Jefferson Unitarian Church
OPERATIONAL PROCEDURES

GENERAL PROCEDURES

Payment of Bills

All bills to be paid or requests for reimbursement should be sent to the church or placed in the
Bills Payable mail slot attached to a blue Request for Payment form (“Blue Slip”) available in
the church office. Receipts and/or appropriate documentation, signature of authorized
spender and correct expense account humber are required for audit purposes. Incomplete
forms will be returned to the initiator.

According to Colorado Statute, JUC is exempt from sales tax. When purchasing anything to
be used for church business, you may mention the tax-exempt number (98-00883-0000) and
not be charged sales tax. You may also be required to provide a copy of the Colorado State
Tax Department letter exempting JUC, which is available in the church office.

Income and Deposits

The church administrator processes all deposits and income. Please put the total of the
deposit with your name and the account to which the income should be credited on the front
of a deposit envelope (available in the Income Mail Slot and in the church office) and place in
the Income Mail Slot. Your count of cash and checks is required also.

Mail Slots
Board members, staff and other leadership teams have mail slots. Please remember to check
your box regularly when at church for important messages, information, etc.

Current Board meeting minutes, financial reports as well as Board meeting agendas
are available in the church office.

Church Calendar

All committee meetings, events, activities held at the church must be placed on the master
church calendar by calling the church office or completing the online Calendar Request Form.
If you plan to meet in the church, arrange well in advance to use the lockbox outside the Mills
building. PLEASE RETURN KEY TO THE BOX IN A TIMELY MANNER SO IT WILL BE
AVAILABLE FOR OTHERS.

Audio/Visual Equipment
Some Audio/Visual and sound equipment is available at the church. The Calendar Request
Form may be used to request equipment.

COSTCO Procedures

The church has a Costco non-profit account card. This card allows purchases to be made
without paying Colorado State tax. The card must be checked out from the church office during
office hours. Name and group/committee must be listed on the checkout sheet. The card must
be returned within 24 hours with the receipt and a request for reimbursement must be
completed.
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OPERATIONAL PROCEDURES

OFFICE PROCEDURES

Leadership teams and volunteers are encouraged to submit any requests for office assistance
and/or other services to the office for coordination and prioritization. The office staff will be
happy to offer suggestions and support in completing committee projects.

Materials such as flyers, brochures, notices in quantity, etc., may be duplicated on the church
copy machine. Please give at least one week’s notice. The computers, printers and copy
machine are to be used for church business only. Prior arrangements must be made with the
church office. For instructions on how to use the copy machine please contact the church
office.

Office Hours are 9:00 a.m. to 4:00 p.m. Monday through Friday; Tuesday, Wednesday and
Thursday evenings 6:30 p.m. to 9:30 p.m. and Sunday 8:30 a.m. to 12:30 p.m. During the
summer office hours are reduced to 9:00 a.m. to 4:00 p.m. Monday, Wednesday and Friday,
and 8:30 a.m. to 12:30 p.m. Sunday.

Notes about Using the Buildings

Each event which you schedule at the church, requires that you or someone you designate
be responsible for turning out lights, securing all doors and windows and locking up.

The kitchen must be cleaned so that no one can tell you have served coffee or made soup.
Do not leave any food in the refrigerator! Vacuum, pick up, put away tables and chairs and
take out trash.

Sign Posting: Please contact the office before hanging flyers, notices, etc., on church walls,
windows or bulletin boards. The office will be happy to help you display these items in the
appropriate locations.

Using the sanctuary or chapel: Please be aware that chancel decor, art show pieces, and
chair arrangement are not to be disturbed except by request to the church office and/or
Campus Caretaker.
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