward in an effort to help the neighbor get his thoughts out.  The husband was domineering without putting his wife down.  He didn't have dialogue like, "Come out here doormat and let me wipe my feet on you."  And his wife bore his ways gracefully.  (Archie Bunker and Edith come to mind.) But it was all in good taste and the point was well taken.  You have to be careful not to go overboard with the conflict. Still, it can be done so as to evoke emotion, awaken the senses and yet not repel and offend.

People Problems 


With drama you have to work with people and that means you are going to have differences of opinion on how things should be portrayed.  Different personalities see things, well, differently!  Sometimes people want to change your entire script. (Sometimes that can be a good thing. Remember, first you pray!) 

Sometimes the problems are logistic.  One example of a great skit called The Sin Box features a girl who comes out and sees a box sitting on the stage.  The box is labeled SIN and that is obvious to the people in the first three rows, but those in the back can't see what she is looking at.  They may try to see, but sometimes it can be so frustrating not being able to see what is going on that you just tune it out.  We don't want people in the audience tuning out what we feel God has called us to do, so I encourage you to look at what you are doing on stage from all areas of the congregation to make sure the greatest impact is felt.


Another frustration is that of not being able to hear what is being said.  I did a skit one Sunday morning and I asked a teenager to help.  Her part was to walk across the stage shouting, "HELP ME, HELP ME, HELP ME!"  However, when she walked across the stage her "HELP ME" was barely a whisper.  I was on stage with her and could hardly hear what she was saying.  So, the skit lost a great deal of it's effectiveness. 

The reason behind the problem was two fold.  First, I did not demonstrate to her what I wanted.  I just told her to walk across the stage and say LOUDLY, "HELP ME."  When I told her afterward that she needed to be as loud as she could she said, "Oh!  I thought I was being SO LOUD!  It was louder than my normal voice."  I needed to work with her in the area of voice projection, hearing her own voice on stage and demonstrate to her my vision for the skit.  My failure to do so resulted in a lame performance. Second, I had never asked this teen to work with me before.  I just assumed she could act and I did not call for a practice.  Big mistake.  You need to practice and you need to let the actors know what you expect from their performance.

I now have in my drama notes, a list of people whose dramatic talent is evident to all.  I have asked each one of them if they mind me calling on them at a moment's notice.  Some are comfortable with impromptu drama, some are not.  Those who are, I can feel free to call on at the drop of hat and since I am aware of their ability, those dramas usually are a success. Those whose talent needs a little more coaching, I save for times when I know we will have time to practice. 

SOURCES OF DRAMA

There are hundreds of resources available for you. The Internet is full of resources and even has sites that you can access that give FREE scripts.  There is also a site where you can go in and pick a TOPIC that you are looking for and find a skit that goes with that topic or the site will give a BIBLE reference that you want to use and you can find a skit that fits.  There is a site that has a place where you can post a question, such as, "Does anyone out there have a skit dealing with depression?"  And you will receive email from people who have something available for you.  

The Internet is a wonderful tool.  All you have to do to access these sites is go to a search engine like yahoo.com or dogpile.com and type in Christian Drama and it will take you to just about everything you need from writing your own scripts to providing skits for you.  

I will add a word of caution...you do have to be careful because the net allows anybody to access it.  So, before you use a script, make sure it glorifies God.  I went through about ten scripts before I found one that I thought was good enough to use.  There wasn't necessarily anything wrong with them, they were just poorly written!  Some of the scripts require a fee, but a lot of them are free, or they can stimulate your brain to allow you to write a skit on your own.  

There are Christian drama books in most Christian bookstores.  They cover just about everything you need to know about drama, from writing your own skits to producing your own play to forming a great drama team.  There are workshops you can attend (check out Willow Creek online  www.willowcreek.org) and other churches have performances that you can attend.  There is a church near Ft. Campbell that has a huge billboard up and announces when they will have a play or drama production.  I often try to attend and see what the Lord is doing through drama at this sister church.  If you can, invite an unsaved neighbor and take them to a play.  Then pray and watch what God does through His tool of drama.  Drama-Attachment A lists some helpful resources

Arise, pray and BE DOING!
BREAK A LEG, SISTERS!

The use of drama within your PWOC can be an incredibly effective method of getting across Biblical truths.  It also allows women to use their God-given talents within the ministry while making Biblical characters and Biblical truths come alive.

Drama does not have to be “dramatic” in order to be effective.  It can also be comedic.  In fact, giving women a reason to laugh at some of their flaws is a good way to make them realize that they have some things to work on.  Nor does drama need to last a long time.  In fact, a 5-minute skit may be far more effective than a long play because it makes its point concisely, without allowing the audience’s attention to move to other things.  

Resources

The Internet!

Church Library

Christian Bookstores
Watching sister church productions

Select Scripts Volume 1 and 2  by Paul and Nicole Johnson
Spontaneous Melodramas published by Zondervan
More Fun with Drama by Naomi Mitchell
Act It Out by Randy Ritz
The Works Isaac Airfreight by Dan Rupple and Dave Toole
The Best of the Jeremiah People Compiled by Jim Custer and Bob House
Drama For All Occasions Compiled by John LeeWelton
Super Plays for Worship and Special Occasions Published by Group
Actors Not Included 303 Scripts for Church Drama by Matt Tullos (this is a CD ROM for the computer)
The Complete Guide to Church Play Production by Lewis, Andrews and Kobler
Drama Ministry by Steve Pederson

For information about Drama Festivals and Worship Conferences contact Christy Haines, Drama Consultant
Lifeway Christian Resources
877-CH-DRAMA churchdrama@earthlink.net.

Drama-Attachment A


How to Do Tea and Testimony

WHAT IS TEA AND TESTIMONY?

Let’s have a tea party!  The very words may bring back wonderful memories of dressing up as little girls to have tea with friends and to share stories.  Tea parties are a wonderful time for girls and women alike to nestle on a hat, adorn our favorite sundress, and encourage each other’s hearts with fellowship and fun.  Think of the marvelous times you have had with someone who came with a listening ear and an open heart.  A wonderful way to bring together the women of the chapel is a time of Tea and Testimony.  When we reach out to one another as women, each of us having had victories and struggles in our lives, barriers come down and we are all on level ground at the foot of the Cross.

WHY HAVE TEA AND TESTIMONY?

Having a Tea and Testimony time for your chapel can be an exciting opportunity to reach out to the various women’s groups that may be represented at your chapel.  This is an effective and fun way to reach out to all the women of the chapel, bringing us that much closer to our goal for unity in PWOC.

WHEN IS A GOOD TIME FOR TEA AND TESTIMONY?

This can be in place of a program, during an evening, or a Saturday morning.  A morning within the 10:00 a.m. to 11:30 time frame works very well.  Saturday is ideal, as it allows women who work the opportunity to attend.

WHO DO WE INVITE TO TEA AND TESTIMONY?

Extend an invitation to the different women’s groups at your chapel for a Saturday morning.  For instance, there may be a separate women’s group for the Gospel service, or a PWOC that meets at a different time.  Invite these groups to join you.

HOW DO WE PLAN FOR TEA AND TESTIMONY?

Have the women bring tea cookies, finger sandwiches, muffins, or the like and their favorite mug or teacup.  Make sure everyone knows to dress up.  Hats are fun!  This is a tea party!

Ask someone to serve as moderator.  This person will introduce the women before they give their testimonies and direct the schedule.  In advance of the Tea and Testimony, ask for 2 women from the Gospel women’s group (or other group you have invited), and 2 women from the PWOC to gie their 5-7 minute testimony.  Now you have a total of 4 testimonies.

The Schedule

This is a suggested agenda.  Adjust it to the time you choose to begin.

	10:00
	Invite the women to come together to begin the morning.

	10:05
	MIXER:  Ask each woman to share with the woman to her right what is special about the teacup or mug they brought.  You will often hear that it was their Grandmother’s teacup or a mug that a best friend gave them.  Have the moderator ask for  a few of the responses to share out loud.

	10:15
	Praise and Worship – Make sure the songs are about unity and the family of God; i.e., I’m So Glad I’m a Part of  the Family of God, We are One in the Spirit; We are One Body, etc.

	10:30
	Opening prayer and introduction of first Testimony speaker.

	10:35-10:45
	Testimony 1

	10:45-11:00
	Testimony 2

	11:00
	Introduction of third Testimony speaker

	11:00-11:15
	Testimony 3

	11:15
	Introduction of fourth Testimony speaker

	11:15-11:30
	Testimony 4

	11:30
	Close with prayer.  Sometimes it is a blessing to open it up for corporate prayer.  Allow the women a season to thank the Lord for the wonderful unity we have in Christ.

	11:45
	Sing one of the songs that introduced the time together.  “I’m so glad I’m a part of the family of God…” is a good song to close out the time together.


The Result:  

Togetherness, encouragement, and acceptance


How to Lead a Bible Study

THE STRENGTH OF OUR MINISTRY

Bible study is an essential part of PWOC.  The strength of our ministry is in the study of the Word of God.  The importance of studying God’s Word is stated in the Aims of PWOC.  “To Teach women the history, beliefs, and programs of the church all built on a solid foundation of worship and Bible study.”

This passage describes a lifestyle of obedience to God’s Word. At PWOC there needs to be an environment that encourages digging into the Word.  It is to be a JOY and a delight!

It is contagious when the Bible study leader loves the Word.  We do what we value; when there is high value placed on the Bible, then women will want to join Bible study and be regular participants to partake of the life-changing principles found in the Bible.  


2 Timothy 3:16, 17 says, “All Scripture is given by inspiration of God, and is profitable for doctrine, for reproof, for correction, for instruction in righteousness, that the man (or woman) of God may be complete, thoroughly equipped for every good work.”

“Inspired” comes a Greek word meaning “God breathed.”

Note that the scriptures are profitable for five important “works of the Word.”

· Doctrine or teaching

· Reproof or rebuke (conviction of sin)

· Correction

· Instruction in righteousness

· Equipping

HAVE A P-L-A-N

In order to have a purpose-filled Bible study, you need to have a PLAN.

P – Pray and Prepare

Prayer is crucial.  Your prayer life is enhanced as you teach.  Pray Ephesians 1: 17-18 for yourself and your Bible study participants.


Spend time each day praying for the women in your Bible study.  Remember that the Holy Spirit is our Teacher.

Prepare

Ezra 7:10 states that “Ezra had prepared his heart to seek the Law of the Lord and to observe it and to teach statues and ordinances in Israel.”  Ezra prepared his heart to study God’s Word and he was purposeful in obeying the Word as well as teaching the Word.  In other words, Ezra prepared his heart to Study, Practice, and Teach.  Because Ezra prepared his heart it says, “the good hand of his God was upon him.”  Ezra 7:9

As a Bible study leader make sure that you are prepared ahead of time.  Working on lessons in advance gives you time to be well prepared and time for the Holy Spirit to reveal more truth to you. Start ahead of time and make sure that the day after you have taught the Bible study, you begin working on what you are going to share for the next week.

Prepare the “extras” that will add meaning to your study, such as:  

· Treasures (such as book marks, verse cards and chocolate!)

· Table cloths or table toppers

· Tissues

· Folders to keep the “extras”

· Roster for the class

Realize that extras are just that, extra.  They are optional or they can be opportunities for someone else in your Bible study class to serve.

Consider a Bible study covenant.  Some studies lend themselves to a deeper need for commitment.  Completing the homework assignments and consistent attendance enhance the effectiveness of a Bible study.  Asking the women to commit to completing the homework and regular attendance is not asking too much.

L- Lead

Know that you are “called for such a time as this.”  A Bible study leader who is confident of her calling will help make for an orderly and organized Bible study.

Consider having a “Care-group” instead of just a Bible study.  Care groups have been very helpful in keeping women connected to their small group.  In  the Care-group, women are nurtured and their needs are met.  Emergency meals, celebra-ting birthdays and other special occasions all take place in the Care-group.  

Joseph Northcut states in Transformed Lives:

· Avoid dominating and controlling the group

· Encourage group participation

· Ask simple and clear questions

· Deal with difficult questions honestly

· Keep discussion Bible-centered

· If you allow tangents, make them work for you!

· Take advantage of silence.  Sometimes it is good to have pauses in the conversation.

· Don’t force conversation.

· Don’t allow a particularly verbal person to monopolize the group discussion.

A-Administrate

· Make a roster with names and phone numbers.

· Pray for a “right hand.”  The Bible study leader needs to focus on the Bible study preparation.  It is helpful to have someone in the Bible study to call women with the announcements or if they have been absent.

· Be a good steward of TIME!  Start and end on time.

· Have a lesson plan!

· Have an icebreaker or opening question that braids in with your lesson.

· Have a plan to handle prayer requests.  Try a basket with papers that women can write down a request and then pick out one to keep in prayer.  Consider a prayer notebook to write down the requests and the answers.  Make sure that you have a plan so that the prayer requests don’t take the whole time).
N-Nurture

· Be aware of your own eye and body language.  Try to maintain eye contact and maintain relaxed arms and body position.

· Be accepting of tears and emotions.  “It’s OK to cry.”

· Accentuate the positive.  “Thank you for sharing.”  Try to end every Bible study with a positive thought or scripture.

· Allow women personal space.  We are not here to fix but to understand.  God’s the One who changes women.  When women share a problem it is best not to offer advice unless they ask for it.  It is OK to share an issue and not have everyone in the room try to fix it.  Just thank her for sharing and affirm her and only offer solutions if she asks for them.  The Word of God will answer her!

· Befriend your Bible study group members.  Laugh, play, and get to know your group.

ASK FOR HELP!

We need the Body of Christ.  We are here for one another.  If you are struggling or are in need of any help for your Bible study, do not hesitate to ask for help.  God has placed people around you who will pray with you and who will support you!  ASK!  As a Bible study teacher, you need support and prayer!  Talk with your Spiritual Life chairperson.  She will help you!  We are workers together for Christ!


How to Do A Needs Assessment

NEEDS, VISION, AND GOALS

The needs of the women in your group, compounded with the vision God has given your board for the group should determine the goals that you set and the methods you use in reaching those goals.  

The type of Bible study, program, praise and worship, and even fellowship you offer depends on the women you have in your group.  We are a diverse group, coming from a wide range of Protestant and other congregations.  Besides the tremendous diversity that already exists, we are all in different  “seasons” of our lives.  We are new wives, young mothers, moms of teens, empty-nesters, wives of seniors, widows and even divorcees and single women.  Also, we minister within a military community, which means that our group can change even from month to month.  Finally, despite our ages, we can be in very different places in our spiritual journeys.

BIBLE STUDIES AND PROGRAMS

For example, if you have a large number of new mothers in your group, it might be the time to offer a Bible study or program on parenting skills.  If your group is mostly empty-nesters and widows, there might not be much interest in a Bible study on parenting, but it might be a good time to offer studies and programs on mentoring, discipleship, or other topics pertinent to those age groups.  New wives might be interested in marriage studies and even studies on how to extend hospitality.  If there are a significant number of new Christians in your group, you’ll want to make sure you have at least one study – some “spiritual milk” that helps them to grow in their faith.  They might not know what to do with a Precepts class.  Likewise, if most of your group is spiritually mature women, you’ll want to make sure that what you offer provides them with the “spiritual meat” they need.  If you have single women in your group, you might offer classes on a wide variety of topics such as being a woman of holiness or living as a Christian single.  

Because it is seldom that you will only have one group of women in your PWOC, it is wise to look at all the circumstances within the lives of your women and try to offer a variety of studies and program topics.  While meeting the needs of one group, you don’t want another group to be left out.

PRAISE AND WORSHIP

The music that helps bring women into worship may change depending on their age and even their spiritual background.  Older women may (though certainly not always) be distracted or feel left out if the entire praise and worship segment consists of only contemporary songs.  However, if you can mix in some hymns or older praise choruses with the newer songs, their needs are met.  Likewise, if your praise and worship consists only of hymns and older songs, the younger women may be frustrated and even bored.  A variety of different types of music may be the answer.  

It is possible to bring women into an attitude of praise and worship while gently introducing them to other styles of music.  However, if we are not aware of existing attitudes and proceed to deluge them in styles that are foreign or distasteful to them, we have not met their need and perhaps have injured our ability to do so in the future.

FELLOWSHIP

We should not underestimate the importance of fellowship in PWOC.  While some women come primarily for Bible study, others for programs, and others for praise and worship, there are many women who come first simply because they are lonely and feeling unconnected to the people in their community.  They will certainly be ministered to by Bible study and other areas of PWOC, but first they need fellowship and relationship with other women.  

Therefore, it is wise to look at how you do fellowship within your group.  Again, this should depend on needs of the women in your group.  Perhaps, you may even need to offer it in a couple of different ways to meet unique needs within different groups.  For example, if your group has a large number of mothers of kindergarten children whose school ends at noon, it will be ineffective if you only offer fellowship after the Bible studies end at 11:30a.m.  They   won’t get to stay.  However, if you start fellowship at 9:00 or 9:15, before the PWOC meeting begins at 9:30, they can come with their kids and have some time with other women before PWOC gets started.  Likewise, if you have a large number of mothers who are getting their children off at 9:00 a.m. for a full day of school, they may not make it for fellowship at 9:00 a.m., but are eager to stay after Bible study ends at 11:30 a.m.  Perhaps the best solution is to do it both ways.  You can have muffins and coffee available before PWOC and hors d'oeuvres and iced tea afterwards.

Medical concerns are also something to consider.  While you cannot provide everything for everyone, if you have women in your group who are diabetic, you can try to ensure that there is something sugar-free available for them to enjoy.  

YOU’LL KNOW

You’ll know when the needs of the women in your group are being met because you’ll see results:

· They’ll come back

· They’ll stay longer

· They’ll bring others with them
Conversely, if women are coming once or twice and then don’t return, if they dash out immediately after Bible study – or even linger, looking as if they are looking for something they’re not finding, perhaps PWOC is not meeting their needs as well as it could.  

NEEDS ASSESSMENT

One of the best ways to determine whether your PWOC is meeting the needs of its participants is to do a needs assessment.  Some examples are listed in Needs Assessment-Attachments A, B, C, and D.

IT SHOWS THAT YOU CARE

Just as it means something to each of us when a friend or family member does something for us that shows they paid attention to what we wanted or needed, it will mean something to the women of your PWOC if you take the time to get to know them… their problems… their circumstances… their needs.  It will show them you care.  They, in return, will want more of what PWOC has to offer.

Group Profile

Circle each category that applies to your group and indicate how many it applies to.

	Spiritual
	
	
	
	

	Seeker
	Babe
	Growing
	Backsliding or Wrong Focus
	Mature



	Home Life
	
	
	
	

	No kids
	Grown kids
	School-aged
	0-5 aged
	Single or geographic bachelor

	Work
	
	
	
	

	No work
	Part-time
	Full-time
	Home schooler
	Retired

	Generation
	
	
	
	

	Builders [1917-44 sacrificial; duty, honor, suffered]
	Boomers

[1944-64 Individualism; non-conformity
	GenXers [1965-78 Identify issues; likes groups]
	GenYers [1979-95 likes:  change, high-tech
	

	Personality or Gifts
	
	
	
	

	Leaders
	Followers
	Servers
	Creative
	Teachers

	PWOC Attendance?
	
	
	
	

	Programs only
	Bible studies only
	Any time anything is offered
	Dependent on activities at her installation
	Only social events due to limited English


Other spiritual or emotional areas observed:

Needs Assessment Attachment-A

	Descriptive Categories
	Possible Needs
	Primary Focus?

	Spiritual
	
	

	Seeker
	Gospel
	Evangelism

	Babe
	Milk
	Bible study

	Growing
	Meat
	Bible study

	Backsliding/Wrong Focus
	Milk and mentor
	Bible study and fellowship

	Mature
	Meat and mentoree
	Outreach

	Homelife
	
	

	No kids
	God-centered priorities
	Outreach

	Grown kids
	Significance
	Bible study

	School aged
	Parenting; need to receive
	Bible study

	0-5aged
	Sleep, parenting, adults
	Evangelism and Bible

	Single or geog. Bach.
	Inclusion, support
	Bible study, fellowship

	Work
	
	

	No work
	Contentment, prioritizing
	Bible study

	Part time
	Time management
	Bible study

	Full time
	Simplicity, refreshment
	Fellowship

	Home schooler
	Afternoon study, refreshment
	Bible study

	Retired
	Focused outreach, defined role vs. position
	Outreach

	Generation
	
	

	Builders
	Tasks; respect, role
	Inclusion, utilization of skill

	Boomers
	Lecture ok, application
	Dependence, dec. materialism

	GenX
	Belonging; group tasks
	Identity in Christ, group fellowship

	GenY
	Boundaries
	Shorter studies, repetition

	Personality & Gifts
	
	

	Leaders
	Focus, humility, opportunity to make a difference
	Far-reaching outreach; well-organized

	Followers
	Direction; team building
	Fellowship, big projects

	Servers
	Opportunities to serve
	Outreach; successful, small, meaningful projects

	Creative
	Bottom-up planning
	Evangelism; create innovative programs/retreats, teamwork

	Teachers
	Path for research; opportunity to teach
	Bible study; write new materials

	Attendance
	
	

	Programs only
	Fellowship
	Evangelism, Christ-centered; Fellowship, encouragement

	Bible studies only
	Nourishment
	Bible study; rethink role of programs



	Any time
	Fellowship, have high time commitment
	Involve all; utilize gifts

	Installation activity depend.
	Refreshment; priorities
	Serve; refresh and feed; compliment vs. complete

	Social only – limited English.
	Bible study simple; English or with ESL helps
	Offer ESL Bible study; include in responsibilities


Trends noted:

Note:  Everyone needs to be fed through studying God’s Word, but what to study and how to apply the scriptures to our families and our communities may necessitate some refocusing.  These are merely some suggestions for you to consider. 

Needs Assessment-Attachment B

Checklist for Effective PWOC Ministry

Take time throughout the year to evaluate how you are doing as a board.  Be aware of the following areas as you prayerfully plan and carry out the ministry of PWOC.  

Working Together for Christ:


· Board members and participants have knowledge of PWOC and its role in the chapel community.

· Long-range planning has taken place (“chart the course” …you are here..going to there.)

· A year long theme that is Christ-centered and Biblically based is a unifying factor in all the planned activities.

· Ministries and activities are built around the PWOC aims.  The PWOC aims are EXCELLENT tools to measure effectiveness on a continual basis.

· Ministries are balanced – efforts aren’t poured into only one area.

· Communication to the Body is effective.  “Tell ’em what you want them to hear and then tell them again.  Saturate the market!)

· Women are appreciated and thanked publicly and in print for their contribution to ministry.  Appreciation empowers (tangible rewards are important.  Find ways to say “thank you” with small inexpensive gifts, notes, etc.)

Working Together as a Board:

· Members are familiar with job descriptions/expectations (President needs to begin the year by sharing what the board can expect from her and what her expectations are of board members.  Be honest).

· Efforts of members compliment each other (pulling together, not apart).

· Communication between board members is effective.

· A system of accountability for board members is in place.

· Board meetings are focused and stick to agenda.

· Board members are actively involved in recruiting participants to reproduce themselves and train future leaders.

· Board members are enjoying being on the board!  It’s Fun (It’s not an elite clique but people looking in want to be involved).  Discuss how NOT to be a clique.

· Thorough evaluation takes place through prepared after-action reports.
Working Together With Chapel Staff:

· PWOC is integrated into Installation Chaplain’s total religious program; i.e., for the Army:  in the Command Master Religious Program (CMRP).

· Chaplain Advisor is informed and involved.

· Effort is made to minister to and to show appreciation for the chapel staff.

· Expectations and procedures of chapel is known and followed (reservation of facilities, room set-up, supplies, etc.)
Needs Assessment-Attachment C1
Working Together to Make It Work:

· Monthly meetings have a central theme that all areas support.

· Meetings are perceived to be welcoming through atmosphere and personal interaction.

· Publicity is effectively getting the word out in the community.

· Childcare exists and is seen as a ministry opportunity to both the children, and to childcare providers.

· Funds are being used in a wise and discretionary way.

· Board members support other PWOC activities, especially active membership in a Bible study.

Working Together with PWOC-USA:

· Members are aware of the regional/national PWOC connection.

· Members are informed and encouraged to attend conferences and training.

· Members are made aware of communication opportunities:  web-site/newsletters

· Quarterly reports are submitted in a timely manner.

Working Together – My Part:

(Source: Adapted from Victoria Robinson’s workshop:  Board Bonding Not Bondage)

· Support my local PWOC

· Pray for guidance in all her tasks

· Seek to achieve the deeper goals, values and purposes of my “calling” in a creative way.

· Analyze what has to be done (reflect don’t react).

· Obtain the material I need and study (I am prepared—follow through—model).

Do you READ what’s passed down to you?

· Consult my predecessor or Godly counsel to help.

· Select a committee to share the work.

· Have imagination and enthusiasm.

· Am slow to take offense

· Emphasize the good points of others instead of their failings.

· Seek to make my life a Christian example to others.



Needs Assessment-Attachment C2


How to Start a PWOC 

INITIAL STEPS

Pray (Psalm 127.1a)  

See God’s will in establishing a PWOC.  Start on your knees!  (Ephesians 1:17-18)

Seek a prayer partner. (Ecclesiastes 4:9)

Seek out Titus II women in chapel for wisdom and support. (Titus 2:1, 11-14).

Meet with the Chaplain

Meet with the senior Protestant chaplain at your installation.

Ask the chaplain what his vision is for the women in the community and chapel congregations.

Share your vision.

Pray together.  Be in agreement.

Meet for Prayer
Advertise for women who have an interest in starting a Christian women’s fellowship to come for prayer.  

Meet regularly/weekly for prayer as you seek the Lord’s will.

Survey the Chapel Women

Sunday 1 & 2..  Advertise the purpose of the survey and the dates it will be done.  Research the installation’s childcare policy.

Sunday 3 Conduct a survey in all Protestant chapel bulletins.  Ask questions such as:

Are women interested in meeting for prayer, Bible study, fellowship, etc.?

What should occur; when should it occur; where should it occur?

Are the needs of active-duty military women being considered?

Sunday 4   Publish the survey results in all the Protestant Chapel bulletins.  

Based on the results, plan an initial prayer/Bible study/fellowship meeting within the next 2 weeks.  Provide childcare information.

THE SEQUENCE

The sequence of dynamic, Christ-centered steps in organizing a PWOC have come about in this order:

1. Weekly prayer meeting often leads to

2. Weekly Bible study, which often leads to

3. Outreach, which often leads to

4. Monthly fellowship meetings with inspirational speakers, which often leads to

5. Special programs (i.e. mother-daughter banquet, Secret Sisters), which often leads to

6. Annual women’s chapel retreats, which often lead to

7. Annual regional/national PWOC fellowship and training opportunities.


How to Start a Bible Study

PRAY

Seek the Lord first, on your own or with a friend.  Pray for God’s will.  Ask the Lord for direction and for a leader for this study.  (Eph. 1:15-19; John 15:17; Phil 4:6-7; II Chronicles 7:14-16.


Purpose 

Why would you want to start a Bible study?   The purpose for a Bible study is to equip, edify, encourage (correct in love) and build up the Body of Christ (Eph. 4:11-16).

Advice


Seek the advice of leadership (i.e. chaplains, PWOC leadership, spouse, friends).  

Inquiries

Survey others who would like to join you.  Be inclusive.  Procure the Resource List from the PWOC website to help you choose Bible studies and speakers.

Place, date, and time

If you are hoping to use the chapel, ensure that you fill out the appropriate forms.  You must arrange to have the date and time scheduled on the chapel calendar of events with the Chapel Manager or Secretary.  Remember that he or she does not work for PWOC.  Come together in one place and in one accord.

Structure

Each study should begin with prayer (asking for the Holy Spirit to guide the study), announcements, praise and worship, study, then close with prayer for the needs for participants, and thanksgiving for what the Lord has done.  The study will run smoothly and timely if the above areas are prearranged.  

HOW TO START AN EVENING BIBLE STUDY



Purpose

· To share the Spirit of the Living God and encourage spiritual growth.  

· To accommodate Protestant women in the chapel community who are unable to attend daytime Bible studies.

Steps

1. Address the need for having an evening Bible study with the PWOC President.

2. Conduct a survey at all Protestant services to assess the desires and needs of the PWOC community.

3. Compile all information received from the study to select the best day and time to hold the weekly study.

4. Complete and submit a facility request form to the chapel management staff to secure the meeting room.  Indicate the weekday and time at which the meeting is to be held and a point of contact.  Let them know this will be a recurring meeting which needs a meeting space.

Note:  The Bible study should ideally be held in a chapel multi-purpose room where there is easy access to audio-visual equipment and other religious materials/teaching aids, when required.

5. Select a Bible study teacher.  (Students may better identify with the teacher if she also works outside the home)

6. Select a Praise and Worship leader/group to help ease the pressures of the day and free the participants’ spirits to focus on God.

7. Select a member of the group to represent the Bible study at the PWOC board meetings.  This person is able to disseminate information to the Bible study from the board to members who would otherwise not know what is going on in the chapel community.  This person is also responsible for submitting the study’s request before the board for approval and funding, if required.

8.  Try to limit the time for the study to no more than 2 hours.  Release everyone immediately after study to go home. 

How to Create a Chapter Handbook

The purpose in compiling a yearly handbook is two-fold:  to distribute information to the women of the chapel about ministry opportunities of PWOC, and to aid the local PWOC board in pre-planning the year’s activities.  Every local PWOC will have different ideas as to what to include in its yearly handbook.  Some PWOC’s may choose to have a brochure rather than a formal handbook.  It is wise, by publicity of some manner, to allow the PWOC members to anticipate the year’s activities and to plan their involvement ahead of time.  Traditionally, handbooks are available before the fall Bible studies begin.

The following are some suggestions as to what might be included.    An asterisk indicates a strongly encouraged suggestion.

Cover

Identify the local PWOC  (military installation) and the year.  The cover should also include the national theme and logo for the year.

Inside Cover

This should contain a description of the logo’s symbolism – i.e. the meaning of the colors and the graphic components.

Inside

Inside, the booklet might contain:

· Table of contents

· Letter from the local PWOC President

· Purpose and goals of PWOC

· A listing of the PWOC’s current board members, including contact phone numbers (ensure that each person has filled out a release form that allows her information to be printed)

· Description of planned PWOC Bible studies

· Detailed listing of scheduled events:  i.e. programs /general meetings for the year (this listing should include the date, time, place, and topic of the program) and days that PWOC will not be meeting because of holidays, school holidays, etc.

· Other events (rallies, World Day of Prayer, National Day of Prayer, Training Conferences, Retreats, etc.)

· Description of all outreach opportunities in which the local PWOC is involved.  

· Protestant chapel information (installation worship service times, Bible study opportunities with contact names and phone numbers, chapel phone numbers, and fellowship opportunities).

· Map to the installation chapel and PWOC meeting site

· Childcare arrangements
· Bad weather policies

How to Select and Install Leadership 

The process for selecting leadership for each level of PWOC is detailed in IIC of Sections 1.2, 1.3, and 1.4 of The Operating Procedures and Guidelines.  The following attachments provide a sample Request for Consideration, letter from the Leadership Selection Committee to the Candidates, a sample cover letter to the Leadership Selection Committee members, a sample newsletter article, and a sample ceremony for installing new officers.



Name

_________________________________ 

Address

__________________________________

Telephone
__________________________________

E-Mail

________________________________________

To the PWOC Leadership Selection Committee:

I, _________________________________, am responding to the call God has 

laid on my heart to offer myself in His service on the Executive Board of PWOC-USA.  

I understand that in order to serve on this board I must:  (please indicate that you meet 

these requirements by placing your initials  in the space provided.)

           _______ I am a female active-duty service member, active-duty National Guard,

                          or active-duty Reservist, or the wife of an active-duty service member, 

                          National Guard, or active-duty Reservist.

           _______ I am an active participant in a military chapel.

           _______ I am an active participant in my local PWOC, according to the definition 

                          of PWOC Membership outlined in The PWOC Heart and Hand – USA, 

                          Operating Procedures and Guidelines:

Those women who regularly attend PWOC meetings and gatherings 

(meaning that they are present at a majority of these meetings and 

gatherings) will be considered active participants.

           _______ I am known to be devoted to God and dependent upon Jesus Christ for

                          guidance.

           _______ I am known as one who possesses resourcefulness, sound judgment, 

                          humility, and respect for others.

           _______ I am known as one who is able to make and carry out plans, and to 

                          persevere with God’s work.

           _______ I am certain, if married, of my husband’s and family’s affirmation and 

                          support for my application.

           _______ I understand and appreciate the diversity of PWOC.

           _______ I know of the history of PWOC and have a personal history 


with PWOC.

           _______ I possess strong verbal and written communication skills. 
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Please answer the following on separate sheets of paper.

1.
Explain what PWOC means to you personally.

2.
Explain how God has been preparing you for service on the PWOC – USA 

Executive Board.  Please indicate any previous experience with PWOC 

or other ministries within the chapel. 

3. Besides PWOC and other chapel ministries, explain what job or volunteer experience you have that would help prepare you to work on the PWOC -USA Executive Board.

· Do you have any job, volunteer or special family commitments during the next two years?

· Which chapel do you attend?  Do you attend a Worship service at the chapel? Do you have the support of your local installation chaplain if you are selected to serve? (you may need to use the resources of the chapel, such as mailing, telephone use, copying, office supplies, etc.)

· If you are married, do you have your husband’s support and encouragement to seek a position on this board?  Tell us about your family.

· Explain your understanding of your spiritual gifts, your calling, and your concept of servant-leadership.  

· For which board position(s) would you like to be considered? (President,

1st Vice-President – Conference, 2nd Vice President – Traveling Training, or Secretary)  Why?  Would you be willing to serve in any other position?  

· Do you understand the position responsibilities in the PWOC Heart and Hand?

· What computer skills do you have?

· What is your vision for the future work of PWOC and of this Executive Board?

I am providing:

·   An endorsement by letter or e-mail from a Chaplain who has seen me in a 

     
 leadership position.

·   The name and phone number of a PWOC leader who will recommend me 

 for a Board position. (I authorize you to contact the following)





Name___________________________________________


Phone # _________________________________________

·   Answers to the questions listed above.

Signature __________________________________________  Date ________________ 

Please return postmarked NLT October 15, 2002 to:  (greatly preferred)

Send to:

Or:

Hand deliver above information to Fall Focus

NLT ________________________ to: ______
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Sample Letter from Leadership Selection Committee to Candidates


Leadership-Attachment B

Sample Cover Letter to Leadership Selection

Committee Members


Leadership-Attachment C

Sample Newsletter Article


Leadership-Attachment D

Sample Ceremony for Installing New Officers
Materials needed:  a single rose for each person participating (both incoming and outgoing officers)

A candle for each of the incoming officers plus one candle (already lit and placed in the middle of a table nearby.  Each person will light her candle from this one).

As the installation begins, a designated person passes out the roses to each participant.

The person(s) responsible for the installation begins:

“Many times you will have to become this rose in this desert land, giving encouragement in the midst of possible despair, lending strength in the midst of your own weariness, and adding beauty to what would become a spiritually parched land.”

“However, once you allow your rose to blossom and spring forth, its beauty shall overshadow the bleakness of even the most formidable wasteland.  It shall become the spark that will kindle into hope, ignite into joy, and blaze into revival.  Just as each petal of this rose is velvet soft to the touch, so let the softness and gentleness of your spirit, unique in its womanhood, permeate all your activities.  As its fragrance is sweet to your nostrils, so let the sweetness of the Holy Spirit guide you in every direction.”

“As this rose’s stem gives strength and its thorns lend protection against offenders, so let the power of Almighty God strengthen you and His armor protect you as you carry out your duties.

Finally, as a rose’s majesty is not its own, but a work of God and a faint reflection of His perfection, so let God be glorified in all you say and do.  May your work the whole year long not merely boast of man’s aims, but reflect the brightness of Jesus Christ Himself.”

Go to the candle and say, “This candle represents our light which is Jesus Christ our Lord.  You are the world’s light – a city on a hill, glowing in the night for all to see.  Don’t hide your light!  Let it shine for all, let your good deeds glow for all to see, so that they will praise your Heavenly Father.”  (Matt. 5:15,16)

Charge to outgoing officers:  “You have served faithfully and well for the past year as the leaders of the ___________(chapter or region).  You have given much, and you have received much.  I now challenge you to search your life and circumstances for ways of putting to use the knowledge and skills you possess.  Just as you have adjusted to various responsibilities in the past, so the future holds holy and exciting adventures for those bold enough to step out and serve in the community and church.”

Charge to incoming officers:  “You have been chosen to lead the ladies of the _________________ (name of the local PWOC or region), giving of yourself unselfishly, 
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and with an open heart and mind.  You are set apart, not for glory but for labor.  You are set apart not for honor, but for toil?”

“__________________, as President, you have been set apart by these women and by God to do what is in His plan.  You are set apart not for glory, but for service; not for honor, but for toil.  Two precious gifts are yours:  the grace and love of our Lord, Jesus Christ, and a specific task in the Church, His body on earth today.  Do you accept your duties as President of (name the local PWOC or region) and offer yourself as a living sacrifice to God, pleasing to Him and dedicated to His service?  Is so, say, ‘I Do.’ “
Light Candle

“_____________________, as 1st Vice President, Programs, it is your duty and responsibility to assist the President and act in her place whenever necessary.  You should be prepared to assume the office and responsibilities of the President, should she no longer be able to perform your duties.  Additionally, you will plan and implement monthly programs that will inspire, encourage, and grow the women of this organization in the grace and knowledge of our Lord, Jesus Christ.  Do you promise to use your different gifts in accordance with the grace God has given you?  If so, say ‘I DO.’”

“_____________________, as 2nd Vice President, Spiritual Life, it is your duty and responsibility to set the spiritual tone for the ___________________(name of the local PWOC or region) by providing opportunities that will inspire, encourage, and grow  the women of this organization in their spiritual development through prayer, devotions, and Bible study.   Do you promise to remain in Christ and to use the knowledge and experience with which He has blessed you to impart spiritual fruit to this organization?  If so, say ‘I DO.’”

Light Candle

“_____________________, as Secretary you shall keep all records of the meetings and write correspondence whish does not require an answer by the President.  Will you accept these responsibilities and promise to serve the Lord with a heart full of devotion in carrying them through?  If so, say, ‘I DO.’” 

Light Candle

“______________________, as Financial (Liaison for regions, Secretary for local PWOCs) you shall be responsible for keeping the financial records and for helping to determine the financial procedures for the group.  Will you accept these responsibilities and promise to serve the Lord in this manner with the highest level of integrity and wisdom.”  If so, say ‘I DO.’”

Note:  If there are any additional officers they should also be installed now.  Write a suitable charge in keeping with heir particular responsibilities.  Committee chairpersons may also be installed at this time, either as a group, or by individual charge in keeping with particular tasks and responsibilities.

“As you take up your duties, keep in mind the advice of Paul in the 12th chapter of Romans:  ‘For because of 
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God’s gracious gift to me, I say to all of you:  do not think of yourselves more highly than you should.  Instead, be modest in your thinking, each of you judging himself according to the amount of faith that God has given him.’”

 “Will all the participants of the (name of the local PWOC or region) please rise?”

“It is the responsibility of each of you to see that your new officers are supported in the work of the (name of local PWOC or region).  The PWOC motto is, ‘We are Workers Together for Christ.’  You will be asked to perform many tasks which will contribute to the functioning of the whole body.  As you share in this work, will you foster love and understanding within this fellowship?  You have great influence on those around you.  Will you promise to try to be a reflection of Christ’s love and devotion, safeguarding the reputation of Christ, which we hold in our hands?”

“If so, reply, ‘ I PROMISE’” Romans 12:3-11 may be read at this time.

Another person, such as the Chaplain Advisor, may be asked to give the closing prayer.
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Forms 

Attachment A – Request for Financial Reimbursement

Attachment B – Protestant Women of the Chapel Committee Report

Attachment C – Protestant Women of the Chapel After Action Report

Attachment D – Resource Product Form

Attachment E – Presenter’s Application Form

Request for Financial Reimbursement

National Board








Date of Request  ________________

ANFB-CH

MEMORANDUM FOR Fund Custodian

SUBJECT:  Request for Payment

1. Request for payment of $_______ to ________________ for services rendered on the following date(s);  {Date, service and amount per service must be itemized.]
2. Purchase Order Number/Contract Number:  ________________

3. My Social Security Number:  ____________________________

4. My Telephone Number:  _______________________________

5. Please mail my check to the following address:


Street or Post Office Box

                         
City


State


Zip


Contractor (Requestor) Signature

Reviewer’s Signature
PAYMENT WILL BE MADE WITHIN THIRTY DAYS OF RECEIPT OF THIS REQUEST.  DATE RECEIVED IN THE FUND’S OFFICE.

FB(CH)FL22

1 May 99 (Rev) Previous edition dated 1 Sep 98 is obsolete
See following page for explanation of reimbursable expenses
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Reimbursable Expenses

For Authorized PWOC-USA Travel

Steps for Reimbursement:

1. Completely fill out the “Request for Reimbursement” form.
2. On a separate sheet of paper, attach (stapled or taped) original receipts.  If you have more than one receipt, please number them and list them on the “Request for Reimbursement” form.  Please do not attach receipts to the back of the form.

3.  Make a copy of the paperwork for your records.

4. Mail original Request for Reimbursement and receipts attached to a separate sheet of paper to the appropriate Financial Liaison (Regional Financial Liaison for regional expenses, National Financial Liaison for PWOC-USA expenses).

5. Your check will be mailed to the address you indicate on the “Request for Reimbursement” form, usually within 2-3 weeks.
Note:  Please be very careful with your reimbursement check.  If the check is lost or torn up, you will be expected to cover the “stop check” charge (usually $25-$30).  Please also understand that reissuing another check is a major inconvenience.  Please take note of whether you receive the check.  Keep a copy of your paperwork until you receive the check.  When you receive your check, tear up your copy of the paperwork or mark it “received” or “paid.”
Items which will normally be reimbursed:

· Transportation expenses – air fare, gas expenses

· Meals while traveling or training

· Tolls

· Parking at airport garage or parking lot

· Lodging, if a home was not provided for you to stay in
Items which will NOT normally be reimbursed:

Tips
** Be sure to contact the appropriate Financial Liaison to make sure you know which items will be reimbursed
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PROTESTANT WOMEN OF THE CHAPEL

COMMITTEE REPORT
DATE:  

POSITION TITLE:

SUBMITTED BY:

PAST ACTIVITIES:

FUTURE ACTIVITIES:

LONG-RANGE PLANS:

FUND REQUEST:

PROBLEMS  OR  QUESTIONS  FOR THE  BOARD:
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PROTESTANT WOMEN OF THE CHAPEL

AFTER ACTION REPORT
ACTIVITY:

DATE/TIME:

COMMITTEE CHAIRMAN:

NUMBER EXPECTED:                        ACTUAL NUMBER:

DETAILS:  (please include:  What. . .When. . .How . . .Where)

WHAT WENT WELL:

WHAT PROBLEMS DID YOU ENCOUNTER:

SUGGESTIONS FOR FUTURE PROGRAMS OF THIS TYPE:

Signature______________________Date:____________________ 
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Presenters, Organizations, 

and Products 

A list of presenters  (speakers, musicians, dramatists, etc.), organizations from which helpful items may be ordered, recommended products, and recommended Bible studies and reading materials may be accessed through the “Resources” section of the PWOC-USA website at:
http://www.chapnet.army.mil/PWOC

You may also access the PWOC-USA website by searching for the Army Chief of Chaplains office and clicking on the PWOC link found there.


Privacy Act Statement 

For all rosters or other documents that include personal information such as addresses, phone numbers, or e-mail addresses, the following statement should be included:

“This roster is to provide information for social and ministry functions within the Protestant Women of the Chapel-USA.  Information furnished within this roster may not be openly disclosed to individuals not associated with PWOC-USA.”


PWOC Brochure 

The PWOC Brochure can be accessed from the PWOC-USA website at:

http://www.chapnet.army.mil/PWOC.




PWOC Heart and Hand USA


Procedures, Training Guides, and Resources


For Protestant Women of the Chapel -- USA








Come, for everything is now ready.  Luke 14:17








Local PWOC Boards


President				Financial Secretary


1st VP/ Programs			Appointed Positions


2nd VP/Spiritual Life		Committee Chairs


Secretary                                                 Chaplain Advisor





Regional Boards


Coordinator                    	Financial Liaison                            Assistant Coordinator 	Appointed Positions


Secretary			Chaplain Advisor





Executive Council


National Board


Regional Coordinators





National Board


Executive Officers      Appointed Positions


President		      Financial Liaison


1st VP/Fall Focus	      Prayer Coordinator


2ndVP/Training	      Titus II Advisors (3)    


Secretary		      Web Weaver


   Chaplain Advisor








Army Chief of Chaplains Sponsor





Armed Forces Chaplains Board








What constitutes a committee? Your committees can be one other person or several.  Committees may be for an entire year, a quarter, or even on a monthly basis.  The idea is to enlist and incorporate and INVOLVE women.





Without consultation, plans are frustrated, but with many counselors, they succeed.


Proverbs 15:22





To print individual sections of this manual: 


 Scroll through the manual until you come to the section you want to print.  


 Look  in the left hand corner of the toolbar at the bottom of the screen.  You will see the page number and section number listed as you scroll through the manual.  Notice that the section number listed on the toolbar may be different from the way the actual manual is numbered..  For example, Section 1.5 in Volume 1 may be shown as section 8 on the bottom toolbar.  This is because of the way the document is paginated.  Use the section number shown on the bottom toolbar when printing this manual. 


Click on  File on the toolbar.  


When the menu drops down, click on the Print command.  The Print window will appear.


On the left side of the Print window, click on the “Pages:” circle.  In the rectangle to the right of “Pages:” type the page number you want to print (p#) followed by the section number shown on the bottom tool bar(s#).  For example, page 5 of section 7 would be typed “p5s7.  To print a range of pages type p#s#-p#s#.  For example, p5s7-p15s7 will cause pages 5-15 of section 7 to be printed.


Click on OK in the bottom right corner of the Print window.  The document will begin to print.


In case of any questions, consult your Help menu.








In Luke 14:16-23, Jesus spoke of planning a special event:  "Jesus replied:  'A certain man was preparing a great banquet and invited many guests.'"











An important note here: Board meetings are NOT the time to plan programs.  This is a time for you to report your plans to board members, perhaps enlisting their help as it applies to their various areas of responsibility.








To INVOLVE women in the work of the Chapel in keeping with their interests and abilities.  





To DEVELOP in women the skills of evangelism, stewardship, and social service against a backdrop of personal spiritual development.





To TEACH women the history, beliefs, and the programs of the Church, all built on a solid foundation of worship and Bible study.  





To LEAD women to accept Christ as personal Savior and Lord.
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Be creative!  One PWOC chapter challenged the PMOC (Protestant Men of the Chapel) to a basketball game.  (PWOC participants served as referees, of course!)








From John Maxwell’s Developing the Leader Within You:





Believe in them --- that will encourage risk.


Show them --- that will build respect.


Love them --- that will strengthen relationships.


Know them --- that will personalize development.


Teach them --- that will enhance growth.


Trust them --- that will develop loyalty.


Expand them --- that will provide challenges.


Lift them --- that will insure results.








Formal method  (follows Roberts Rules of Order)





Only one question is considered at a time.


No one speaks until recognized by the presiding officer.


A motion is introduced by the words, “I move that . . .”


No one speaks a second time until all who wish to speak have spoken.


A speaker addresses her remarks only to the presiding officer.


When a question is before the group, it must be voted on before another subject is introduced.


After a motion is made, the mover, without the consent of the second, may withdraw the motion before the presiding officer presents the question for voting.


After a vote is taken, the presiding officer announces the result and question (business) it leaves pending.











Informal method 








A consensus of opinion is sought.


A question is raised and each person is given the opportunity to voice opinion.


After discussion, the President asks for majority of opinion on the issue.


Decisions are made always seeking consensus, rather than majority rules.


Decisions are recorded by the Secretary for reference by the present and future boards.





Therefore, as God’s chosen people, holy and dearly loved, clothe yourselves with compassion, kindness, humility, gentleness, and patience.  Bear with each other and forgive whatever grievances you may have against one another.  Forgive as the Lord forgave you.  And over all these virtues put on love, which binds them all together in perfect unity.  Colossians 3:12-14





Possible items to address at the board retreat include:





Express the need for open communication between all board members. Survey individual board members to decide the best method of communication to use (email, phone calls, written notes, etc.).  Keep the board informed on relevant matters.  This promotes a sense of unity and allows others to offer support when needed.


Discuss childcare needs.  Young mothers are reluctant to attend PWOC unless there is some type of care for their children. Meeting this need could be one of the major challenges for your group.  Accept the challenge 


Communicate the unique vision and role that the PWOC Aims are to play in the upcoming year.  Build the year on Bible studies, monthly programs and outreach. 


Help each board member set personal goals and goals for the ministry.  


Communicate the unique vision God has given you for the PWOC.  Proverbs 29:18 says, “for lack of vision the people will perish. “


Communicate what you expect from them regarding board meeting reports, after-action reports, etc. 


Assess the needs of your PWOC.  Ask, “What do we do well? On what do we need to improve? What are our goals for the next year?”  


Consider asking a mature woman to join you as an advisor. (Titus II model) 


Develop your calendar for the year.  This must be done in conjunction with your chapel’s calendar but you can get started at the board retreat.  Things to take into consideration regarding the calendar are: How many times will we meet in the summer? When is kick-off (the beginning of the fall semester), do we plan on finishing fall studies before Christmas? When will special program/general meetings be held? When are our children off from school? What will we do if school is cancelled due to inclement weather? etc.


Model for them commitment to the Lord and excellence.   











Each one should use whatever gift he has received to serve others, faithfully administering God’s grace in its various forms.  If anyone speaks, he should do it as one speaking the very words of God.  If anyone serves, he should do it with the strength God provides, so that in all things God may be praised through Jesus Christ.  To him be the glory and the power for ever and ever.  Amen.


	          1 Peter 4:10-11








Remember to speak the five most encouraging words in an organization: “It will make a difference.”  (John Maxwell)


Pray for them.  Pray for their personal spiritual growth, pray for their husbands and children, and pray for their service to PWOC. 


Send personal notes with encouraging messages.  Occasionally, small, inexpensive gifts may be appropriate. 


Spend time with them getting to know the ideas and plans God has given them for their particular job within PWOC.  Ask yourself, “How can I help them accomplish their goals?”  


Encourage them to get help whenever possible through committees.  


Love them the way Jesus does, “…always protecting, always trusting, always hoping, and always persevering.”  1 Corinthians 13:7








Like Barnabas, you have an opportunity to encourage these others as they serve.





PWOC AIMS:


To LEAD women to accept Jesus Christ as personal Savior and Lord  (through fellowship, Bible studies and general meetings, programs and special events).


To TEACH women the history, beliefs, and programs of the church, all built on a solid foundation of worship and Bible study (through Bible studies, programs, seminars, praise and worship).


To DEVELOP in women the skills of prayer, evangelism, stewardship, and social service, against a background of personal spiritual development (through board positions, devotion speakers, Bible study leaders).


To INVOLVE women in the work of the Chapel, in keeping with their abilities and interests (through outreach activities, board positions).











As you prepare to share, keep in mind an important aspect: “Let them see your heart before they see your hope.  People don’t care how much you see until they see how much you care.”  -- John Maxwell














John Maxwell, a noted expert on leadership, states that a vision is simply “a clear picture of what a leader sees his or her group being or doing.”





So, what is a vision?





“A vision is a guiding light to live by, 365 days a year.  It is the reason you go to work and the reason your organization exists.  A real vision gets tucked away in the mind, not the drawer; it shapes every thought and decision.  At the same time, a vision is a spiritual statement of one’s relation to God and the rest of humanity.  It is this very quality that makes it so relevant to our day-to-day experience; a true vision is a blueprint for daily action.”  


          --K. Blanchard, Vision Driven Leadership 








“Then the Lord answered me and said, “Record the vision and inscribe it on tablets that the one who reads it may run.  For the vision is yet for the appointed time; it hastens toward the goal, and it will not fail.  Though it tarries, wait for it; for it will certainly come, and it will not delay.”             --Habakkuk 2:2-3








May the favor of the Lord our God rest upon you.  And establish the work of your hands, yes, establish the work of your hands.  Psalm 91:17
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To print individual sections of this manual: 


Scroll through the manual until you come to the section you want to print.  


Look  in the left hand corner of the toolbar at the bottom of the screen.  You will see the page number and section number listed as you scroll through the manual.  Notice that the section number listed on the toolbar may be different from the way the actual manual is numbered..  For example, Section 1.5 in Volume 1 may be shown as section 8 on the bottom toolbar.  This is because of the way the document is paginated.  Use the section number shown on the bottom toolbar when printing this manual. 


Click on  File on the toolbar.  


When the menu drops down, click on the Print command.  The Print window will appear.


On the left side of the Print window, click on the “Pages:” circle.  In the rectangle to the right of “Pages:” type the page number you want to print (p#) followed by the section number shown on the bottom tool bar(s#).  For example, page 5 of section 7 would be typed “p5s7.  To print a range of pages type p#s#-p#s#.  For example, p5s7-p15s7 will cause pages 5-15 of section 7 to be printed.


Click on OK in the bottom right corner of the Print window.  The document will begin to print.


In case of any questions, consult your Help menu.
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Some program planners say some of their greatest inspiration comes in fabric shops!  Try fabric shops, craft stores, paper & party supply stores for ideas. 








*Decorative gift bags -- These are often found in various shapes or with theme-related print.  Fill with tissue paper, fabric squares, ivy, a plant-stick or skewer with a verse or theme-related object standing within.  Even brown lunch bags with fabric appliques (applied with Wonder-Under) can be charming country-style decorations.  Try cutting the bags to different heights with decorative scissors and arranging them in groups of three.


		


*Clay pots filled with tissue, plants, theme related items





*Present a theme to your board, PWOC Body, or committee asking them to bring in items appropriate to the theme, for instance: tea sets, clocks, old pictures, Noah's ark, sewing items, etc.  You may be amazed with what arrives!  Pull the various items together by having a unifying fabric square, doily, ribbon, etc. And ALWAYS throw in a sprig of ivy to complete the picture (!





*When purchasing things that can be used as centerpieces, think of things that can be used more than one time.  Wooden birdhouses, wooden fencing, clay pots, ivy, miniature wreaths, miniature straw hats, watering cans, etc. -- all can be used with different themes.  One PWOC program chairperson planned her entire year of programs based on what was already in the PWOC supply cabinet!  








Monthly programs are a great time to incorporate special musical talents that may be in your group.  Encourage women to share their gifts and talents at this time.








The program is over and your work is done…


NOT!
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In his book, Spiritual Leadership, J. Oswald Sanders defines the word “spiritual” as follows:


 


“Spirituality is not easy to define but its presence or absence is easily discerned . . . it is the power to change the atmosphere by one’s presence, the unconscious influence that makes Christ and spiritual things real to others.  








The Spiritual Life chairman is charged with the responsibility of providing opportunities for women to grow spiritually in the Lord.  She does this by using the PWOC aims as the basis for her activities.  These activities include:


Bible Studies—Selection of studies and teachers


Devotions—both at regular weekly meetings and at board meetings


Spiritual Growth Seminars





At some installations the Spiritual Life chairman might be responsible for:


Praise and Worship—or finding someone to lead it


Prayer Ministry


Retreats and other Special Events.








Consider these types of studies: 





Books of the Bible 


Inductive—i.e. Precepts 


Topical— i.e. Intimacy with  God, Parenting, Marriage, Lifestyle Management, Women’s Concerns, Prayer, Evangelism


Basics of Christianity  


Video studies











Why a Care-group?  Why not just a Bible study group?  Because women in PWOC come from many varied backgrounds—socio-economic and denominational.  Some are very young and some have years of life experience.  They come with a variety of experiences and needs.  But each of them comes with a need for the saving grace of Jesus Christ.  They come needing Him to make a difference in their lives here on this earth.  Father God created each one and loves them with an everlasting love.  





They come needing the strengthening fellowship of believers.  The world is a lonely place.  Our society has taught us that independence is our goal.  But, independence has left us with a sense of isolation.  Also, life is incredibly busy.  Women want to belong and be a part of something, yet busyness and isolation can get in the way.  In our busyness as leaders, these women can fall through the cracks without a purposeful way of including them. 














When communion occurs, when lives draw near to God and to each other, when they manage to emerge from their separate lives and take part in the shared live God intended—lives are changed, relationships grow and Jesus’ love is experienced.  











A care-group’s main focus is to study the Bible.  However, more time is spent on getting to know one another and in prayer than a normal study.  Prayer over specific needs is a must.  





Bible study leaders should:


Prayerfully prepare each lesson


Set up the room—decorations are a great-added touch and create a welcoming environment.


Greet members as they arrive


Lead the discussion while not monopolizing all conversation


Allow the Holy Spirit to lead—be sensitive to signs of God’s work in a person’s life and follow up with that person.  Allow them time to share.


Don’t be afraid of silence


Be an encourager—show a loving, caring spirit.


Be an active listener


Be ready to address specific needs a member may reveal


Begin and end on time











There is the age-old question of whether to close a study or not. You close a study sometimes because you run out of books and sometimes because the class size is too large.  If this is a concern:


Pray with the teacher about the number of ladies she can realistically serve, considering the room size, and facility for discussion


Consider trying to find additional teachers so that you can have more than one group


Plan to offer the study again


Try as best you can not to close the study.  If, God is leading a woman to take a particular study, do your best to get her in that study.


Allow women to change studies during the first few weeks, after they have prayed and still feel it necessary to change.





Giving a devotion is often the first time many ladies have the opportunity to share.  Be an encouragement to them.  Help them if necessary and they will see that God is faithful and they do have something to share that will encourage others. Let the Lord lead and be willing to take a chance on a first-timer—you never know how God is going to grow them.  








For example, at one installation, two weeks of Spiritual Growth Seminars were held during January.  There was a need to address several issues like journaling and quiet time, spiritual gifts, sisterhood, how to study your Bible, etc.  The sessions were entitled, “A Time for Joy”.  Decorations were clocks and timepieces.  Each week, there were 3 workshops that different ladies in the group taught.  They were broken down based on J-O-Y:  J-Jesus, O-Others, Y-Yourself. 





Week 1                                                                          Week 2


J—How to study the Bible                                          Names of God


O—Sisterhood                                                             One-Anothering


Y—quiet time and journaling                                    Spiritual Gifts





The first week ladies were placed in three groups and attended each workshop.  The second week, ladies could choose one workshop to attend.  
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Praise the Lord, O my soul, and forget not all of his benefits.-- Psalm 103:2








Minutes should contain: 





name of chapter, 


date, time, location and type of meeting, 


business discussed, 


decisions made, 


names of people accepting future responsibilities or tasks, 


dates to be noted and deadlines set, 


signature of person preparing the minutes.  





Try to take advantage of technology whenever possible.  For instance, submitting the minutes to the President for review can be done by e-mail if both the Secretary and the President have the ability to send and receive attachments.  
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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.








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.





Freely you have received, freely give.


- Matthew 10:8








Chapter


6





In Genesis 18:1-8, Abraham is shown caring for his guests.


In Genesis 14:31-33, Laban is seen welcoming Abraham's servant.


2 Kings 4:8-10 gives us the example of the Shunamite woman who opened her home to Elisha.


In Matthew 10:9-15, Jesus commanded His disciples to shun any home which did not show them hospitality AND equated hospitable treatment of others with treatment of Himself.





Realize that ministering through hospitality has the potential for mutual fellowship and encouragement and for progress in the work of the gospel.





Realize that hospitality has an incredible potential for evangelism.  Often walls have to come down before evangelism can take place.  Many barriers have to be penetrated before the Gospel is heard. 





God Himself is the model host.  Psalm 23 describes Him as a gracious host who extends generous hospitality to me and treats me as His royal guest.  











Remember you are a daughter of the CREATOR of the universe.  His creative blood flows through your veins.  If you cannot come up with creative ideas to set a welcoming tone, then you can find creative ways to enlist those women who can.








Atmosphere can pique curiosity and make people think "I wonder what they'll do next time?" or "I can't believe they went to that much trouble for me!"  











Things to consider if you are responsible for weekly hostesses:





Line up hostesses well in advance.


Meet with hostesses to plan, if necessary.  Let them know what you expect. An expectation list to hand out would be helpful.


Call hostesses a couple of days in advance to remind them.
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For I was hungry and you gave me something to eat.  I was thirsty and you gave me something to drink.  I was a stranger and you invited me in.  I needed clothes and you clothed me.  I was sick and you looked after me.  I was in prison and you came to visit me… I tell you the truth, whatever you did for one of the least of these brothers of mine, you did for me.  Matt. 25:35-40.





Outreach is:





Sharing lives – not always with the initial purpose of giving an invitation for guests to receive Christ.


Hospitality that extends beyond your home (the Greek word for hospitality is defined as “love for strangers.”)


Expecting God to do great things as you reach out to others.


Focusing on relationships.


A natural overflow of Christ’s love for us and in us.  The love of Christ is what draws people to God.


A horizontal action based on a vertical relationship and communication.


Serving Christ by loving and caring for others, because when we do so to the least of these, we do so to Jesus.


A witness of the faith within us, evidenced by our love for Jesus and the person to whom we reach out.


A Christ-focused social agent where others do not have to embrace our faith in order to receive our love.


An opportunity to demonstrate what life in Christ is about, i.e. loving others and seeing positive changes in people and neighborhoods.


God’s message presented in a non-threatening, attractive way, to build relationships and allow for more direct sharing.








“I’m too busy” may really mean, “I am afraid,” “I don’t understand,”  “I feel inadequate” or  even “my priorities are out of  order.”  No matter how busy we are, each of us can do something, however small it may seem.





Now get up and stand on your feet for I have shown myself to you for a reason.  You are chosen to be my servant and a witness of what you have seen of me today, and other visions of myself which I will give to you... I send you to open their eyes, to turn them from darkness to light, from the power of Satan to God Himself, so that they  may know forgiveness of their sins and take their place with all those who are made holy by their faith in me.  Acts 26:18-20





This outreach demonstrates a love they may never have experienced.  It gives when the rest of the world takes.  People notice when we initiate a loving relationship.  – Vonette Bright





“This generation may be thoughtful, even hungry, but he or she is also cynical and cautious.  He or she has been lied to by the media, by politicians, and if he or she is a child of divorce, even by parents.  He or she will vigorously reject anything that smacks of hype or cliché.  We will have to walk alongside slowly and sensitively to gain a hearing.”  Jock McGregor








“Reaching out to women is often the first step in reaching out to husbands and homes for Christ.”





-- from Your Home, A Lighthouse by Bob and Mary Sisk





Such confidence is ours through Christ before God.  Not that we are competent in ourselves to claim anything for ourselves, but our competence comes from God.  2 Cor. 2:4-5





If any of you lacks wisdom, he should ask God, who gives generously to all without finding fault, and it will be given to Him.  James 1:5





Be strong and courageous.  Do not be terrified, do not be discouraged.  For the Lord your God will be with you wherever you go.  Joshua 1:6





Commit to the Lord whatever you do, and your plans will succeed.  Prov. 16:3





We are to God the aroma of Christ among those who are being saved and those who are perishing.  


– 2 Cor. 2:15








Behave yourselves wisely – living prudently and with discretion – in your relations with those of the outside world (non-Christians), making the very most of the time and seizing 9buying up) the opportunity.  Let your speech at all times be gracious (pleasant and winsome), seasoned with salt, so that you may never be at a loss to know how you ought to answer any one who puts a question to you.





“The Lord never told the world to go to the church.  He told the church to go to the world.”  Howard Ball, from The Joy of Hospitality





“If Christians corporately would begin to practice hospitality, we could play significant roles in redeeming our society.  There is no better place to be about the redemption of society than in the Christian servant’s home, and the more we deal with the captive, the blind, the downtrodden, the more we realize the Christian home is a miracle to share.”  Karen Burton Mains, from Open Heart, Open Home











Seek God’s will





Set Priorities





Check your motives





Strive toward God’s goals





Trust and obey the Lord





Serve the Lord fully





Let’s stop looking for  the harvest and realize the harvest is already here on our doorstep.  It’s the people who live around you, those with whom you work, and other acquaintances.


 -- unknown
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Information, such as areas of interest and gifting, desire for involvement, etc., can be invaluable when board members are building committees and when you are trying to incorporate people into the ministry.





When considering permanent nametags, think about the yearly theme and try to coordinate.  The yearly theme logo or banner will provide ideas.  





,


 Think about how you would like to be welcomed.  





It is a thoughtful gesture to have some sort of welcome memento to give out at this time.  Something like a magnet with a scripture, a bookmark, or even a pocket calendar with all of the PWOC information included, are possible welcome favors.  








The purpose of this effort is not to simply give a gift, but to show genuine appreciation for what each woman brings to the PWOC Body of believers.  Send them off with love and prayers so that the next part of their journey will be blessed.
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The gratitude of the Church has always gone up to God in praise and song.


– William Barclay











Worship the Lord with gladness; come before Him with joyful songs.  Psalm 100:2





Speak to one another with psalms, hymns and spiritual songs.  Sing and make music in your heart to the Lord.  	Ephesians 5:19














The trumpeters and singers joined in unison as with one voice to give praise and thanks to the Lord….  Then the temple of the Lord was filled with a cloud…for the glory of the Lord filled the temple of God.


--2 Chronicles 5:13-14








Worship leader Ron Kenoly suggests five characteristics of a worship leader:





The worship leader must be a good student of the Word and be able to discern whether material is in line with Scripture.


The worship leader must be radically saved by an experience with Christ and be able to lead in prayer.


The worship leader must be a bold leader.  The spirit of fear and timidity can transfer to a congregation.


The worship leader must be a skilled musician or singer.  David appointed skilled musicians to serve in Old Testament worship.  This does not mean you need a degree in music, but we need to avoid bad notes and out of tune singing.  If your music is bad, there will be a distraction, and people will not enter into worship.  (This doesn't mean you must be an excellent soloist; it does mean you need to be able to carry a tune and have a basic knowledge of music.)


The worship leader must be submissive to authority; there can be a big problem if the worship leader has her own agenda.  

















9:30  -  9:40     “Sing 'em in” song


Opening prayer


Welcome 


Announcements


9:40  -    9:47    Devotional thought


		Prayer Requests


9:47  -  10:00    Praise and Worship


10:00  -10:10    Corporate prayer 


and dismissal to Bible 


studies





Other suggestions to consider in this area:





Have the projector set up and ready to begin.  There is nothing more frustrating than getting ready to sing and discovering a burned out projector bulb, or out of focus words.  Come early and be prepared!


Begin a music file.  This is a wonderful resource to build and pass onto your successor.  Plastic case file boxes with alphabetized dividers serve this purpose well. 


Keep a dated record of songs you have sung.


Lead worship with integrity!  When reproducing music in any way, be sure that you have copyright privileges.  These rights can be purchased easily and economically through the Chaplains’ fund.  Check with your Chaplain Advisor concerning this.  Chances are your chapel community has already done this.  Be responsible in making sure this most important detail is covered.  


There may be times when it is better to print words on songsheets.  One argument that is used in discussing songsheets and books versus overheads is the fact that people must look down to read instead of up.  There is also the reproduction issue.  Depending on the size of your group, the printing of many copies may not be practical.


Many songbooks offer “words only” editions.  These editions are usually inexpensive, but using them can be distracting if you have to stop after each song to turn to the next page number.





10 Ways for a Worship Leader to Bother a Pastor:





Not starting on time.


Not stopping on time.


Talking too much before, during, and after the worship/singing time.


Singing songs that are not appropriate for worship.


Inappropriate apparel.


Moving too far ahead of the people, and drifting into your own world.


Verbal abuse of the congregation when their response is not what you want.


Singing at a pitch that is too high or too low for the congregation.


Redundancy -- singing the same songs week after week.  (Too many new songs are also frustrating.)


Having your own agenda.





Let the Word of Christ dwell in you richly as you teach and counsel one another with all wisdom and as you sing psalms, hymns and spiritual songs with gratitude in your hearts to God.  --  Colossians 3:16
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“…Far be it from me that I should sin against the LORD by failing to pray for you…”


I Samuel 12:23








Be joyful in hope, patient  in affliction, faithful in prayer.” Romans 12:12 








T – targets of the enemy within the military community- Chaplains, PWOC leadership, and any others who are working to further the Gospel of Jesus Christ.


N – new people- for the Kingdom of God and PWOC


T – tenderness issues – things that weigh on women’s hearts.


  











Mighty women of God become Dynamite Pray-ers


On Mondays, and it’s


Not by might, nor by power, but by His Spirit. We’ll


Deliver petitions of prayer to the Father from


All across the land, and you’ll see the mighty hand of God at work—


Yes, here, there and everywhere


So please commit to pray on Mondays with PWOC USA





Really take time to listen to each other’s prayers.  Give time during prayer for people to add their own silent prayer or amen after someone has prayed.


Encourage your women to say “short” prayers with many people praying.  This way no one is overwhelmed with the “spirituality” of one person’s prayer compared to her own.


Plan your prayer time.  Treat prayer time with the same regard you do the rest of your program or study.  Prepare for it.  


Set an example of prayer.  If you are a PWOC leader, show your own dedication to corporate prayer.


Incorporate Scripture into your prayer.  Pray God’s Word when you lead others in prayer.  The Psalms are a great way to pray Scripture.  (More ideas are presented in the equipping section.)


Add variety.  Don’t be afraid to try different ways of praying


Ask for permission before you give a prayer request.  Make sure you know how much information that person is willing to have given out.  Use discretion.


Remember that you are talking to God, not “sharing” with those around you.  Prayer time is not a time to “announce”, “rebuke”, or “inform” anyone.  


Consider whether the prayer request is better prayed for in private than in public.  Encourage your women to be discerning – perhaps the prayer should be made as an “unspoken” one.


Balance your prayers.  Don’t just spend all prayer time, every time in prayers of petition.  Set aside times just to pray prayers of thanksgiving or adoration or contriteness.


Enjoy prayer.  Sometimes we have to learn to enjoy prayer (in our group and personal life).  Let the Spirit teach you.


Don’t get caught up in the process – get caught up in Prayer.  These are just some suggestions that you may or may not find effective for your PWOC group.  Either way, the important thing is just to PRAY!














ACTS


Adoration,


Confession,


Thanksgiving, and Supplication.





“Do nothing out of selfish ambition or vain conceit, but in humility consider others better than yourselves.   Each of you should look not only to your own interests, but also to the interests of others.  Your attitude should be the same as that of Christ Jesus: Who, being in very nature God, did not consider equality with God something to be grasped, but made himself nothing, taking the very nature of a servant, being made in human likeness.  …For it is God who works in you to will and to act according to his good purpose.”


                                                                                                              Philippians 2:3-7, 13
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Commit to the Lord whatever you do, and your plans will succeed.- Proverbs 16:3











Be wise in the way you act toward outsiders; make the most of every opportunity.  Let your conversation be always full of grace, seasoned with salt, so that you may know how to answer everyone.


- Colossians 4: 5,6
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Train a child in the way he should go, and when he is old, he will not turn from it.  Proverbs 22:6








Jesus said, “Let the little children come to me, and do not hinder them, for the kingdom of heaven belongs to such as these.”  Matthew 19:14
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Likewise, teach the older women to be reverent in the way they live, not to be slanderers or addicted to much wine, but to teach what is good.  Then they can train the younger women to love their husbands and children, to be self-controlled and pure, to be busy at home, to be kind, and to be subject to their husbands, so that no one will malign the word of God.


    --- Titus 2:  3-5








Finally, brothers, whatever is true, whatever is noble, whatever is right, whatever is pure, whatever is lovely, whatever is admirable – if anything is excellent or praiseworthy – think about such things.  – Philippians 4:8





Everyone should be quick to listen, slow to speak… James 1:19





I guide you in the way of wisdom and lead you along straight paths.   When you walk, your steps will not be hampered; when you run, you will not stumble.   Hold on to instruction, do not let it go; guard it well, for it is your life.    Proverbs 4:11-14
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Within a two-year period each regional board is responsible for:


Praying for chapters in the region: seeking God for His will for the region; seeking the Lord as to the needs of the region.


Conducting regional meetings to include the Chaplain Advisor.


Updating and maintaining regional roster.


Communicating with each chapter president monthly or bi-monthly.


Publishing quarterly newsletter.


Providing, sending and receiving Quarterly Reports from local chapters.


Providing Quarterly Reports to PWOC-USA.


Organizing and assisting traveling training within the region.


Supporting and encouraging local rallies and retreats.


Creating, updating and maintaining Regional Presenters Resource List.


Supporting and encouraging Monday, as PWOC Day of Prayer.


Providing regional conference in October of odd years.








The ideal leader is one who hears the voice of God, and beckons on as the voice calls him and them.    


                                           A.W. Tozer








A one-person office can never grow larger than the load one person can carry.


                   J. Oswald Sanders





For the Lord is a God of justice; How blessed are all those who long for Him.


	Isaiah 30:18





Therefore I, the prisoner of the Lord, implore you to walk in a manner worthy of the calling with which you have been called, with all humility and gentleness, with patience, showing tolerance for one another in love, being diligent to preserve the unity of the Spirit in the bond of peace.  There is one body and one Spirit, just as also you were called in one hope of your calling; one Lord, one faith, one baptism, one God and Father of all who is over all and through all and in all.  But to each one of us grace was given according to the measure of 


Christ’s gift.


Eph 4: 1-7








For we walk by faith, not by sight—


2 Cor 5:7





They were not leaders because of brilliancy of thought, because they were exhaustless in resources, because of their magnificent culture or native endowment, but because, by the power of prayer, they could command the power of God.


									E.M. Bounds





Long after the content of the message is forgotten people will remember the creative illustration and the truth that was emphasized.


		John C. Maxwell








Publicity is one of the beginning steps to a great conference.  After much prayer, be creative in the way publicity is provided for the conference.  Publicity needs to begin at Fall Focus-USA and continue until the regional Fall Focus.  The use of videos given out to the trainers for the installations in the spring, fliers or ads in the regional newsletters, emails, and phone calls are just the beginning.  Magnets or other small trinkets can be given out during the year to remind ladies.  Write an original skit


or song announcing the conference for the local installations to perform for their chapters.  It is recommended that a conference publicity packet for each installation be sent with the trainers.  The regional board can distribute these items to the trainers during the Train the Trainers session.  








Leave the Irreparable Past in His hands, and step out into the Irresistible Future with Him.





Oswald Chambers





To print individual sections of this manual: 





 Scroll through the manual until you come to the section you want to print.  


 Look  in the left hand corner of the toolbar at the bottom of the screen.  You will see the page number and section number listed as you scroll through the manual.  Notice that the section number listed on the toolbar may be different from the way the actual manual is numbered..  For example, Section 1.5 in Volume 1 may be shown as section 8 on the bottom toolbar.  This is because of the way the document is paginated.  Use the section number shown on the bottom toolbar when printing this manual. 


Click on  File on the toolbar.  


When the menu drops down, click on the Print command.  The Print window will appear.


On the left side of the Print window, click on the “Pages:” circle.  In the rectangle to the right of “Pages:” type the page number you want to print (p#) followed by the section number shown on the bottom tool bar(s#).  For example, page 5 of section 7 would be typed “p5s7.  To print a range of pages type p#s#-p#s#.  For example, p5s7-p15s7 will cause pages 5-15 of section 7 to be printed.


Click on OK in the bottom right corner of the Print window.  The document will begin to print.


In case of any questions, consult your Help menu.
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“I came to serve not to be served.”  John 10:45





Your attitude should be the same as that of Christ Jesus:  Who, being in very nature God, did not consider equality with God something to be grasped,  but made himself nothing, taking the very nature of a servant, being made in human likeness.  And being found in appearance as a man, he humbled himself and became obedient to death 									           Philippians 2:5-8





Are you willing to give up your seat at the head table to wait on tables so that others may be fed?





Being a servant leader means first of all realizing and confessing that the Lord is your master – not other people, possessions, or even yourself.  Only after you begin to serve God can you effectively serve others.  As you contemplate being a servant leader, ask yourself these questions:  





Is God the master and leader of my life, or do I resist His leading ?


Do I live my life as if I am in control or as if Christ is in control?  


Am I willing to serve humbly, or would I rather have recognition and praise?











If we seek position, we may find ourselves sitting farther and farther away from Him.  The irony is that if we seek Jesus, we will automatically find ourselves sitting more and more at His side.











Jesus is our only true model of servant leadership.





A servant leader can risk serving others because she trusts that God is in control of her life and all that she does.





If God has placed you into a position of leadership – you felt His calling and you answered – then He also will give you the power you need to do the job He has called you to do.  














As you wash 


their feet, 


you touch 


their hearts.





And the things you have heard me say in the presence of many witnesses entrust to reliable men who will also be qualified to teach others.  2Tim. 2:2; 





He called His twelve disciples to Him and gave them authority to drive out evil spirits and to heal every disease and sickness.  Matt 10





In those days when the number of disciples was increasing, the Grecian Jews among them complained against the Hebraic Jews because their widows were being overlooked in the daily distribution of food.  So the Twelve gathered all the disciples together and said, "It would not be right for us to neglect the ministry of the word of God in order to wait on tables.  Brothers, choose seven men from among you who are known to be full of the Spirit and wisdom. We will turn this responsibility over to them  and will give our attention to prayer and the ministry of the Word."  This proposal pleased the whole group. They chose Stephen, a man full of faith and of the Holy Spirit; also Philip, Procorus, Nicanor, Timon, Parmenas, and Nicolas from Antioch, a convert to Judaism.   They presented these men to the apostles, who prayed and laid their hands on them. Acts 6:1-6
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Some practical hints to help you recognize a calling:





Is it constantly on your mind?


Are you constantly challenging others to be concerned about the same thing?


Does your burden increase or decrease with time?


Have you asked God to remove the burden if it is not from Him, and He hasn’t.  





But Peter and John replied, “Judge for yourselves whether it is right in God’s sight to obey you rather than God.  For we cannot help speaking about what we have seen and heard.”  Acts 4; 19-20 (NIV)





Do nothing out of selfish ambition or vain conceit, but in humility consider others better than yourselves.  Each of you should look not only to your own interests, but also to the interests of others.  You attitude should be the same as that of Christ Jesus. 	  Philippians 2: 3-5








“Greatness is not a measure of self-will, but rather self-abandonment.  The more you lose, the more you gain.”











Carol Kent, in her book Becoming a Woman of Influence, offers these helps in a leader’s prayer life:  


Make prayer a priority


Find a solitary place


Meditate on scripture


Pray with others


Read about those who excelled in their prayer lives


Express gratefulness when your prayers are answered





During an informal survey leaders were asked, “How did you become a leader?”  The results were surprising:





Natural gifting			10%


Crisis		 		  5%


Influence of another leader	85%








Each one of us can have a tremendous influence on the lives of those we lead.  How?





Cultivate an atmosphere that allows creativity.


Ask God to show you specifically the talents of those around you – become a people watcher.


Ask God to show you how those talents can be used in the ministry.


Believe in those persons and publicly sing their praises to others.


Give them opportunities to serve.


Be willing to help them by offering advice, encouragement, and practical support – invest yourself and your time in them.


Encourage during failures as well as successes.  Think of the example of Barnabas with John Mark.
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Conflict can result over differing facts and information, goals and purposes, methods, and values.





Good conflict is carefully confronted and resolved in a respectful, timely way.  It usually generates excitement, and produces productive interaction and involvement.  Bad conflict that is that which is allowed to go unchecked and unresolved.  It can be destructive and stressful for everyone involved.











Everyone should be quick to listen, slow to speak and slow to become angry, for man’s anger does not bring about the righteous life that God desires.


James 1:19-20








Remember, at times you may have to agree to disagree.  You are not responsible for anyone else’s response to the problem.  Only your own.  You cannot change anyone else, just yourself.





Be sure to build conflict resolution skills within the leadership of PWOC.  Use some board retreats and even some board meetings to learn how to communicate ideas and to listen to others.  Share some conflict management tapes with the board members.  Have them listen to them in advance and then discuss them at a board meeting.  








Above all, choose peace.  Romans 12:17-21 teaches:  “do not repay anyone evil for evil.  Be careful to do what is right in the eyes of everyone.  If it is possible, as far as it may depend on you, live at peace with everyone.  Do not take revenge, my friends, …. Do not be overcome by evil, but overcome evil with good. (NIV)
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Teach the older women to be reverent in the way they live, not to be slanderers or addicted to much wine, but to teach what is good.  Then they can train the younger women to love their husbands and children, to be self-controlled and pure, to be busy at home, to be kind, and to be subject to their husbands, so that no one will malign the word of God.  Titus 2:3-5











It’s not about age and it’s not telling someone what to do.  It is about coming alongside her and saying, “I know you can do this!”








 “Many in today’s churches have notes, books, classes, and resources.  Few have tangible people who are committed to walk beside them.  Few have someone who is purposefully, with customized care, helping them grow.” The Making of a Mentor  by Alicia Britt Chole








Mentoring is much more expensive than simply teaching and/or training.  It is investing time and prayer.  It is building relationships and investing emotionally in transfer of values and skills and attitudes.  Ted Engstrom, The Fine Art of Mentoring








The end result should be to impart or to take in wisdom.  The goal is to become everything God intended you to become – to make the most of the talents the Master gave you.  – Randy MacFarland








He appointed twelve – designating them apostles – that they might be with him.   Mark 3:14a








That which was from the beginning, which we have heard, which we have seen with our eyes, which we have looked at, and our hands have touched – this we proclaim concerning the Word of life.  – 1 John 1:1





We proclaim to you what we have seen and heard, so that you also may have fellowship with us.  And our fellowship is with the Father and with his Son, Jesus Christ.  1 John 1:3





Now when he saw the crowds, he went up on a mountainside and sat down, His disciples came to him and he began to teach them…  Matthew 5:1








People are not very good at taking orders but they are great at imitating.  


      --Wayne Mitchell





The disciples went out and did what Jesus had instructed them.


Matthew 21: 6








We follow Jesus’ model.  We model His method, but in our mentoring relationships Jesus is still the Master Mentor.  Jesus has no understudies.  We follow Him together.  									Alicia Britt Chole





I will open my mouth in parables, I will utter hidden things, things from of old-- what we have heard and known, what our fathers have told us.  We will not hide them from their children; we will tell the next generation the praiseworthy deeds of the LORD, his power, and the wonders he has done….so the next generation would know them, even the children yet to be born, and they in turn would tell their children.  Then they would put their trust in God and would not forget his deeds but would keep his commands.


 Psalm 78:  2-7
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Now you are the body of Christ, and each one of you is a part of it.  1 Corinthians 12:27








Romans 12:16  “Be of the same mind towards one another.”





Romans 15:5  “No may … God… grant you to be of the same mind with one another according to Christ Jesus…”








Unity is an authority issue, as opposed to a diversity issue.  Who’s in charge?  When we submit to God’s authority there will be unity.   But when we want to make a name for ourselves there will be disunity.  The tower of Babel story is a picture of counterfeit unity.  We can be in agreement and still have disunity because unity isn’t about agreeing with each other.  It’s about agreeing with God. 		– Becky Shirey








No one in today’s society needs only entertainment!





Many want to give to the group.  Can they easily plug in?





Can the overworked/overloaded get refreshed?  Can they easily just receive or do you require participation from all?





Are there planned opportunities to hear the gospel?
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The Protestant Women of the Chapel - USA, at the national level, is a resource network that unites, trains and encourages women in the military chapel community in their spiritual growth.
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The gold of the border, letters and love branch on the pin stand for the precious metal of God’s love.  In Psalm 36: 7-9 are these words:  “How precious is Thy steadfast love, O God!   The children of men take refuge in the shadow of Thy wings.”  This is a promise of God which we can claim, that He loves us even though we don’t deserve it or feel worthy of His love.  How much more to be treasured than even gold is this precious knowledge.
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Peter Brook, a famous English director, writes about drama's potential to lay bare what lies in every person that which daily life covers up.








Sometimes women just need to cry.  Drama can cause tears which can lead to emotional healing.  On the other side of the spectrum, drama can cause laughter.








God gave us laughter...sometimes women just need to laugh!











Just like salt makes you thirsty, this drama created a hunger in the lives of the people watching and spurred them to respond to the Holy Spirit's call.  








God can use the impact of drama to change lives.�





Drama is a great way to involve sisters who feel like they cannot teach or be a board member.








God is the author of creativity.








There are people in your PWOC group that have acting talent that would amaze you.





Drama can be an initiator to get women in the door.








A skit can help tie the message, song and theme together and encourage the women to remember what the meeting was all about.  





Teasers are some of the most fun dramatic things to do.  They usually last only 2-3 minutes and they are solely for the purpose of creating a thirst for women to WANT to be at the next meeting, retreat or PWOC event.  





BRINGGGG....BRINGGGGG.....(telephone rings)�Hello?  It's who??  God??  God is calling??  And you want to speak to who??????  You want to speak to Mary????  (Pick out anyone in the audience that you know would come up and take part.  It is not necessary to tell them before hand.  It almost adds to the emphasis if you don't tell them)�Oh, Ok...She is right here!  Here Mary....It's for you!  It's GOD!!!!!  (Instruct Mary:....”just do as I say.”)  Say hello....Mary says Hello.)  Tell him we need him here at our Fall Focus....Oh!  And tell him David's brother needs healing, Oh!  And tell him that we sure could use a new organ at the chapel at Ft. Campbell.  OK...That's enough...You can say Bye.�Mary is following your instructions and telling God what you are telling her to say.  When she says Bye you say....."Now who was that on the phone?  (God.)  God??  He called you?  What did he have to say?????"  Mary will not know what he had to say because she was busy telling him all that you told her to say!  Continue...."You mean God called you and you don't know what he had to say?  And why?  You didn't listen! You did all the talking!" �Thank Mary for taking part and then explain the emphasis that you were trying to convey.  The importance of listening to God in prayer.  





Cute isn't eternal, but God and His word are.








Good drama has to have conflict.  Without conflict you have no drama.








There will be people who don't show up for practice, those who don't show up for the performance and people who show up, but forget their lines.  There will be people who think they can act and you discover they can't, but they never make that discovery.  Some other basic problems are simple things like not being able to hear an actor or sitting in a place where you can't see what is going on.  











There are many types of drama that can be used effectively. ‘


Short, impromptu skits


Monologues


Musical skits or plays�Plays (20 minutes or longer)


 Choral Readings


Narrative Readings


Miming Songs with actions included





1 Chronicles 22:6 says, "Arise therefore and BE DOING and the Lord be with thee."  When it comes to drama there are two things you need to do.  PRAY and BE DOING!  I encourage you to use this God given avenue to feed the spiritually hungry and satisfy the spiritually thirsty.�


God, I thank you so much for your creativity.  I thank you that you have given us this avenue of drama to glorify you and know you better and to make you known.  Please grant us success as we use drama to lift you up and draw others to you.  In Jesus’ name.  Amen.   
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Some places have called this “Tea and Testimony and Tissues!”  There have been many tears as we realize that the barriers we have put up have been of our own doing.  Thank God that he forgives us for the times that we have turned our sisters away and may He grant us the grace to reach out to one another unconditionally in the same way He covers us with His grace.  Victoria Robinson.
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“Do not let this Book of the Law depart from your mouth; meditate on it day and night, so that you may be careful to do everything written in it. Then you will be prosperous and successful. -- Joshua 1:8-9  








The law of the LORD is perfect, reviving the soul. The statutes of the LORD are trustworthy, making wise the simple.  The precepts of the LORD are right, giving joy to the heart. The commands of the LORD are radiant, giving light to the eyes.  The fear of the LORD is pure, enduring forever. The ordinances of the LORD are sure and altogether righteous.  They are more precious than gold, than much pure gold; they are sweeter than honey, than honey from the comb.


By them is your servant warned; in keeping them there is great reward. – Psalm 19: 7-11





The meaning then is not that God breathed into the writers, nor that He somehow breathed into the writings to give them their special character, but that what was written by men was breathed out of God.  He spoke through them.  They were His spokesmen.”  John R. Stott.








P-Pray and Prepare





L-Lead





A-Administrate





N-Nurture








“I keep asking that the God of our Lord Jesus Christ, the glorious Father, may give you the Spirit of wisdom and revelation so that you may know Him better.  I pray also that the eyes of your heart may be enlightened in order that you may know the hope to which He has called you, the riches of His glorious inheritance in the saints.”











“Because of my love for in-depth Bible study, I’ve tried to make it my business to know what works and what doesn’t in a ladies’ Bible-based study.  I believe women are looking for the following characteristics in the administration of their group Bible studies:  


Women want organization


Women who register for in-depth Bible study want a greater emphasis to remain on the Bible study.  The effective leader will keep the discussions focused on God’s Word.


Women desire well-respected guidelines rather than stringent restrictions about attendance and confidentiality.


Women want to feel connected to their small group.” – Beth Moore











People need relationships more than they need


another meeting.


Pamela Hoover Heim
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Themes keep us focused and protect us from wandering.  National themes have been powerful focal points of spiritual growth and have been confirmed over and over that this is an area God is emphasizing in Christendom.





Most important issue to consider in evaluation:





All that we do in the body of Christ needs to conform us more and more 


to the image of Christ.
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It is a holy process to build a Christ-centered foundation.


Hebrews 10:  19-25
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For this reason I kneel before the Father, from whom his whole family in heaven and on earth derives its name. I pray that out of his glorious riches he may strengthen you with power through his Spirit in your inner being, so that Christ may dwell in your hearts through faith. And I pray that you, being rooted and established in love, may have power, together with all the saints, to grasp how wide and long and high and deep is the love of Christ, and to know this love that surpasses knowledge--that you may be filled to the measure of all the fullness of God. Now to him who is able to do immeasurably more than all we ask or imagine, according to his power that is at work within us.  Ephesians 1:15-19








For lack of guidance a nation falls, but many advisers make victory sure.





But as for you, continue in what you have learned and have become convinced of, because you know those from whom you learned it, and how from infancy you have known the holy Scriptures, which are able to make you wise for salvation through faith in Christ Jesus.  All Scripture is God-breathed and is useful for teaching, rebuking, correcting and training in righteousness, so that the man of God may be thoroughly equipped for every good work.  2 Timothy 3:11-17.
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REQUEST FOR CONSIDERATION


PWOC – USA EXECUTIVE BOARD








FALL 2002





Dear Sister in Christ,


Thank you for your interest in serving on the Executive Board PWOC –USA.  Enclosed is a Request for Consideration Form.  As the Lord leads you, please respond to the questions and return the form to me postmarked NLT 15 October 2002.  If for some reason you are unable to complete this form before the conference, Please bring it with you and give it to me by 12:00p.m. on Thursday, October 24.  





We, the Leadership Selection Committee are diligently praying for you as you seek God’s will in this process.  We are praying that you will hear and act in obedience to His call.  Please pray for us as we seek to discern His choice for the next Executive Board.  Thank you for willingness to serve.





If you have any questions regarding the responsibilities of any of the positions or about the nominating process, please consult your PWOC Heart and Hand –USA, speak directly to one who is currently serving on the Executive Board, or call or e-mail me at the address or telephone number listed below.  I would love to pray with you and answer any questions you might have.





During Fall Focus 2002 the Committee will be interviewing each person who submits her name for consideration.  We plan to present the slate of officers on Saturday morning, October 26.  The new Board will be installed Sunday morning, October 27, 2002.





With Much Love In Christ,


Shellie Kelly, Chairman, 


Leadership Selection Committee





20 Faith Lane


Ft. Rucker, Al 36362





Shelliekel@aol.com








Leadership 


Selection 


Committee








Shellie Kelly, Chairman


Ft. Rucker, Al





�HYPERLINK "Shelliekel@aol.com"��Shelliekel@aol.com�








CH James Puchy


OCCH





�HYPERLINK "James.Puchy@occh-un.army.mil"��James.Puchy@occh-un.army.mil�








Lisa Nelson


Ft. Meade, MC





�HYPERLINK "Inelson116@comcast.net"��Inelson116@comcast.net�








Alice Reece


Ft. Monroe, VA





�HYPERLINK "Reesedavid@aol.com"��Reesedavid@aol.com�








Barbara Boykin


Air Force Academy, CO





�HYPERLINK "Boykinbd@fotf.org"��Boykinbd@fotf.org�








Wanda Keen


Scott AFB, IL


618-744-2921








Lisa Bedrosian


Maxwell AFB, AL





�HYPERLINK "Scottbedrosian@juno.com"��Scottbedrosian@juno.com�








Shirley Rogers


Warner Robins AFB, GA





Rogleeshirl@earthlink.net






































Dear ________





Thank you so much for agreeing to take part in the Leadership Selection Committee for the (PWOC Organization’s) selection of officers for the years ____-____.  The other members of the committee are:   ___________, active duty Air Force; ____________, retired Army spouse;  _____________, active duty spouse –Navy and also a PWOC-USA board member; __________, active duty spouse-Army and the ________Region Coordinator;  __________, active duty Air Force; and _________ , retired spouse-Army  and Titus 2 Advisor to ___________.  I’m enclosing a complete list of names and addresses in an attachment.





I will be sending a tentative schedule of the Leadership Selection Committee meetings closer to the time of the conference.  In the meantime, I ask that you to be in prayer for the committee to have discernment and wisdom through this process.   Also, please pray for the individuals to be interviewed, especially that the people that God is calling to assume this leadership will come forward.





You will also find the letter and Request for Consideration application that is currently being distributed to applicants.  We will be using this information to interview the applicants.   If you receive applications from individuals at your post, please forward them to me.  If you have questions, don’t hesitate to email or call.





Again thank you for your willingness to serve in this capacity. 








Abundant Blessings,











Leadership Selection Chairman









































A Call to Leadership





Our PWOC aims are for God to raise up leaders that He calls to assume positions on the local, regional, and national boards.  Although it is the responsibility of all of us to pray for God to bring forth His leaders, the nominating committee has a special obligation to seek Him for guidance in this selection process.  





Our present Regional Coordinator, _____________, has asked me to chair the Leadership Selection Committee for the fall selections to the ____________ Regional Board.  The committee members will be announced at a later time. 





Please join me in praying for God to speak to those He is calling.  Ask God to speak to you personally and to be open for God to ask you to submit an Request for Consideration.  Not everyone who applies will be selected.  It is my belief, that God asks some to act in obedience and to be willing to serve by submitting an application and through their obedience He is glorified.  He is always looking for those willing to obey, and He is often preparing these individuals for service at another time.  Then there are those He is calling for “such a time as this,” and as He makes it clear to the Leadership Selection Committee, those applicants will be chosen to assume leadership for (PWOC ORGANIZATION) for 2001-2003.





The positions that will be filled at Fall Focus are:  ________________.  The Financial Secretary will be appointed.  Please consult your PWOC Heart and Hand-USA for the specifics of each of these offices.  If you have questions, please contact me at:  _________.  Any member of the current board will also be glad to answer your questions.  Please be watching for the Request for Consideration applications that will be mailed out this summer.  The conference registration form will also have a place for you to indicate your interest, and we will mail applications to those who so indicate.  





I’m excited and honored to be a part of this process.  Please be in prayer for the committee members as we seek unity in hearing God’s will.








The wilderness and the dry land shall be glad.  The desert shall rejoice and blossom as the rose and the autumn crocus.  It shall blossom abundantly and rejoice even with joy and singing… 


Isaiah 35:1-2
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Resource Product Form











PRODUCT NAME:  








COMPANY ADDRESS AND CONTACT NAME:


 





TELEPHONE: 				FAX:  





EMAIL: 








PRODUCT TYPE: (please check the item).


Pins					


Jewelry					


Clothing (T shirts, etc.)			


Printing/Engraving			


Bags					


Incentives (small)			


Clothing accessories			


Other					





Please describe: 





AVAILABLE IN:  (please check)





Individual


Bulk





 


 Product Costs		Per Item:


				Bulk:





If you discover any products or resources that would be useful to other PWOC groups or members, please send the above information regarding those items to the PWOC-USA Web Weaver at www.chapnet.army.mil.














Presenter’s Application Form











NAME:__________________________PHONE:(     )____________





ADDRESS:  ____________________________________________





EMAIL:  _______________________________________________





PRESENTATION TYPE:  (circle all that apply)





Speaker			Workshop Leader		Musician


Singer			Dramatic Performance	Video/Computer


Other  _________________________________________________





PREFERRED SETTING: (circle all that apply)





Local PWOC Meeting					Local Special Event


Local Retreat/Rally					Regional Rally


Regional Conference					National Conference





FEE:  (specify any financial requirements)





Housing			Meals				Love Offering


Transportation		Other_________________________________





REFERENCES: (provide name, address, phone, email, and PWOC affiliation)


References will be checked by PWOC-USA before placing the applicant’s name on the resource list.





1. _______________________	2.  __________________________


	_______________________		  __________________________


	_______________________			__________________________


	_______________________			__________________________


	_______________________			__________________________


	_______________________			__________________________
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Blessed are we to be workers together for Christ
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