THE WESLEYAN CHURCH

OFFICIAL GUIDELINES FOR PUBLISHING

DISTRICT CONFERENCE JOURNAL - 2012
(Approved by the Board of General Superintendents of The Wesleyan Church)

GENERAL FORMAT

1. The cover shall include:

a. District name

b. Denominational name

c. Title “Annual District Conference Journal”

d. The year of the district conference.
2. Production. The Annual District Conference Journal may be produced in a suitable manner determined by the district. If a CD version is selected for district use you are still required to provide 16 hard copies of your journal to the General Secretary c/o of the Communications Department.
CONTENTS

Note:  All the items listed below are to be included in the Annual District Conference Journal with the exception of those items marked “optional”.
1.
Title page (This page is to contain the information on the cover plus the number (i.e.32nd District Conference of…), venue (i.e. Trinity Wesleyan Church in Tipton IN), and date of the district conference session; name and address of the publisher and/or the printer even if printed by the district office).
2.
Contents page
3.
Dedication page(s) (Optional)
4.
Map of district boundaries. (Optional but highly recommended)
5.
District Administration Directory

a.
District Office Information:


1)
Mailing address, include Postal or ZIP codes


2)
Telephone numbers, include area codes



3)
Address and office phone numbers of office personnel


4)
E-mail addresses (Optional but highly recommended)

b.
Denominational Office Information:



1)  Use the following Headquarters address:




The Wesleyan Church World Headquarters




13300 Olio Road




Fishers, IN  46037



2)  Name of Area General Superintendent, (picture optional)


3)
Telephone number


4)  Name of area Wesleyan higher educational institution


5)
Address



6)
Telephone number of administration office
6.
District Corporation Directory

a.
Corporation name (if any)


b.
Corporation address (Generally the district office address)


c.
Officers and/or directors (If these are the same as the district board of administration it may be so indicated without repeating the same information reported elsewhere.)

d.
District boundaries (Discipline 2403)
7.
District Officers (Required by The Discipline)

a.
District Superintendent



(1)
District office address



(2)
Home address



(3) Telephone numbers



(3) E-mail address (Optional)

b.
Assistant District Superintendent(s)



(1)
Address



(2) Telephone number



(3) E-mail address (Optional)

c.
Secretary


(1)
Address



(2) Telephone number



(3) E-mail address (Optional)

d.
Treasurer


(1)
Address



(2) Telephone number



(3) E-mail address (Optional)

e.
Spiritual formation director or Sunday school superintendent



(1)
Address



(2) Telephone number



(3) E-mail address (Optional)

f.
Children’s ministry director


(1)
Address



(2) Telephone number



(3) E-mail address (Optional)

g.
Evangelism & Church Growth director



(1)
Address



(2) Telephone number



(3) E-mail address (Optional)

h.
Global Partners director


(1)
Address



(2) Telephone number



(3) E-mail address (Optional)

i.
List other district directors with support information as relevant (See Discipline 1250 (2)).
8.
District boards and committees (Required by The Discipline)

a.
District Board of Administration


(1) List members by category – ministerial or lay


(2) Addresses



(3) Telephone numbers



(4) E-mail addresses (Optional)

b.
Auditing Committee


(1) List members ministerial/lay


(2)
Chair



(3) Addresses



(4) Telephone numbers



(5) E-mail addresses (Optional)

c.
Building Committee


(1) List members ministerial/lay


(2)
Chair



(3) Addresses



(4) Telephone numbers



(5) E-mail addresses (Optional)

d.
Board of Ministerial Development


(1) List members ministerial/lay


(2)
Chair



(3) Addresses



(4) Telephone numbers



(5) E-mail addresses (Optional)

e.
Ordination Council


(1) List members ministerial/lay


(2)
Chair



(3) Addresses



(4) Telephone numbers



(5) E-mail addresses (Optional)

f.
District Board of Review


(1) List members ministerial/lay


(2)
Chair



(3) Addresses



(4) Telephone numbers



(5) E-mail addresses (Optional)


g.
List other boards or committees and support information as relevant (See Discipline 1250 (2)).
9.
Zone directory


(1) List each zone by name



(2)
Chairperson of each zone



(3)
Chairperson telephone number



(4)
E-mail address (Optional)
10.
District campground(s)

a.
Location address


b.
Postal address if mail not received at campgrounds


c.
Phone number
11.
Other district property, (if any)

12.
Church-pastor directory (alphabetical listing)

a.
Church name


(1)
Location address including town or city; state; zip or postal code (Some districts involve more than one state.)


(2)
Postal address if mail not received at the church


(3)
Office telephone number


(4)
E-mail address (Optional)

b.
Pastor’s name



(1)
Home mailing address



(2)
Telephone number



(3)
E-mail (Optional)


(4)
Given name of pastor’s spouse


c.
Associate or assistant pastor(s) name



(1)
Home mailing address



(2)
Telephone


(3)
E-mail address (Optional)


(4)
Given name of spouse 

d.
Directions to find the church (Optional)


(1)  Illustration: (Follow route I-69 north to Exit 5; turn left on to 46th St.; turn right on Creekview Dr, church on left.)

e.
List other church personnel deemed helpful (Optional).
13.
List affiliate churches

a.
Church name



(1)
Location address including town or city; state; zip or postal code (Some districts involve more than one state.)


(2)
Postal address if mail not received at the church



(3)
Office telephone number



(4)
E-mail address (Optional)

b.
Pastor’s name



(1)
Home mailing address



(2)
Telephone number



(3)
E-mail (Optional)


(4)
Given name of pastor’s spouse

14.
Other Ministerial Personnel directory

a.
List all ordained, commissioned, licensed, ministerial student and licensed lay workers who are not assigned by the district conference to pastoral ministry.

b.
Addresses


c.
Telephone numbers


d.
E-mail addresses (Optional)
15.
General information (optional)


a.
Ministerial transfers in and out of the district


b.
Ministerial credentials approved

c.
Budgets of various ministries


d.
Instructions for forwarding finances to district treasurer


e.
Insurance programs (if any)

f.
Information regarding WIF and WPF


g.
Instructions for forwarding district reports


h.
District calendar
16.
Standing rules


a.
Listed by numerical order
17.
Historical data (optional) May be placed wherever desired in the journal


a.
Dates of past district conferences



b.
Venue



c.
Chair


d.
Secretary



e.
Other pertinent historical information
18.
Honor roll of deceased ministers (optional but recommended).  To be placed wherever desired in the journal
19.
Proceedings of the District Conference:


a.
Agenda


b.
Roll call: Record of attendance for ministerial and lay delegates is essential as it could be subpoenaed for legal purposes.

c.
Secretary’s record of conference proceedings

d.
Certification of the editing committee that record of proceedings is correct

e.
Reports: The journal is to contain all written reports given at district conference.  Reports are to be grouped under the following categories and in the following order:



1) District officials:




(a)
District superintendent




(b)
Assistant district superintendent(s)




(c)
Treasurer’s report



2)  District Board of Administration (if any)


3)  Pastoral relations



4)  District Board of Ministerial Development:




(a)
Ordination and commissioning




(b)
Licensing/other credentialing




(c)
Annual service reports



5)
Auditing committee



6)
Conference action committee (if any)



7)
Nomination committee 



8)
Departmental officers



9)
Statistical reports


10)
Auxiliaries (The district has the option to include the standing rules and annual proceedings of the auxiliaries in the district journal or have an independent journal published for the auxiliaries.)  If listed in the District Conference Journal list in the following order:  




(a)
Wesleyan Women Directory



(b) WKFM information and statistics



(c)
Youth



(d)
Others
ADDITIONAL HELPS
Plea for consistency.  It gets confusing, folks!  Sometimes a church is listed as ‘Greenville Wesleyan” on statistical reports, but “Trinity Wesleyan” in The Wesleyan Directory; and then, “Greenville Trinity Wesleyan” in the pastoral appointments section of the district report.  Whatever is the official name, please use that name consistently throughout all reporting.

Rule of thumb for listing churches.  Churches are to be listed according to their individual name.  For instance, Trinity Wesleyan Church in Greenville, OH should not be listed “Greenville Trinity Wesleyan”, but simply “Trinity Wesleyan”.  Always list the church by the name on the sign out front.

Assisting your publisher. The publisher of your District Journal would likely appreciate receiving a copy of these guidelines.

Copies to General Secretary.  Send 16 copies of your District Journal to the General Secretary c/o Communications Department as soon as they become available.  Promptness is appreciated.
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