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ABC
ABS
AME
AME Zion
ARC
CADEIO
CC (DC)
CCTUSA
CME
DEN
ECCO

ECUSA
EDEIO
EDEO
EIN-PCUSA
ELCA
LARC
LARCUM
LE

LED
LERN
LPC
LRC
NADEO
NAEIS
NCC
NCCCUSA
NCC F&O
NEOA
NPC
NWCU
PCUSA
RCA
TEC
uccC
USCCB
umMC
UMEIT
WPCU

BASIC INFORMATION

Abbreviations and Acronyms

American Baptist Church

American Bible Society

African Methodist Episcopal Church

African Methodist Episcopal Zion Church

Anglican-Roman Catholic

Catholic Association of Diocesan Ecumengadl Interreligious Officers
Christian Church (Disciples of Christ)

Christian Churches Together in the USA

Christian Methodist Episcopal Church

Denominational Ecumenical Network

Ecumenical Colleagues (includes: AmericantiBahurch, African Methodist
Episcopal Church, African Methodist Episcopal ZiGhurch, Christian Church
(Disciples of Christ), CME, Friends, the Internatd Council of Community
Churches, Moravians, Reformed Church of AmericatadnChurch of Christ, and
others)

Episcopal Church in the USA (former name BC)

Episcopal Diocesan Ecumenical and InterreligiOfficers

Episcopal Diocesan Ecumenical Officers (formseme of EDEIO)

Ecumenical & Interfaith Network-PCUSA

Evangelical Lutheran Church in America

Lutheran-Anglican-Roman Catholic

Lutheran-Anglican-Roman Catholic-United Metlist

Lutheran-Episcopal

Lutheran-Episcopal dialogue

Lutheran Ecumenical Representative Network

Local Planning Committee

Lutheran-Roman Catholic

National Association of Diocesan Ecumenicéicers (former name of CADEIO)
National Association of Ecumenical & Inteiggbus Staff

National Council of Churches [of Christ in tH8A]

National Council of Churches of Christ e tUSA

National Council of Churches Faith and Qrde

National Ecumenical Officers Association

National Planning Committee

National Workshop on Christian Unity

Presbyterian Church USA

Reformed Church in America

The Episcopal Church

United Church of Christ

United States Conference of Catholic Bishops

United Methodist Church

United Methodist Ecumenical and Interfaithaiing

Week of Prayer for Christian Unity
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Key

Planning of the NWCU works in a basic cycle of foears, from the workshop of a particular
year to the workshops in the three years followihgt year. The following key serves to
identify a workshop and its year. This key is usedhis guide book in the sections which
explain workshop planning:

Workshop A: last immediate workshop, the one meséntly over; for example: 2008

Workshop B: current workshop, the one after A. 2009

Workshop C: workshop the year after B. 2010

Workshop D: workshop two years after B. 2011
Disclaimer

The following disclaimer is printed in the NWCU Sclule of Events booklet, but not printed in
the NWCU brochure:

The National Workshop on Christian Unity is a co@piee effort among churches committed to
restoring the unity of Christians and involves fgsation of various ecumenical offices,
networks, individuals. The views offered by angganters during the National Workshop on
Christian Unity are their own and do not necesgadpresent the National Ecumenical Officers
Association (NEOA), the National Workshop on ChaistUnity (NWCU), and/or the NWCU
Planning Committee (NPC).

Guide Book

This guide book serves as the operating manualhef NWCU and all of its structures.
Contained herein are the policies and guidelinesmeended by the NEOA and successive
generations of NPC and LPC members for the suadessplementation of the NWCU. The
guide book is periodically updated and regularfynexl in order to serve ongoing developments
and circumstances as they arise. A current eduiothis guide book may be viewed and/or
downloaded from http://www.nwcu.org/NWCU-Guidebomdk.



Origin

OVERVIEW OF THENWCU

The National Workshop on Christian Unity originalynerged from a response of the Catholic
Church to the ecumenical mandate of the SeconadtafatCouncil (1962-1965). In 1963 a group
of Catholics met to prepare local leadership founeenical ministry. The outcome of this
meeting was six annual workshops, 1964-1969, speddoy local Catholic dioceses. In 1969
other Christian communities were invited to papidte in the annual gathering. In the same year
a National Planning Committee of various churchneenical leaders was established with
responsibility for oversight of the workshop. B$71 the workshop came under the sponsorship
of a national ecumenical body, currently known & tNational Ecumenical Officers
Association. Local or regional councils of churgheegan co-hosting the workshop with
Catholic dioceses in 1977. This led first to thevelopment of Denominational Ecumenical
Networks, i.e., NADEO and EDEO, and eventually he establishment of a Local Planning
Committee. In the ensuing years Denominationalnigmical Networks began holding annual
meetings with programs during the NWCU, and the NWiacame essentially a network of
Networks.

Purpose
The NWCU seeks to provide:

Formation: to shape Christians in their ecumenical vocatmrive, pray and minister in the
spirit of Jesus’ prayer in John 17:21, “that aliyrbe one, ... that the world may believe...".
Information: to educate Christians, especially engaged in eoigal ministry, about the
ecumenical movement and the search for Christiaty,uo update them on current ecumenical
events and issues, and to challenge them to greatemitment to the unity of the church.
Inspiration: to encourage Christians in their ecumenical vooaby providing a forum of
opportunity for an exchange of ideas, experienceb\alues with those who share a common
commitment to Christian unity.

Structure: to coordinate national planning with local resgbility, general ecumenical
discussions with particular interchurch conversatjocand regional leadership efforts with local
realities.

Context: to provide a setting for Denominational Ecumehietworks to interact and to develop
their leadership.

Celebration: to be a sign of the unity which already exigtag Christians and their churches
as they search for ways to overcome the disungiyrimains.

Vision: to increase participation to represent the wigesdsible expression of the Christian
oikoume@, i.e., churches Orthodox, Catholic, Anglican, dias of the Reformation and Radical
Reformation; Christians of all races and ethnidigaaunds; men, women, old and young.

Identity

The National Workshop on Christian Unity is an aadrevent for people who are involved in the
ecumenical movement, for those engaged in the g Christian unity and for persons
interested in ecumenism. It brings together laiinisters, ecumenical officers, theologians and
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church leaders to pray for Christian unity, to stedumenical subjects, to exchange ecumenical
stories and to share Christian fellowship in anneenical spirit. This ecumenical focus
broadens to also address interreligious concemsicplarly the churches’ relations with other
world religions and with peoples of other livingtfes. The NWCU is not an ecumenical agency.
It is a self-supporting event created by people sehcommitment to Christian unity calls them
together. The NWCU happens because of the cotitribaf its participants.

Dates of the Workshop

The NWCU ordinarily meets in the Spring, based @ommendations made by the NPC to the
NEOA. Every effort is made to avoid Holy Week dbaister Week on both the Julian (Eastern)
and Gregorian (Western) Calendars. The workshap session from Monday afternoon to

Thursday afternoon. Some Denominational EcumeiNe&lvorks meet on the prior Sunday and
the opening Monday and/or on the Friday after thekahop.

Planning Cycle

Planning of the NWCU works in a basic cycle of fgears, from the workshop of a particular
year to the workshops in the three years follovtimaf year. A simple key used throughout the
guide book serves to identify a workshop and irye

Workshop A: last immediate workshop, the one mesently over; for example: 2008

Workshop B: current workshop, the one after A 2009
Workshop C: workshop the year after B 2010
Workshop D: workshop two years after B 2011

Communication

Email is the assumed mode of ordinary ongoing amitommunication for those involved in the
NWCU and its planning. Formal correspondence mdigel NWCU letterhead, sent via email
or stamp-mail.

Symbol (Logo)

The symbol of the National Workshop on Christianitynvas designed by the late John R.
Fulton. The symbol affirms the cross as centralkoistian unity. On each side of the cross is
the outline of a chalice, representing the full cammion which is the goal of the ecumenical
movement. The space between chalice and crosso$iye® that real though imperfect

communion which exists among the churches as thdyace the cross which reconciles them.
The banners are displayed during each workshope NWCU symbol appears on the front
cover of this guide book.

The National Planning Committee and the Local Rlamm@ommittee may each design and use a
letterhead for their correspondence. In so ddimg following are to appear on both letterheads:
the NWCU Symbol; the name, telephone number andileshahe NPC Chair; the name,
telephone number and email of the LPC Chair. Tdwaroittees may also choose to include
committee members on their letterheads.
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ORGANIZATION

The workshop program of events ordinarily considtglenaries, seminars, worship services and
an optional cultural or social event. Since theéw, existing structures i.e., the NEOA, NPC,
LPC and DENSs, have communicated and collaboratddegich other in the planning of both the
workshop events and the DEN programs. Ordinadilyjng the workshop NWCU events take
place in the mornings and those of the DENSs indfternoon. Some DENs hold morning
worship prior to NWCU events. Some DENs meet omdé&y prior to the workshop’s Opening
Worship and on Thursday after the workshop’s Clpsinncheon.

Registration

All those attending the workshop must be register&egistration may be done online at the
workshop’s websitewyww.nwcu.orgor by completing the registration form which apjgean the
NWCU brochure. Brochures are available upon regiues the National Planning Committee
and the Local Planning Committee and the DenonmanatiEcumenical Networks. Workshop
participants are responsible for making their owavel and lodging plans. Workshop
participants are also responsible for their regi&in for the programs of the Denominational
Ecumenical Networks, which is separate from thestegtion for the workshop.

Orientation

An NWCU orientation for newcomers and any interésterkshop participant takes place in the
afternoon of the opening day of the workshop. Tharkshop orientation is followed by
orientations of the Denominational Ecumenical Nekso

Worship and Bible Study

Worship and Bible Study are also a part of the wbolp experience. The NWCU sponsors
Opening Worship on Monday evening and Bible Studwéednesday and Thursday morning.
Worship services celebrated during the workshopulshde representative of the worship
traditions of workshop participants. Ecumenicalaattes made towards common experiences,
interim eucharistic sharing and full communion a&gnents should be incorporated and
celebrated during the week. In the planning ofwmekshop care is taken not to overload the
days with multiple religious services.

All worship services are open to all participantshe workshop and other interested persons.
The ‘ecumenical principle of reciprocitgoverns participation in worship. This principlelds
that, when attending the worship of another religidradition, one follows both the principles
and norms of orie own religious tradition and the principles andm® of the tradition hosting
the service.

As a part of the workshop, and with respect to $bkedule determined by the NPC, some
churches hold their own worship services, usuaiynped by the Denominational Ecumenical
Networks. Some DENSs also hold morning worship pt@ NWCU events. Formal worship

sponsored by the DENSs ordinarily takes place ors@ag evening in local churches. Among the
Protestant churches, this is ordinarily a Holy Earedt, alternating the rite used among ELCA,
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PCUSA, TEC and UMC. Catholics also ordinarily @eée Eucharist. Occasionally a service
of another tradition will be held on Wednesday ewgn

Plenaries

The workshop holds five plenary presentations. Naional Planning Committee invites
scholars and religious leaders whose expertism lige fields to be addressed. In the selection
of presenters the NPC is to be attentive to ditagrsie., of denominational representation, of
gender, race and ethnic background. The NPC Glrafor members of the NPC serve as
contacts for plenary presenters. A contact extéhdsnvitation to the prospective presenter,
provides the presenter with all details of the plgn(i.e., date, time, place, topic, financial and
reimbursement information, etc.), and sends thegmter the appropriate forms to be completed.
A contact also serves as the introducer of the kgye@ar they may designate someone else to
make this introduction.

First Plenary

The first plenary presentation is the sermon predcat the Opening Worship on Monday
evening. The invited preacher is asked to delaveermon on the workshop’s theme, which is
ordinarily taken from the scriptural theme of timmaal Week of Prayer for Christian Unity.

Second Plenary

The second plenary presentation is the Keynote éstdion Tuesday morning. The invited
presenter is asked to speak on a current ecumesstg. For many years this address has been
sponsored by the Order of St. Lazarus. Foundethgluhe Crusades and organized as a
Christian chivalric order, the Order of Saint Lamartoday is an international ecumenical
organization. With the aim to support the Christiaith in word and deed, its members practice
the Christian tenets of charity and care of thermow needy. The Order is known worldwide
for its activities in charitable, philanthropic,aié and education fields.

Third and Fourth Plenaries

The third and fourth plenary presentations are Biide Study on Wednesday and Thursday
mornings. The invited leader is asked to exedetdlieme of the workshop, which is ordinarily
taken from the scriptural theme of the Week of Brdgr Christian Unity, and to engage those
gathered in personal and interactive reflectiom récent years the Bible Study is being
sponsored by the American Bible Society. Foundedl816, the American Bible Society
dedicates itself to Bible translation, publicatemd distribution. Its mission is to make the Bible
available to all people. In its selection of alBiBtudy leader the NPC welcomes suggestions of
biblical scholars and exegetes from the AmericasieBSociety.

Fifth Plenary

The fifth plenary presentation is on Thursday. iDed by the National Planning Committee,
this presentation is either a morning session qfaael of speakers or a closing Luncheon
Address at midday. The invited presenter is askeaddress a topic pertinent to those of the
workshop in such a way so as to close the eveiht@ntouragement and inspiration.
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Seminars

Given the ecumenical nature of the NWCU, its semirfacus primarily on interchurch issues
and relations. The workshop may include semindmsthwaddress interreligious/interfaith issues
and relations, provided that their focus concernsgfianity and they are limited in number.

Simultaneous seminars are held on Tuesday, WedynasdaThursday mornings, ordinarily for
one hour and fifteen minutes. Participants mayskdhree to attend. Some seminars are given
on one day, others on two days and occasionalketisea seminar which is given on all three
days.

Seminars fall into three categories which identhg degree of theological and ecumenical
knowledge which is a prerequisite for understandinggpresentation:

Level 1: Elementary: minimal knowledge of theologgd ecumenism in general, and of the
seminar’s topic in particular; recommended for newvers to the workshop.

Level 2: Intermediate: basic knowledge of theolagyd ecumenism in general, and of the
seminar’s topic in particular.

Level 3: Advanced: considerable knowledge of thggland ecumenism in general, and of the
seminar’s topic in particular.

Seminars vary in the number of presenters they.hate NPC is encouraged to avoid engaging
multiple presenters (three or more) for many sersiné expenses for all presenters are to be
covered by the workshop. Likewise, the NPC is enaged to ask seminar presenters who are
regular participants in the workshop whether threstitution can cover their expenses.

While there is flexibility in the number of semisawhich may be offered, experience has
revealed that limiting to twelve seminars works lweth scheduling and overhead costs. The
recommended number of seminars addresses two osncdfirst, increasing the number of
seminars may increase expenses. Second, withseammar options from which to choose only
three to attend, there can be a wide range in theber of attendees from one seminar to
another.

The seminars are the responsibility of the NatidHahning Committee. Two of these are fixed
sessions: Ecumenism 101, a beginner’s introductirthe ecumenical movement; and the
Student Essay Contest. Two seminars may be theomswility of the Local Planning
Committee, if the NPC so chooses. Members of tA€ l[dnd LPC respectively serve as contacts
for seminar presenters. A contact extends theatiwn to the prospective presenter(s), provides
the presenter(s) with details of the seminar (date, time, place, seminar number and title,
seminar description, financial and reimbursemefdrmation, etc.) and sends the presenter the
appropriate forms to be completed. A contact alwes as the introducer of the speaker, or
they may designate someone else to make this unttioad.

The NPC and LPC committees invite scholars, religieaders and ecumenists with expertise in
the fields to be addressed in the seminars. Ins#iection of presenters the NPC is to be
attentive to diversity, i.e., of denominational megentation, of gender, race and ethnic
background.
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Seminars vary in the number of presenters they.hate NPC is encouraged to avoid engaging
multiple presenters (three or more) for many sersiné expenses for all presenters are to be
covered by the workshop. Likewise, the NPC is enaged to ask seminar presenters who are
regular participants in the workshop whether threstitution can cover their expenses.

The following is a proposed structure for twelvengears:
10 NPC-sponsored seminars:

2 one-day fixed seminars, Level 1:

Ecm 101

Essay Contest

8 are two-day seminars:

Tuesday-Wednesday; or Tuesday-Thursday; or Wedpéduarsday, of which:
lis Level 1

4 are Level 2

3 are Level 3

2 LPC-sponsored seminars:

1 on Tuesday-Thursday
1 on Wednesday-Thursday

2 LPC-sponsored seminars:

1 on Tuesday-Thursday
1 on Wednesday-Thursday

That is, the LPC has four time-slots. Assuming L&&ninar presenters accrue no cost to the
workshop, the LPC may decide the arrangement fesetltwo seminars. For example, it could

literally be two seminars, each given two daysit @ould be four one-day seminars; or it could

be one seminar topic addressed in four segmente LPC determines the level of the LPC

seminars.

The chart on the following page indicates how thagght be arranged.
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NWCU SEMINAR SETUP AND SCHEDULE

Sem# | Seminar Title Level | Days | Tues | Wed | Thurs
1 Ecumenism 101 1 1 X

2 Student Essay Contest 1 1 X

3 2 X

4 2 X

5 2 X

6 2 X X
7 2 X X
8 2 X
9 2 X
10 X
11 LPC 2 X X
12 LPC 2 X X
TOTAL 8 7

Cultural/Social Event

Organized and funded by the Local Planning Commités optional cultural or social event is
offered on Wednesday evening. This event providesopportunity for networking and
relationship building. It also offers newcomersedting in which to gather and meet each other.
Alternatively, the LPC may provide a list of locattractions and events for individual
participation.
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DENOMINATIONAL ECUMENICAL NETWORKS

Some church denominations have established formialarks of ecumenists working at the
middle judicatory level, and other have less fornedumenical groups. While these
Denominational Ecumenical Networks (DENSs) are na of the structures of the NWGQher

se they are in a sense the origin of the NWCU. Tireyain an essential part of the NWCU.
Today their annual national meetings regularly aleee during the NWCU and at the same site.
Most workshop participants also participate in Huivities of their DERs annual meeting.
DENSs are responsible for planning their own evehtese ordinarily take place in the afternoon,
typically beginning with lunch and a speaker, aneytinclude Tuesday evening worship. This
worship is described above in the general workstiganization section under Worship and
Bible Study. Therefore, it is important that thgdanning the NWCU consider the program of
each network and list it along with the NWCU pragran the NWCU brochure and in the
NWCU printed program. It is similarly necessary the DENs to communicate regularly with
each other and with the planning structures oNWCU to assure the efficient use of resources,
presenters, and schedule of events during the wopks Registration for the programs of the
DENSs is separate from the registration for the NW@hbugh the DENs are responsible for
distributing registration information for the NWQ0 their members. NWCU sets policy where
DENSs are concerned only when the workshop is adtebyy a DEN event.

Denominational Ecumenical Networks currently activéhe NWCU include:
CADEIO (Catholic)

ECCO (American Baptist Church, African Methodist ig€ppal Church, African
Methodist Episcopal Zion, Church, Christian Chur@isciples of Christ), Christian
Methodist Episcopal Church, Friends, InternatioBaluncil of Community Churches,
Moravians, Reformed Church of America, United Clhuot Christ, and others)

EDEIO (Episcopal)
EIN-PCUSA (Presbyterian)
LERN (Lutheran)

UMEIT (Methodist)
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STRUCTURES OF THENWCU AND THEIR RESPONSIBILITIES

The structures of the NWCU are the National EcussnDfficers Association (NEOA), the
National Planning Committee (NPC) and the LocahRiag Committee (LPC). Appointments
to the NEOA, NPC and LPC should reflect the diwgrsif the ChristianmoikoumengGr., the
whole world) with special attention to racial and ethnic divistsgender diversity, generational
diversity, and particular areas of expertise.

National Ecumenical Officers Association

The NEOA is comprised of the national ecumenicdicefs of the churches, or a member of
their staff. The NEOA acts as the governing body the NWCU as a 501(c)3 non-profit
organization. The NEOA normally meets once anguafi conjunction with the NWCU.
Additional meetings may be called by the NEOA Rfest or by a majority of the members of
the NEOA. Responsibilities, with respect to the QW include:

1) Approves new churches and denominational ecumengalorks for NEOA and/or NPC
membership.

2) Appoints NPC Chair from a list of three candidafgeposed by the NPC. This
appointment is made approximately two years in adgaf the workshop to be chaired.
For example, in May 2004, the NEOA confirmed theoramendation for the 2006 NPC
Chairperson.

3) Confirms the NPC selection of the LPC Chair. T¢usfirmation is made at least one
and preferably two-three years in advance. Recamdat®n of the LPC Chair is made

by the current NPC and presented to the NEOA farficoation by the current NPC
Char.

4) Receives and approves or rejects NPC recommendztiokture dates of NWCU.

5) Receives recommendations of future NWCU sites fldBIOA Treasurer based on

formal proposals from candidate host cities suladito NEOA Treasurer and reviewed
by NPC.

6) Chooses the site and announces its chosen hositdégst one year and preferably two
years in advance.

7) Acts as the responsible fiscal agent for the NPC.

8) Ratifies fees of the NWCU determined by the NPC.

9) Receives an annual NWCU financial report from tHeOM\ Treasurer.
10) May formad hoccommittees to assist in any aspect of the NEOAIskw

NEOA President

The NEOA President is elected by the members prestethe annual meeting, and serves a
renewable term of one year. Responsibilities, wagpect to the NWCU, include:
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1)

Sends letter of approval of NPC membership to appti church/network, with copy to
NPC Chair (see sample letter #3).

2) Appoints NEOA Treasurer for three-year term, notynahosen from a list of three
candidates proposed by the NPC.

3) Sends letter of appreciation to NPC Outgoing Chaiconclusion of term (see sample
letter #2).

4) Sends letter of appointment to NPC Incoming Chamruselection (see sample letter
#1).

NEOA Treasurer

The NEOA Treasurer is appointed by the NEOA for theee-year term. NEOA considers
names of candidates submitted by NPC. Treasurgrbmae-appointed to a second three-year
term. Responsibilities, with respect to the NW@idJude:

1)
1)

2)

3)

4)
5)
6)
7

8)

9)

10)

11)
12)
13)
14)

Serves as financial officer of the NPC and of tHeOM.

Sets up and maintains NWCU general bank checkioguat with two signatures, that of
the NEOA Treasurer and the NPC Secretary.

Upon direction of NEOA, sets up and maintains bamkestment account with two
signatures, that of the NEOA Treasurer and the SBCetary.

Maintains the NWCU accounts, files the tax repartd acts on behalf of the NEOA as a
non-profit corporation.

Signs contracts in the name of the NEOA and/oNR€E.
Signs checks related to the NEOA and/or the NPC.
Reports regularly to the NEOA and the NPC.

Monitors financial sponsorships (grant monies) pralides current list of sponsorships
to NPC annually.

Reports NWCU expenses to the IRS (via 990E fornthiwithree months of close of
each workshop.

Receives proposals from candidate NWCU host ciied manages the process of
nominations and selection of city (see section ostidg the NWCU).

Manages the process of the hotel arrangements egutiates with hotel for the NWCU
and NPC meetings two or more years prior to a NWCU.

May use NEOA-approved travel agency to aid in s@laof hotel.

Provides application data to set up an account katkl where Workshop C is to be held.
Arranges for hotel to work with LPC contact persang DEN contact persons.

Assists and acts as a consultant to the LPC Treasur
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15)
16)
17)
18)
19)

20)
21)

22)

Contacts LPC Treasurer after each NWCU to discustydét and forthcoming LPC
income/ expense report.

Receives from the LPC within 90 days of the clofeach NWCU final reports on the
finances of the workshop using the proposed budategories for income and expenses.

Advises LPC and NPC of amount (dollar/cents) o&lger diemreimbursable according
to IRS. Adjusts as needed the meal allowance 0fgg8 day per person set in this guide
book.

Provides the LPC with a typical sample budget.
Reviews LPC Treasurer LPC draft budget seven (fthsoprior to Workshop B.
Provides updates of sample budget to the Guide Ealitbr as needed.

Provides initial advance of four thousand doll&g4,000) to LPC nine (9) months prior
to Workshop B which is to be reimbursed at closeé/ofkshop B.

Provides LPC Chair and/or Treasurer will all gramds received for current workshop
and notes designated application of funds.

National Planning Committee

The National Planning Committee (NPC) is the prynalanning structure of the NWCU, under
the delegation of the NEOA. The NPC is directlyp@ensible for the content, format, and overall
success of the NWCU; it delegates certain respitis® to the Local Planning Committee

(LPC). Regular communication between the NPC Aad_PC is crucial.

The NPC is constituted of three kinds of members:

1) One representative of each church or denominagiongnized by the NEOA
2) One representative of each of the DENs recognizgdtddbNEOA
3) Eight ex officiomembers recommended by NPC and ratified by NEOA:
Current NPC Chair
Outgoing NPC Chair
Incoming NPC Chair
NPC Archivist/Guide Book Editor/Parliamentarian
NPC Communications Liaison
NPC Secretary
Current LPC Chair
NEOA Treasurer
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NPC Roster

NWCU NATIONAL PLANNING COMMITTEE

Role Representatic Current Incumbel Email Term

Communions/Church AMEZ 200¢
CC (DC 200¢
CME 200¢
ECUSA 200¢
ELCA 200¢
PCUSA 200¢
UCC 200¢
umMC 200¢
RCC (USCCB 200¢

DEN¢s CADEIO 200¢
ECCC 200¢
EDEIC 200¢
EI-PCUSA 200¢
LERN 200¢
UMEIT

Ex officio NPC Chai 200¢
Incoming NPC Cha 201(
Outgoing NPC Cha 200¢
NEOA Treasure 200¢
LPC Chai 200¢
Communication 201
Archivist/Editol 201C
At-Large 200¢
NPC Secretal 201C
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The NPC Chair, NPC Archivist/Guide Book Editor/Rarientarian, NPC Communications
Director, and NPC Secretary serve three year temngsare recommended by the NPC to the
NEOA for approval. They may be re-appointed totiplé consecutive terms. NEOA Treasurer
is recommended by the NPC to the NEOA, appointedthey NEOA and may serve two
consecutive terms. The LPC Chair serves a onetgear and is recommended by the NPC to
the NEOA. Representatives of the churches ar@dahenal ecumenical officers of the churches
or are delegated by them. Representatives of Eare their presidents or are delegated by
them.

If a member of the NPC is unable to attend a mgatinfulfill other responsibilities, a proxy
may be appointed according to the following norms:

1) Church representative proxies are appointed bychiuech’s national ecumenical
officer and communicated in writing/email to the GlEhair

2) DEN representative proxies are appointed by the Dpisident and
communicated in writing/email to the NPC Chair

3) Ex officioproxies are appointed by the NPC Chair

If the current NPC Chair does not or cannot futlilities of the position, the NPC will direct the
Outgoing NPC Chair to accept the responsibilitieghe current NPC Chair.

Meetings of the NPC

The NPC ordinarily meets four times each year. i#althl meetings, electronic chats,
teleconferences or videoconferences may be calletthdd NPC Chair, or by a majority of the
NPC members. The regularly scheduled meetingasafellows:

Meeting 1: Thursday after workshop A

This meeting usually takes place shortly followitltge closing luncheon with the primary
purpose of transferring responsibility of the NPRas. At this meeting the Current NPC Chair
leads a short debriefing of the workshop just cathetl, offers appreciation, and by ‘passing the
gavel' becomes the Outgoing NPC Chair. The IncgniPC Chair collects evaluations and
feedback, and becomes the new Current NPC Chai&okshop B).

Meeting 2: Friday after workshop A, or oneto two monthsfollowing

This meeting usually takes place the day after dbeclusion of the workshop in the same
location, and fills the entire day (c. 9:00am 83am). On occasion, it has proven necessary to
move the meeting one to two months after Workshpm Avhich case it is held at the location of
Workshop B. The tally and composite of evaluatians presented by the new Current NPC
Chair and reviewed by the committee. The theme iemmevording are established. Plenary
presenters for Workshop C are identified. Semtopics and proposed presenters for Workshop
B are identified and assigned initial contact pessrom NPC. Time should be taken for a
general review of changes or updates to the guad land an orientation to the NPC for new
members.
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Meeting 3: Eight months prior to workshop B

This meeting usually takes place eight to nine mm®nprior to Workshop B on location,
preferably at the hotel and including site visibslacal churches that will be hosting worship
services or other events. The meeting is normsdheduled for three days and two nights (c.
12.00 pm - 12. 00 pm).

Agenda items for Workshop B include necessary césuog substitutions for the seminar
presentations, finalization of the entire schedudduding DEN events, and any concerns
raised by the NPC members. Review draft of NWCathbure prepared by LPC.

Agenda items for Workshop C include the confirmatmf plenary presenters or any
necessary changes or substitutions. Initial casat@n may be surfaced around theme or
seminar presentations. The Incoming NPC Chair make additional reports.

Agenda items for Workshop D include the review mdgosed host cities, dates, and the
proposal of an NPC Chair and LPC Chatir.
Meeting 4: Sunday prior to workshop B

This meeting takes place on the evening immedigietyr to the beginning of Workshop B (c.
5:00 pm — 7:00 pm). Address any necessary chargadbstitutions to the dates, host city, NPC
Chair or LPC Chair for Workshop D. Review any fipeeparations for Workshop B.

Responsibilities of the NPC
1) Reviews the guide book annually (usually during Neg#2).

2) Collaborates with the NEOA to assure the successeoNWCU, including long-
term strategic goals.

3) Promotes awareness of and participation in the NVd@ldng ecumenists around
North America.

4) Promotes responsible stewardship of the time, tadam treasure resources of the
NWCU, its participants, presenters, and planningcstires.

5) Authorizes the work of the LPC; collaborates witle L. PC to assure the success
of the NWCU.

6) Reviews proposals for host cities for the NWCU amcbmmends future sites to
the NEOA.

7) Determines the theme of the NWCU. Serious conataar ought to be given to
the annual theme for the Week of Prayer for Clamstnity, from which since
1980 the workshop theme has been taken.

8) Develops the schedule, topics of the NWCU, inclgdplenary presentations,
seminar presentations, and worship services.

9) Determines plenary and seminar presenters, appeowe&PC recommendations
for seminars.
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10) Recommends NPC Chair, LPC Chair, NEOA TreasureBRCNsecretary, NPC
Communications Director, and NPC Archivist/Guide  oRo
Editor/Parliamentarian to the NEOA for confirmatiafter securing approval of
the nominee’s denominational leadership.

11) Approves a budget for the NWCU developed by the NEf@asurer, including
registration fees and hotel contracts.

12)  Approves all workshop displays/exhibits.

13) Seeks out possible donors to fund cost of contaldmeakfast on Tuesday and
Wednesday of workshop.

14) Reviews and approves NWCU brochure prepared by LPC.

15) Assists LPC Chair as needed in coordination of evand keeping NWCU on
schedule.

NPC Members (Individual responsibilities)
1) Read and become familiar with this guide book ugppointment to the NPC.

2) Participate actively in all NPC meetings, electconcommunications,
teleconferences, or video conferences.

3) Be familiar with the work of ecumenists in acadenjualicatory offices, or local
ministry as resources for plenary and seminar ptatens.

4) Draft seminar titles, topics and descriptions fview by the entire NPC.
5) Serve as an initial contact for presenters at &N as assigned.

6) Serve as an ongoing contact for assigned preseattéine NWCU, including the
completion of the appropriate tracking forms onenthqrior to Meeting #3.

7) Serve as introducer of assigned presenter during NWCU, including
welcoming them upon arrival, assisting them with QW check-in, introduce
presenter during presentation, and take headcdwatch assigned seminar.

8) Promote awareness of and participation in the NWeéhdpurage sponsorships of
presentations or other events during the NWCU.

9) Encourage local ecumenists to consider hosting NWECU, especially in
underrepresented regions of the country and/ottigsavhich have not yet hosted
the NWCU.

10) Ordinarily participate in the procession at the Qpg Worship Service (vesting
is optional).

11) Provides the Archivist with workshop materials ddtbrical value.

NPC Chair

The NPC Chair actively serves on the NPC a totahode years: One year as Incoming NPC

Chair, one year as Current NPC Chair, and one gg&utgoing NPC Chair. The NPC Chair is
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appointed by the NEOA at the recommendation ofNIRC, usually six months to one year
before beginning service as Incoming NPC Chair.e NPC Chair is accountable to, and
communicates with, the NEOA through the NEOA Presid Chair actively encourages
proposals from candidate host cities three yeaasluance.

The NPC Chair should have at least three yearsriexpe participating in the NWCU and
preferably at least one year service on the NP@ni capacity before beginning service as
Incoming NPC Chair. An individual may serve as Ne&l@ir only once.

Incoming NPC Chair

According to the Planning Cycle previously indightéhroughout this guide book, the Incoming
NPC Chair refers to the Chair of Workshop C. Dartihe year as Incoming NPC Chair, serves
as a full member of the NPC, and has the follovadditional responsibilities:

1) Communicates proposed LPC Chair for Workshop CE®MN for confirmation.

2) Communicates confirmation by NEOA to LPC Chair Wdorkshop C (see sample
letter #7).

3) Communicates invitation for displays/exhibit duriiéprkshop C to organizations
approved by the NPC (see sample letter #8).

4) Communicates initial confirmation of plenary presea for Workshop C (see
sample letter #6) and serves as primary NPC cofaathem.

5) Communicates regularly with LPC Chair for Workshop

6) Reviews and compiles the evaluations for WorkshpprBsented during Meeting
#2.

7) Appoints a member-at-large for a term of one yeanmencing at Meeting #1
following Workshop B, if desired. Appointment shdde made with sufficient
notice for member-at-large to arrange for travel lxaging to attend Meetings #1
and #2.

8) Provides the Archivist with workshop materials @dtbrical value.

Current NPC Chair

According to the Planning Cycle previously indichtéhroughout this guide book, the Current
NPC Chair refers to the Chair of Workshop B. Resalities during the year as Current NPC
Chair include all of the individual and corporagsponsibilities of the NPC, as well as the
following:

1) Serves as public representative and spokespersomeftl\\WCU.

2) Assures that every member of the NPC understands$ failfills their
responsibilities as outlined in this guide book.

3) Assures the clear assignment of roles and respbtsgnot specifically outlined
in this guide book, including follow up on actidems assigned during meetings.

4) Prepares an agenda for and moderates all reguétings of the NPC.
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5)

Calls additional meetings, teleconferences, oraadaferences of the NPC, when
necessary or expedient.

6) Communicates regularly with the Incoming NPC Chaiffering support or
advice.

7) Communicates regularly with the NEOA President, LB@air, and DEN
Presidents.

8) Collaborates with the NEOA Treasurer to preparadgbt for Workshop B.

9) Assures hospitality and other needs for plenargenters and special guests of
the workshop.

10) Presents the Ecumenical Recognition Award to tlegpient during one of the
workshop plenaries. Award is not given each year.

11) Calls to order Workshop B during the Tuesday maymienary; introduces NPC
and LPC.

12) Presides at all plenaries of Workshop B.

13) Calls to close Workshop B during the closing plgnahanks NPC and LPC,
presenters, participants, and announces date eatiolo of Workshop C.

14)  Exercises executive authority over any last-miraaetingencies.

15) Concludes responsibility as Current NPC Chair atetibg #1 following
Workshop B, immediately assumes role of Outgoin@NFhair.

16) Provides the Archivist with workshop materials ddtbrical value.

Outgoing NPC Chair

According to the Planning Cycle previously indichtehroughout this guide book, the Outgoing
NPC Chair refers to the Chair of Workshop A. Rewsioilities during the year as Outgoing
NPC Chair include all of the individual and corgeraesponsibilities of the NPC, as well as the

following:
1)

2)
3)

4)

5)

6)

Assumes the responsibilities of the Current NPCiCimathe event of his/her
absence or incapacity.

Communicates regularly with Current NPC Chair, iffg support or advice.

Communicates formal appreciation to each presentdrin one month of the
conclusion of Workshop A (see sample letter #10).

Communicates formal appreciation to the LPC Chad antire LPC within one
month of the conclusion of Workshop A (see samgiiest #11).

Communicates formal appreciation to any NPC membdrs have completed
their term (see sample letter 12).

Communicates formal appreciation to sponsors witbime month of the
conclusion of Workshop A (see sample letter #13).
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7

8)

9)

Prepares and submits a summary report of Workshop the NEOA President
and Current NPC Chair within one month of the cosidn of Workshop A (see
sample report #2).

Compiles and submits all records, recordings anchieal information for
Workshop A to the Archivist within three monthstbé conclusion of Workshop
A.

Concludes all responsibilities on the NPC at Meptii following Workshop B.
If Meeting #2 following Workshop B is being heldste the following day, this
person may attend with voice but no vote.

NPC Archivist/Guide Book Editor/Parliamentarian

1)

2)

3)

4)

5)
6)
7

Monitors policy and procedural matters of the wbids and its entire planning
process.

Maintains and updates NWCU Guide Book at the dwecbf the NPC and
NEOA.

Assures that all members of the NPC and LPC reamiuent electronic copies of
the guide book upon appointment to the NPC or Lié€pectively.

Reports all guide book changes to NPC CommunicatiGhair for website
updates.

Procures and receives all workshop materials abhesl value for archives.
Maintains NWCU Archives.
Manages the nomination process for the Ecumenieabnition Award.

NPC Communications Liaison

1)
2)
3)

4)
5)

6)

7)

8)

Oversees the marketing and publicity for the NWCU.
Coordinates media relations with secular and denatioinal agencies.

Collaborates with the LPC Communications and LPGpRiys/Exhibits sub-
committees.

Maintains the electronic media of the NWCU, inchglthe website.

Maintains the web-based version of this guide baokesponse to changes
provided by the guide book editor.

Maintains the web-based archival information irpesse to changes provided by
the Archivist.

Oversees the securing of a recording service fbiprasentations during the
workshop.

Assures the responsible care and transportatioth@fNWCU banners from
outgoing LPC Chair to successor LPC Chair.
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9)

10)

Assures that a common NWCU letterhead is avail&drause by the NPC and
LPC.

Provides the Archivist with workshop materials @dtbrical value.

NPC Secretary

1)

2)

3)

4)

5)

6)
7)
8)
9)
10)

11)

12)

13)

Communicates schedule and agenda of NPC meetingenough notice to NPC
to allow for travel arrangements and other prepanat

Records minutes of NPC meetings, teleconferences,valeo conferences, and
maintains a record of all electronic communications

Assures minutes, informational pieces and actiemdt are distributed to NPC
members and the NEOA President within thirty dafydhe meeting.

Serves as co-signer with the NEOA Treasurer omNEBOA NWCU general bank
account.

Maintains and monitors the roster of appointmeathé NPC, including terms of
appointments and contact information for incumbents

Maintains and monitors the chart of seminar topied presenters.

Maintains a list of Student Essay Contest winners.

Maintains a list of workshop displays/exhibits.

Manages the process of nominations for the NPCrGimgiex officiomembers.

Receives from the NEOA Treasurer information regaydcominations for host
cities for the NWCU and maintains a list of candkd&ost cities for upcoming
workshops (see section on Hosting the NWCU).

Communicates receipt to each written proposal fromspective host. (see
sample letter #4).

Communicates confirmation of selection of host @ty authorization of LPC
(see sample letter #5).

Provides Archivist with copy of all workshop minatand lists for the archives.
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LoCAL PLANNING COMMITTEE

The Local Planning Committee (LPC) is an annual mitbee of approximately twelve members

whose responsibility is the local planning of the&/RIU. LPC is comprised of chairs of each of
its sub-committees. The LPC includes represemsitof the Christian church denominations
present in the locale, persons with local ecumémixperience and persons equipped with skills
necessary to plan the workshop. The LPC may adgishembership numbers and design to
best fit its needs to fulfill its assigned resptilgies. The design of the LPC in this guide book
is the result of four decades of NWCU LPC'’s triatlaerror (and successes).

LPC leadership should represent multiple years iapee with the NWCU and include two or

more years NWCU experience for the LPC Chair. d@f of the LPC are the Chair, Secretary,
and Treasurer. The LPC emerges from a local eciealegroup which has submitted a written

proposal to host a workshop. This proposal is stibdito the NPC via the NEOA Treasurer at
least two or more years in advance of the yeabilgvlike to host.

LPC officers and members are volunteers and nat paiNWCU, NEOA, LPC or NPC. LPC
has the option of securing grant (cash gift) futalsover the cost of a paid LPC administrative
staff. The LPC may not solicit funds from existiNgVCU sponsors. The LPC strives to reach
goals of the NWCU. NEOA may replace LPC and/or L@i@ir if it appears minimum goals
will not be met.

Responsibilities of the LPC:
1) Is responsible to the NPC regarding the local gearents of the workshop.

2) Consults the section on Recommended LPC Subconesiite the guide book
appendices.

3) Recommends a candidate for LPC Chair to the NP@C ldppoints LPC Chair
and appointment is confirmed by the NEOA.

4) Reviews guide book at the LPC’s first general nmggti

5) Works in collaboration with the NPC and communisateth the NPC as local
arrangements of the workshop are confirmed.

6) Considers LPC Chair as liaison between NPC and LPC.

7) Considers LPC Treasurer (Finance Chair) as liaiswnfinances with NEOA
Treasurer.

8) Recommends appropriate hotel for NWCU site to tHeOKW Treasure for
consideration by NPC.

9) Meets as a committee at its own discretion in a&lymmanner to complete its
tasks and meet deadlines.

10) Generates strong campaign for participation in Whdp B and creates
foundation encouraging heavy local registration.

11) Opts whether or not to embellish the workshop symlit a local logo.
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12)

13)

14)

15)
16)

17)

18)

19)

20)

21)

LPC Chair
1)
2)
3)

4)
5)
6)
7

8)

Recruits, trains and engages volunteers as ne@dbs volunteers in obvious
locations for general information and hospitalite.( lobby, registration, display
area, etc.) at NWCU.

Receives from the LPC Treasurer two months afterctbse of the workshop the
report of receipts and expenses for the workshdycwmust be submitted to the
NEOA Treasurer within 90 days after the workshophe NEOA Treasurer is
responsible for reporting this information to tiRSl (i.e., via 990E form).

Opts whether or not to plan and implement one a@ NWCU seminars and
submits recommendation to NPC (via LPC Chair) fauraval.

Recommends to NPC potential seminar topics ancptess.

Works in collaboration with local representative$ the Denominational
Ecumenical Networks (DENS).

Encourages DENs and local judicatory leaders terofffospitality and/or host
events for members of their respective denominatiba are participating in the
NWCU.

Registers complimentary all plenary and seminasgmters for the workshop. If
a presenter offers to a contribution towards regfisin, the LPC accepts it and
deposits it in its general fund.

Recommends the appointment of a new LPC Chairaretlent the current LPC
Chair cannot or does not fulfill LPC Chair respdigies.

Ensures approximately 15,000 brochures are priatetdistributed in a timely
manner.

Ensures that detailed printed programs are planedach registration packet
distributed at the NWCU.

Calls and chairs meetings of LPC on regular anceasled basis.
Oversees all responsibilities of LPC subcommittees.

Refers to NWCU Guide Book to ensure all respontisl are performed in a
timely manner.

Ensures that each member of the LPC receives ateluethe guide book.
Appoints LPC Secretary.
Appoints LPC Treasurer.

Appoints chair of each LPC subcommittee (i.e., aAgements, Program,
Registration, Communications/Public Relations, Wars Displays, Finance,
Optional Social Event, Transportation, Displaysh@ils, etc).

Is primary liaison between LPC and NPC.
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9)

10)

11)

12)
13)

14)

15)

16)

17)

18)

19)

20)

21)

22)
23)
24)

25)

Maintains on-going communication with NPC Chair.

Participates in NPC meetings with voice (no vot@)rt) one-year tenure as LPC
Chair (beginning with NPC Thursday meeting at NW@&hkt ending with next
year’s NPC Thursday meeting.

Has expenses for hotel, travel, food when attentNR§C meetings covered by
NWCU via NEOA Treasurer.

Is primary recipient of presenter tracking forma gimail.

Shares tracking form information received with entiPC, and with the NPC
Char.

Ensures that completed tracking forms for plenaaisd seminars are received in
timely manner to incorporate into brochure (appmtely seven months prior to
the workshop).

Receives completed and signed presenter PermissiBecord forms and shares
information with LPC Program Chair.

Receives from NPC details regarding NWCU seminarsbé included in
brochure. Shares same with LPC Communicationsr@adrafting of brochure.

Works closely with LPC Communications Chair on traf of brochure.

Arranges for complimentary hotel upgraded roomsthwsitting area) to be
assigned to DEN presidents for the purpose of hgssimall meetings, when
possible.

Submits brochure draft to NPC for review and edited NPC meeting held
approximately 7-8 months prior to Workshop B.

Circulates final brochure draft to NPC for approbafore LPC Communications
Chair takes final draft to printer.

Distributes forms at NPC meeting approximately sewv@nths prior to workshop
including: hotel meeting room request, book order &isplay and/or sale,
brochure order, expense reimbursement claim, presgmpermission to record,
and presenter tracking forms.

Advises DENSs of hotel criteria for DENSs.
Advises NPC of hotel criteria for NWCU.

Provides detailed printed program of workshop saledcreated by LPC
Program Chair) to each member of NPC at Sundayimyemeeting of NPC
immediately prior to workshop.

Provides final report on workshop to NPC withindys of its closure. Report to
include LPC Finance Chair (Treasurer) report. @a&neeport includes total
number of registrations, pertinent information ammments (see sample report
#2).
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26)

27)

28)

20)

Provides NPC Archivist with pertinent Workshop A terdals for historical
records within 90 days after close of Workshop Acluding a full set of
workshop recordings.

Encourages involvement of LPC in surfacing namegaiential local seminar
topics and leaders.

Brings LPC recommendations for potential semingic®and leaders to the NPC
meetings.

Confirms that NWCU disclaimer is noted in the peohtprogram of events
distributed at workshop.

LPC Secretary

1)
2)
3)
4)
5)

6)
7

Records Minutes of all LPC meetings.

Distributes copes of Minutes to LPC members in lynmeanner.
Chairs LPC meetings in absence of Chair.

Maintains current list of LPC members’ contact imfation.

Collects pertinent Workshop B information (inclugirfinancial report) for
Archives.

Submits Archive data to LPC Chair for delivery tB @l Archivist.

Communicates with seminar presenters to assur@texfanformation necessary
for the registration form, printed program, andestmaterials.

LPC Finance Chair/ Treasurer (see section on Finamal Policies)

1)
2)
3)
4)

5)

6)

Chairs LPC Finance subcommittee.
Fulfills responsibilities of LPC Treasurer.
Is responsible for all finances of LPC.

Establishes local NWCU bank checking account with signatures required on
each check (LPC Chair and LPC Treasurer). Ordensed checks. Reconciles
bank statements.

Deposits into bank account all moneys receivedmely manner including daily
deposits received on site during the NWCU.

Works in consultation with NEOA Treasurer.

a) Receives from NEOA Treasurer initial seed moneyfafr thousand
dollars ($4,000).

b) Receives from NEOA Treasurer any money from spahsps/grants for
designated use in Workshop B.

c) Discusses questionable claims with NEOA Treasurier o payment.
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7)
8)

9)
10)

11)

12)

13)

d) Submits to NEOA Treasurer final financial reporttfwall expenses paid)
for Workshop B within ninety (90) days followingosle of workshop.

e) Submits check in amount of workshop net profit teOW Treasurer with
final report and closes bank account.

Provides reimbursement for all workshop presenters.

Provides plenary presenters with honoraria withewes (7) days of close of
workshop B.

Does not provide reimbursement for NPC members.

Receives sample budget from NEOA Treasurer elevdn (onths prior to
Workshop B if current budget sample is not providgethis guide book.

Reviews all expense reimbursement claims with psefrom presenters for
transportation, meals and hotel and pays unquestiolaims within ten (10) days
of receiving claim.

Submits to LPC for review report on receipts angesses for Workshop B
within (sixty) 60 days following close of workshop.

Uses income and expense categories shown in thplesémdget provided by
NEOA Treasurer when preparing final financial repddse of these categories is
imperative for federal tax reporting purposes byOMETreasurer.
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Planning Timeline
[to come]
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FINANCIAL PoLICIES OF THENWCU

General Information

Each NWCU costs approximately $60,000. An aggvessampaign to generate 350 paid full
registrations typically covers that cost. Each NWGtrives to cover its costs and send
additional funds to the NWCU via the NEOA Treasurerthe purpose of building up funds to
cover any future workshop losseBhese figures will be evaluated bi-annually.

Bank Accounts

NEOA Treasurer oversees the NWCU bank account gpairts current balance and status to the
NPC and NEOA. Check book to be reconciled eachtimaith bank statement. One signature
required on check. NEOA Treasurer and NPC Segreign on NWCU bank account. LPC
Finance Chair is to establish and oversee NWCU ba6k account. Two signatures (LPC
Chair, LPC Treasurer) required on each check.

Financial Reports

Oral and/or written financial reports are preserigd PC Finance Chair (aka LPC Treasurer) at
LPC meetings. LPC final financial report (inclugiall income and expenses) is to be submitted
to LPC sixty (60 days) after close of workshop. nfpete final written financial report to be
submitted to NEOA Treasurer within ninety (90) dayter close of workshop. Final financial
report includes detailed income and expenses. NEK@asurer, in turn, presents LPC
Treasurer’s final financial report to NPC at itsatieg (typically 6-7 prior to next workshop) and
will review report with NPC. NEOA Treasurer willsa present written report with oral
discussion to NEOA annual meeting. All expensethefNWCU, both local and national, are
computed together for the final expense report. ONETreasurer files U.S. Department of
Treasury (IRS) tax form 990E annually on behalNg¥CU.

Funding Sources

Initial start-up funds in the amount of four thondadollars ($4,000) are advanced to LPC
Treasurer by NEOA Treasurer. The seed money isdlp used to open a LPC bank account in
name of NWCU, purchase letterhead stationery anatrre@ddress envelopes, secure a person or
company to design the local logo, and secure priot@rint brochure. The initial start-up funds
are to be reimbursed to the NEOA Treasurer at ltiseof the workshop.

NEOA, NPC and LPC are encouraged to solicit contrmns of funds, in-kind services and gifts
as needed, and volunteers from local judicatodesgregations, and other appropriate sources.
Such gifts provide a cushion of more flexibilitytime budget.

Primary source of funding comes for NWCU registnatiees which are as follows:
Full registration by six weeks prior to the workpho $125
Full registration thereatfter: $150
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Full registration for full-time students: $50
One day registration which on Thursday includeshaon): $50

Funds granted (cash gifts) to NWCU received by NED@asurer are immediately deposited in
NWCU account. NEOA Treasurer immediately sendshack for same amount to LPC
Treasurer for deposit in NWCU LPC Account. Graohds are to be used for purpose
designated in year received. Sponsors may fundicpkr presentations, and should be
recognized at the introduction to each event. €rsponsors are the American Bible Society
for the Bible Study and the Order of St. LazarusKeynote Address. Funding is also available
to students. Full-time students may apply for NwWsslbolarship.

Hotel Account

Primary hotel account is set up with hotel via NW&€ahtract by NEOA Treasurer. LPC may
do this in consultation with NEOA Treasurer.

NWCU funds primary meeting expenses (transportatimtel and meals up to $60 per day) of
NWCU NPC Chair, NPC Incoming Chair, NPC Outgoingatfex officiomembers and NEOA
Treasurer (when individual is not otherwise covebbgdanother agency). Expense claims to be
submitted to NEOA Treasurer for reimbursement.

EXPENSES ANDHONORARIA

NEOA Treasurer

NEOA Treasurer is primary financial officer of thEEOA, NWCU and NPC. NEOA Treasurer
reports financial accounting to NEOA and NPC regulaNEOA Treasurer secures an annual
audit or formal review according to requirementskselRS for a 501c3.

Reimbursement

Reimbursement covers expenses of hotel accommodatimeals and travel. Travel
reimbursement is only for economy class ticketglit avel arrangements must be negotiated in
advance with NEOA Treasurer. Current Internal RereeService (IRS) allowance is used when
computing car mileage reimbursement claims. Reis#gent for meals is not to exceed the
IRS per diem c. sixty dollars ($60) per day per person. Minbursement is made for hotel
incidentals, mini bar, movies, internet accesgpiebne calls or other incidentals.

NPC Members

NPC expense claims are submitted directly to NEQ@&as$urer for reimbursement. Hotel room,
meals, travel and NWCU Registration fees are cavérethe NWCU forex officio members
when attending NWCU or NPC meetings during terrofiice and only if no other agency will
cover expense of individual. Criteria establisf@mdPlenary Presenters is applied.
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LPC Members

LPC Chair has cost of meals, transportation, anlhamccommodations covered by NWCU
when participating in NPC meetings and NWCU. Sariteria applied as to NPC Chair.

Expense claim submitted to LPC Treasurer for remsdment. LPC members may receive
complimentary registration in the NWCU if opted foy the LPC. Serious consideration should
always be given by the LPC to meet budget, coverxplenses, and strive for profit.

Presentation Expenses

All equipment (i.e., audio-visual, writing boardipfcharts, etc.) provided by the hotel will incur
an extra charge. The Local Planning Committee auitifirm receipt of each request and inform
the presenter of any associated costs which doefahavithin allocated budget allowances.

Such costs must be covered by the presenter. Rabgdidy for ordering hotel equipment lies

with the NWCU LPC, which designates who from th@mmnittee bears this responsibility.

Presenters cannot order hotel equipment.

Plenary Presenters

Four plenary presenters (Opening Worship Preadkeynote Speaker at Opening Plenary,
Wednesday/Thursday Bible Study, Closing Luncheoraker) are selected by the NPC and
compensated by the LPC Treasurer with honorarfallasvs:

Monday Opening Worship Preacher $500
Tuesday Keynote Speaker $500

Wednesday Bible Study/Religious Experience
(if more than one person, the honorarium is shared) $500

Thursday Bible Study/Religious Experience
(if more than one person, the honorarium is shared) $500

If one plenary presenter fills two positions (sue$) Bible Study Leader on Wednesday and
Thursday), may be compensated with 2 x $500 = $1,00 honorarium is declined or return,
LPC Chair advises NPC Chair to send letter of apatien. Honorarium may be presented to
plenary presenter following conclusion of presaatator mailed within seven (7) days of
presentation.

Plenary Presenters are given complimentary hoteimromeals, transportation, and NWCU
registration. If the Wednesday or Thursday religi@xperience or special plenary includes a
worship service, that preacher may be given oresimafunding allotted for that occasion only.
NPC Chair is to provide hotel (via LPC ) names efgons rooms and hotel meals to be charged
to NWCU hotel account. Plenary presenters’ accodations are covered for entire stay at
NWCU. Presenters are to make their own transpont@rrangements and to submit claim for
reimbursement to LPC Chair/ Treasurer. LPC Treasrto reimburse claims within seven (7)
days of receipt. Questionable claims are to beudsed with NEOA Treasurer prior to
reimbursement.
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Seminar Presenters

Seminar presenters are not offered an honorariuoth@ar monetary stipend. Each presenter’s
hotel room, transportation, meals, and NWCU regigin fee is to be covered by NWCU. Ifa
presenter is scheduled for only one day, not moaa two night's accommodations are covered
by NWCU. Meals may be charged to NWCU hotel act@uma/or submitted for reimbursement
to LPC Chair on NWCU Expense Claim form. Intereficess, telephone calls, or other
incidentals will not be reimbursed by the NWCU. yAother expense reimbursement claims
(seminar supplies, equipment orders, etc.) to pecaed by NEOA Treasurer. Presenters make
own transportation arrangements. LPC provides!ata presenter names whose hotel room
and meals are to be charged to NWCU accolRC registers all presenters in the workshop.
LPC makes hotel room reservations for all pressrdad assures there are no duplications. LPC
provides hotel with list of presenters names taghaoom and hotel meals to NWCU account.
Presenters who are members of the NPC need naticheded on this list, and should make
arrangements as members of the NPC rather tharesasnpers.
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ADDITIONAL FEATURES OF THENWCU

Academic Credit

The NWCU fulfils requirements for Continuing Eduoat Units, about 15-20 classroom hours.
The LPC should arrange for a local accredited anadenstitution to offer credit to any
participant who applies.

Awards

In 1996 the NPC instituted an Ecumenical Recogmiiavard. Each year the NPC may decide
to honor an individual as recipient of this spe@alard. The purpose of the award is to
recognize exceptional ecumenical achievement. rfdminating process of this award is as
follows. The Parliamentarian manages the nomingtimcess for the Ecumenical Recognition
Award. The NPC Chair forms and chairs an ad hoardwommittee of three NPC members.
This committee seeks nominees for the award fror@ @ mbers and recommends to the NPC
its selection of a candidate for the award. Upadoesement of the NPC, the NPC Chair
contacts the nominee about acceptance of the awarthe event that a nominee does not accept
the award, the ad hoc committee may select anathainee. Presentation of the award is made
by the NPC Chair during one of the workshop plezsari Additionally, some DENs have their
own awards which are presented during the courskeoivorkshop. These include CADEIO’s
annual James Fitzgerald Award for Ecumenism, ptedeat the CADEIO Luncheon.

Bookstore

It is the desire of the NEOA and the NPC that eaohkshop will provide for its attendees the
opportunity to purchase publications written by gemters and other noted ecumenists.
Bookstores given the book concession will be predidvith the names of all workshop
presenters and preferred publications, as provigetie LPC. They may use this information to
place their published works among the inventoryugta to the NWCU. If a presenter makes a
request regarding a particular publication it Ww#i the responsibility of the bookstore to decide if
it will be in the inventory. A general bibliograplof ecumenical resources is provided by the
NWCU Guide Book Editor.

Displays/Exhibits:

NPC approves all displays/exhibits. The NPC Sacyemaintains a list of displays/exhibits.
Displayers do not receive a subsidized NWCU regfistn fee. Displayers may not attend
workshop events unless they are registered. LP&hges for displays/exhibits and for their
space allocation and location. LPC is encourageakk the displayers to provide a reasonable
sample of their display board and handout matematsdvance of the workshop as a precaution
against controversial messages. The followingd®mtave a standing approval:

American Association of Interchurch Families
Canadian Centre for Ecumenism
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Churches with representation on the NPC
Denominational Ecumenical Networks

Graymoor Ecumenical & Interreligious Institute
National Association of Ecumenical & Interreligio8taff
National Association of Interchurch and Interfditdamilies
National Council of Churches

National Workshop on Christian Unity sponsors:

Priority should be given to workshop and DENs regi®on, the workshop bookstore,
councils of churches, ecumenical agencies, etc.

North American Academy of Ecumenists

Paulist Office for Ecumenical and Interfaith Redais
Taizé

World Council of Churches

Informal Networking

Throughout the NWCU, various caucuses of peoplatermformal networking opportunities. In

recent years younger ecumenists have gathered domnar or evening meeting, alumni from

ecumenical programs have met, delegates to CCTUSAG@CCUSA have held meetings.

Announcements of these gatherings may be includeti@ daily announcements, but are not
usually included in the printed program.

Recordings

The NPC Communications Chair works with the LPCcontracting for recording service.
Recordings should be available in current and contynaccessible digital forms. Ordinarily the
practice is that the recording service provideg thervices at no cost to the NWCU in return for
the recording service having the right to sell diglribute the recordings it has made. For out-
of-town contractors LPC provides hotel accommodeti@and the meaper diem Digital
recordings are to be made of all presentationsvfoch permission to record has been received.
Plenary presentations are ordinarily audio and alisuSeminar presentations are ordinarily
audio. The Archivist is to ensure that a full sétecordings is sent to the archives. The LPC is
to ensure that workshop presenters receive a coraptary copy of their presentations.
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Registration Packet
Prepared by the LPC, the Registration packet shoaldde:

1) NWCU Brochure
2) NWCU List of NPC and LPC members with contact inf@tion

3) NWCU List of Participants, with name, denominatibreand organizational
affiliation telephone number and email, organizehhabetically and by
denomination

4) NWCU Evaluation (see sample form #11) and inforarator online evaluation
5) NWCU Hosting the NWCU, for cities interested in tiog a workshop
6) NWCU Schedule of Events booklet

7) NWCU Updates/Changes re: plenary and seminar detail

8) Bus schedule for event transportation

9) Information on Continuing Education Units

10) Information on host city, map of city/neighborhood

11) Information on recording of presentations, witherébrm

12) Information on the student essay contest, with rsaofievinners

13) Information on Wednesday Evening Social/Culturare\(if applicable)
14)  Hotel services and layout of meeting space and soom

15) Identifying insignia (i.e., ribbon, sticker) for KlPand LPC members

16) Identifying insignia (i.e., ribbon, sticker) for weomers and first time attendees
(optional)

17) Name Tag
18) Pre-paid tickets (i.e., luncheons, Wednesday Ee8orcial/Cultural Event)
19) Table assignments (if applicable)

20) List of neighborhood churches, restaurants, soaiad cultural sites, local
transportation options

Student Essay Contest

The essay contest is sponsored by the Denominhmoanenical Networks (DENS) and is open
to all graduate theological students, seminariangsather students preparing for ministry in an
academic institution or judicatory program. Thetest is designed for students to exercise their
theological imagination and introduce ideas ini@nfily and supportive environment. The essay
topic is determined annually, shortly after thegaging workshop. Submissions are due the
following February 16. Papers are submitted to shedent's respective church national
ecumenical office or DEN president. Winners prédéeir essays at a seminar on Tuesday
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during the workshop. The NPC contact for this sembversees the essay contest process. This
process may be re-addressed annually by the cardestlinators in cooperation with the NPC
and LPC to accommodate the current year’s needs.

Website

The purpose of the NWCU website is to promote theng to provide information for
participants, to enable participants to registdinerfor the workshop, and to access links to the
DENs and registration procedures for their prograritie website identifies members of the
National Planning Committee and the Local Planndgmmittee and gives their contact
information. On the website are descriptions offkgbop plenaries and seminars, and brief
information about presenters. Other features foandthe website are: links to the DENSs,
churches and workshop sponsors, workshop displayibits, as well as recordings/streaming of
presentations. The website also includes highdigihpast workshops
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HOSTING THENATIONAL WORKSHOP ONCHRISTIAN UNITY

Proposing to Host the NWCU

1)

2)

3)

A formal proposal must be submitted to the NPC 3uear including information
attesting to the requirements below. Proposals@nsidered at NPC Meeting #3
for Workshop D.

Proposing to host the NWCU implies a commitmenadtively work on a Local
Planning Committee following the NWCU Guide Book ss to assure a
successful workshop.

Elements of the proposal are listed below.

Local Support

1)

2)
3)

4)

5)

Letters of invitation and support from at least rfdacal judicatory leaders,
including those of the three churches with thedatdDENSs participating in the
NWCU, currently the Catholic, Episcopal, and ELCAhese letters should be
included in the proposal.

Strong local contacts of the member DENSs.

Support from local ecumenical agencies, councils cblirches, academic
institutions, dialogues, etc.

There must be a responsible, even if ad hoc, azgaan which can develop a
local planning committee, designate a local chaspe and handle the funds.

A local judicatory or ecumenical organization wilave to contribute in-kind
administrative assistance in handling reservatiorsgcknowledgements,
registration, etc.

Facilities: Churches

Cathedrals and other churches hosting NWCU worsRgeriences should be within walking
distance or a short bus ride (c. 15-20 minutes).

Facilities: Hotel

1)

2)

Avalilability of a hotel/convention center with 1% breakout rooms and large
assembly room to seat up to 500 people at tabtesjumte catering facilities, a
restaurant, and public information systems avaglabl

The NPC takes an active part in choosing hotelifiezs. Sometimes it uses a
professional meeting planner. If you approach telheales staff, make it clear
that a professional meeting planner may be invoivethe future. While price
data is helpful (i.e., ranges from room rates) M&C negotiates the final price
and signs the contract.
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3) Host site will also be used by NPC during Meetig gtior to the workshop.
4) NPC Secretary/NEOA Treasurer visits proposed hidds to review by NPC?

5) Complimentary rooms are to be negotiated, nornstlls rate of 1:50 paid. The
final number is determined at the conclusion of twerkshop. These
complimentary rooms are used to accommodate osepters first, followed by
ex officioNPC members, thereby keeping the NWCU cost down.

6) Complimentary Suites or suite upgrades may be geali Suites should be made
available to the Current NPC Chair, LPC Chair, ptgrpresenters, in that order.

7) Internet access for workshop participants; grateeas preferred.

Services: Travel to the NWCU

An airport served by at least two major airlinesthm 30-40 minutes drive of the
hotel/convention center.

Services: Local Transportation

1) Host site to have shuttle and/or taxi service betwkotel and airport available
24]7.

2) Parking information and costs should be made adailavith conference
registration.

3) Parking costs for plenary presenters, studentsptrets local participants should
be considered.

Services: Local Amenities

1) Within walking distance.
2) Restaurants, cafés, etc.

Regional Distribution

NPC may also solicit proposals, preference givemdographic distribution of workshops to
maintain national, rather than regional, identityn@rkshop. From 1964 to 2009, the regional
distribution of
work-shops is as
follows:

Northwest: 2
Southwest: 8
South(east): 10
North-central: 10
Northeast: 16




DATE

2010
2009
2008
2007
2006
2005
2004
2003
2002
2001
2000
1999
1998
1997
1996
1995
1994
1993
1992
1991
1990
1989
1988
1987

Archives

SITE

Tampa, FL
Phoenix, AZ
Chicago, IL
Arlington, VA
San José, CA
New Orleans, LA
Omaha, NE
Savannah, GA
Cleveland, OH
San Diego, CA
Louisville, KY
Rochester, NY
St. Paul, MN
Sacramento, CA
Richmond, VA
Albuquerque, NM
Providence, RI
Milwaukee, WiI
Denver, CO

St. Louis, MO
Pittsburg, PA
Indianapolis, IN
Portland, OR
Atlanta, GA

DATE SITE

1986 Hartford, CT
1985 San Antonio, TX
1984 Minneapolis, MN
1983Louisville, KY
1982 Grand Rapids, Ml
1981 Boston, MA
1980Seattle, WA
1979 Birmingham, AL
1978 Tulsa, OK
1977 Pittsburg, PA
1976 Memphis, TN
1975 San Diego, CA
1974Charleston, SC
1973 Toledo, OH
1972 New York, NY
1971 Houston, TX
1970 Kansas City, KS
1969 Philadelphia, PA
1968 Detroit, Ml
1967 Oakland, CA
1966 St. Louis, MO
1965 Boston, MA
1964 Baltimore, MD

NWCU Archives are currently housed at Union TheaalgSeminary. With the approval of the
NEOA, efforts are currently underway to considangferring the archives to the University of
Notre Dame, Indiana. This would place them in praty to two DENSs’ archives. CADEIO’s

archives are at the University of Notre Dame, Indjaand LERN'’s archives are in Elk Grove

Village, IL, near ELCA’s churchwide office, The Lhdran Center.
Austin, Texas, part of the Archives of the Episddplaurch.
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APPENDICES

Plenary and Seminar Forms are to be sent by the i@ to each NPC member who serves as
a contact person for presenter(s). OrdinarilyNR&C Chair is the contact for plenary presenters,
although this task may be delegated to an NPC membke contact prepares these forms as
indicated on them and then sends them to the perstm completion. Upon completion the
presenter then sends them back to the contact,isvhesponsible for forwarding them to the
NPC Chair, the LPC Chair and any other designabeanaittee member. For the most part this
correspondence is done electronically. For semintdie contact either introduces the
presenter(s) or engages a member of the NPC ortbR{® so. For plenaries the NPC Chair
engages the introducer. During the workshop costarakes themselves available to welcome
presenter(s).

Appendix A: Recommended Additional LPC Subcommittes

LPC Arrangements Chair
1) Chairs LPC Arrangements sub-committee.

2) Makes every effort to secure a small number of dongmtary parking spaces
from the hotel for the use of local volunteers véed by the LPC to perform
tasks during the workshop.

3) Works with LPC Transportation Chair to arrange spaortation for NWCU events
more than two blocks away from hotel and for sdaw&ds of presenters.

4) Works with LPC Transportation Chair to arrange $gortation of major speakers
to/from airport.

5) Works with LPC Chair to confirm needs of each pnéseand special guest.

6) Secures from LPC Chair completed hotel meeting roeguest forms from NPC
and DENSs.

7) Arranges for appropriate room space and set upafbNWCU gatherings
including seminars, plenaries, and worship centers.

8) Acts as liaison with hotel for meeting space, roseh up, catering, equipment,
signage, special needs (i.e. emergency contaudjdap access).

9) Coordinates presenters’ requests for equipment.

10) Make certain DENs equipment orders are not dugdatith LPC equipment
orders.

11) Does not make hotel catering arrangements for DENSs.
12) Coordinates with DENSs to facilitate cooperatiomeéds from hotel and LPC.

13) Secures and sets up signage (in compliance witkl meguirements) in hotel
including identification of seminar rooms, plenarigorship centers, registration,
book store, display areas, etc.
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14)

15)

16)
17)

Works with LPC Displays/Exhibits Chair regardingasp, tables, electric outlets
as requested by displayers and makes arrangemghntisotel.

Works with hotel on LPC Program Chair needs reg@rdianging of NWCU
banner and/or other decorations.

Works with hotel on LPC Registration Chair needsNWCU registration area.

Works with hotel on LPC Communications Chair neéals hanging NWCU
Message Board.

LPC Communications Chair

1)
2)
3)

4)
5)
6)
7)

8)

9)

10)
11)
12)
13)
14)

15)

16)
17)
18)
19)

Chairs LPC Communications sub-committee.
Arranges for drafting, printing and distribution 185,000+ NWCU brochures.

Arranges for drafting, printing and distribution o&pproximately 500
letterhead/envelopes.

Arranges for drafting local logo if opted for by CP
Researches possibilities for complimentary printing
Researches printers and considers time and ca#itgnnting orders.

Provides small amount of letterhead/envelopes t@APresident, NPC Chalir,
NEOA Treasurer for letters over their signatures.

Designs NWCU brochure as workshop’s primary markgtool. Brochures to be
attractive, provide all pertinent information, éasead and user friendly.

Receives from NPC Chair (via LPC Chair) biograpltaes photographs of four
plenary presenters to include in brochure.

Receives from NPC Chair (via LPC Chair) identifiocatof seminar presenters.
Receives from NPC Chair (via LPC Chair) seminakcdpsons.

Receives from LPC Chair presenter information omgleted tracking forms.
Create brochure draft in computer format commoslgcufor circulation.

Builds brochure draft as information is receive®Reserve space on draft for
information not yet received.

Submits NWCU brochure draft to NPC for approvaN&C meeting held six to
seven months prior to workshop.

Secures NPC approval (via LPC Chair) of brochuralfdraft prior to printing.
Distributes to NPC (via LPC Chair) brochure requesms.

Fills brochure request form orders by Decemberrpdavorkshop.

Acquires list of NWCU participants in last two wshops and mail a brochure to
each person.
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20)

21)
22)

23)

24)

25)

26)
27)

28)

29)
30)

31)

32)

33)

34)
35)

Mails large packets of brochures (via UPS) to ddnational networks, church
staffs and others requesting brochures.

Charges no fee to send from 1 — 1,000 brochuresd¢addressee.

Charges fee for additional brochures sent uponestgafter first 1,000 to one
addressee.

Receives forms requesting brochures and fills erdera timely manner. For
workshops held in April, Church denominational odfis should receive
brochures by early December, thus allowing timeetdistribute in January.

Works in collaboration with the NPC Communicatio@kair (NPC ex-officio
position)

Consistently provides current local updates for NWGQvebsite to NPC
Communications Chair.

Arranges locally publicity for NPC before and aftesrkshop.

Works with NPC Communications Chair on arrangingalopublicity, press
releases, photo-ops, press conferences duringdheshop.

Maintains local lists of newspapers, newslettemjrnals, for press release
distribution

Is custodian of NWCU logo banner during workshop.

Makes certain banner is passed to next year’s LP@irGat close of current
workshop.

Arranges for design of local logo to embellish NWGWmbol if opted for by
LPC.

Works in collaboration with LPC Program Chair tooguce a printed program,
i.e., a Schedule of Events booklet, which is toirfuded in each registration
packet.

Ensures that NWCU disclaimer is printed in the $cite of Events booklet
(printed program).

Ensures that NWCU disclaimer is not printed in wabidp brochure.
Arranges for and maintains NWCU Information Boardhotel during workshop.

LPC Displays/Exhibits Chair

1)
2)
3)

4)

Chairs LPC Displays sub-committee.
Acts as liaison between LPC, hotel and displayers.

Work with LPC Arrangements Chair to secure dispdaga, tables, and electric
outlets as needed for displays in hotel.

Arranges display area in hotel.
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5)

6)
7

8)

9)

10)

11)

12)

13)

14)

15)

16)

17)

Secures one or more book store with ecumenicabrderational and theological
books to be part of the NWCU Bookstore display tmdell books on site.

Determine number of displays by space available.

Procures from the NPC (via LPC Chair) lists of b®@té recommended by NPC
and NWCU Workshop B presenters for display andéte during workshop.

Arranges for exhibit areas as requested by DENsandenical bodies approved
by NPC to display. Invites displayers to be setrupotel on Monday morning of
the NWCU.

Keeps all displays, recording sales, and book stosame general area in hotel
when possible.

Ensures that displayers have a strong ecumenieakst or be related to NWCU
presenters.

Ensures that displayers not be politically divisie®ntroversial or potentially
church dividing. (See section on NPC).

Obtains from NPC Secretary (via LPC Chair) a littpee-approved displayers
and exhibitors to display/exhibit at the NWCU. €Section on NPC).

Arranges to secure display area during unstaffedshwithout additional cost to
NWCU when possible. If not possible, advises digpits of such.

Advise displayers that NWCU provides no liabililysurance and accepts for
responsibility for security.

Arranges for volunteer workers as needed. Eagilajisr to provide own on-site
staff.

Invites shops with Christian mementos to have & ghibp at the workshop if
opted for by the LPC.

Works with LPC Program and Arrangements Chairsrtange display area for
audio/visual recording company.

LPC Program Chair

1)
2)

3)
4)
5)
6)

Chairs LPC Program sub-committee.

Plans and arranges Opening Reception following @pgekorship Service on
Monday evening.

Plans and arranges for Closing Luncheon.
Designs and arranges meal tickets as needed.
Designs Closing Luncheon tickets with assignecdetabimbers.

Arranges seating assignments at each table to eple and denominations
represented, and strives for ecumenical balaneacit table.
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7

8)

9)

10)

11)

12)

13)

14)
15)

16)

17)
18)

19)

20)

21)
22)

Works with LPC Registration Chair to include Claggihuncheon tickets in
registration packets.

Arranges for audio and/or video recording of NWClenaries and seminars and
for the sale of recordings during the workshop.

Assure that, included in the LPC agreement witlomaers, they will provide a
complete set of recordings for the archives.

Receives signed Permission to Record forms from OP@ir and maintains list
of sessions with permission to record.

Does not permit audio or video recording of anysprger without signed
permission form.

Coordinates recording arrangements with LPC Comaoatiieins Chair and LPC
Arrangements Chair.

Coordinates with LPC Arrangements Chair on hangihyWCU logo banner in
main plenary room.

Coordinates with LPC Arrangements Chair on ballrataoorations if opted.

Arranges for cash and carry continental breakfadtatel if no complimentary
breakfast is provided, when possible.

Works in collaboration with the Communications Ch& produce current
NWCU printed program of events booklet to be dustied in registration packets.

Recruits signers for hearing impaired if/where reekd

Assists LPC Chair as needed to keep agenda ondehatt NWCU Opening
Plenary on Tuesday.

Seeks sponsorships (cash grant funding) for the NW1t€luding denominations
and ecumenical groups to host NWCU program or e(ent Monday evening
Opening Reception, continental breakfast on Tuesddyednesday).

Does not approach current sponsors of NWCU fortantail grant.
Advises NPC and LPC Chairs of sponsorships (giéisgived.

Coordinate with Incoming LPC Chair the placing ddirik evaluation forms on
each table at Closing Luncheon and arranging foorimng LPC Chair to collect
forms immediately following luncheon.

LPC Registration Chair

1)
2)
3)

4)

Chairs LPC Registration sub-committee.
Sets up advance NWCU registration and trackingesyst

Arranges for NWCU registration form to be includadhe NWCU brochure and
on the NWCU web-site.

Collaborates with NPC Communications Chair regaydin-line registrations.
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5)

Collaborates with LPC Schools Chair regarding retgiéor continuing education
credits.

6) Processes each workshop registration when it cames

7) Sends each registration confirmation upon receipluding pertinent information
(airport shuttle, maps, directions, etc.).

8) Works with LPC Finance Chair (Treasurer) to depasd record fees received in
a timely manner.

9) Provides to-date workshop registration report (idalg seminar interest) to NPC
Chair (via LPC Chair) two months prior to workshopne month prior to
workshop and two weeks prior to workshop.

10) Works with LPC Arrangements Chair to assure appaitgriroom size for each
seminar according to seminar check-offs on comgleggistration forms.

11) Pre-registers each presenter and special guestiomanpary (no fee) in NWCU.

12) Does not provide complimentary NWCU registration§°C members.

13) Maintains workshop registration records on computgth back-up on external
storage device and in hard copy.

14) Creates printed alphabetical list by denominatiballoworkshop participants for
distribution in registration packets at workshop.

15) Creates supplement list of participants (to adgreviously distributed list) by
denomination and have copies available for pickauthe workshop registration
desk on Tuesday morning.

16) Arranges for NWCU on-site registration and inforimatbeginning Monday 8:30
AM — 9:00 PM and optional hours through Thursday.

17)  Arranges for NWCU registration desk staffing.

18) Distributes packets of information upon check-imatsite registration desk

19) Makes hotel room reservation for each presenteispadial guest.

20) Provides hotel with list of names of presenters spetial guests whose room and
meals are to be charged to the hotel's NWCU account

21)  Arranges, when possible, for NPC Chair, LPC Chéire§iding in the hotel) and
DEN presidents to have complimentary room upgrdadesuites in which small
group meetings may take place.

22)  Does not make hotel reservation for NPC members.

23) Acts as contact person between LPC and hotel foo@i reservations.

LPC Schools Chair
1) Chairs LPC Schools sub-committee.
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2)

3)

4)
5)

6)

7

8)

Arranges continuing education credit (CEU) throlatal academic institution or
one through which CEU has already been granted.

Works with LPC Communications Chair to ensure tB&tU information appears
on the NWCU website and in the brochure.

Acts as NWCU LPC liaison with local colleges, unsites, and seminaries.

Communicates with academic institutions about th&/QW, and strongly
encourages faculty and students participationenvtbrkshop.

Inquires about possibilities of academic creditdtudents participating in NWCU
and arranges such when possible.

Works with LPC Registration Chair to ensure CEWinfation in included in
registration confirmation and/or on-site registratpackets.

Serves as the contact for students who apply folC\WWgcholarship.

LPC Social Event Chair (optional)

1)
1)

2)

3)

4)
5)

6)
7

8)
9)

10)
11)

12)

Chairs LPC Social Event sub-committee.
Explores possibilities for a social or cultural evéo be held on Wednesday
evening of workshop.

Considers social event to be a helpful opportufoty networking, relationship
building and an incentive for NWCU patrticipation.

Submits recommendation for event to LPC which makession to choose to
offer an optional social and/or cultural event torkshop participants.

Plans and arranges event.

Plans social event as offering to workshop parmicip, but separate from the
NWCU.

Plans social event participation fee to cover entost of event.

Works with LPC Communications Chair to include d@v&ign-up in brochure and
on website.

Provides for tickets as needed.

Works with LPC Registration Chair to include praegpaocial events tickets in
appropriate registration packets.

Works with LPC Transportation Chair to provide ig®from social event.

Informs social event site management that NWCU duoas provide liability
insurance for event.

Ensure scheduling of social event does not conblictnegatively impact on
NWCU programs.

LPC Transportation Chair

1)

Chairs LPC Transportation sub-committee.
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2)

3)

4)

5)

6)

7

8)

9)

10)

11)

Explores options for transportation needs of wookstvith special consideration
of expense to workshop.

Arranges all busing needed to/from workshop eventsgeduled more than two
blocks away from hotel (including worship, opennegeption, social event).

Offers staggered bus schedule for return to hatdviing Opening Reception.
(Not everyone wants to return at the same time).

Offers staggered bus schedule for return to hotlkeviing special social event if
appropriate.

Works with LPC Registration Chair to arrange transgtion to/from airport for
plenary presenters and special guests.

Ensures that each presenter and special guestfasmid of airport/hotel
transportation arrangements.

Works with LPC Registration Chair to arrange speonegeds transportation for
handicapped if requested.

Does not charge fee to participants for transporidtetween NWCU scheduled
events.

Understands that NWCU does not provide liabilitgurance when transporting
workshop participants.

Provides information to DEN'’s regarding a bus conypdhat could provide
busing to/from DEN activities away from hotel.

LPC Worship Chair

1)
2)

3)

4)
5)

6)

7

Chairs LPC worship Subcommittee.

Works with LPC Chair to coordinate Opening Worslprvice on Monday
evening of NWCU

Invites NPC, LPC and DEN presidents to particigatprocessional at Opening
Worship Service

Determines liturgical color and advises particigaior vesting.

Recommends to NPC name(s) of one or two recipieintdgfering to be received
at Opening Worship. (Typically, one national reem and one local recipient)

Provides hospitality to Opening Worship particigamticluding Preacher who is
secured by the NPC.

Is not responsible for DENs-sponsored worship ses/but serves the DENs as
they typically engage locals in planning processD&Ns-sponsored worship
services.
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Appendix B: Sample Reports
1) Final Report from NEOA Treasurer to NPC /NEOA

2) Final Report NPC Outgoing Chair to NPC

3) Final Report from LPC Outgoing Chair to NPC / NE@reasurer

4) Final Report from LPC Outgoing Treasurer to NEOA&&surer and LPC Chair
5) Brochure cover, local logos [to come]
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Sample Report #1: Final Report from NEOA Treasurer to NEOA and NPC
National Workshop on Christian Unity
NEOA Treasurer’'s Final Report
(Date)

ASSETS (Cash)

NWCU Checking Account

NWCU Master Account

NWCU Certificate of Deposit

Total Cash

REIMBURSEABLE MONIES (Advanced)
Workshop

Total Reimbursement Due

+

TOTAL ASSETS

LIABILITIES

GRAND TOTAL ASSETS
PROFIT / LOSS ACCOUNTING
NWCU 20--

NWCU 20--

LPC Profit/ Loss $

LPC Profit / Loss$

NPC Expense

NPC ExpensesNEOA Expenses
NEOA Expenses

NET PROFIT / LOSS

NET PROFIT / LOSS =

Signed:

NEO Treasurer, Date:
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Sample Report #2: Final Report from NPC Chair to NPC
2002 NATIONAL WORKSHOP ON CHRISTIAN UNITY
REPORT TO NATIONAL PLANNING COMMITTEE
FROM NATIONAL CHAIR DIANE LOWE
JUNE 10, 2002

The National Workshop on Christian Unity (NWCU) dhelt the Cleveland Sheraton City Centre
Hotel in Cleveland, Ohio on May 20-23, 2002, wasuzcessful event.With You Is The
Fountain of Lifeprovided the theme of the 8@nnual NWCU and the Cleveland hospitality was
excellent.

Opening worship preacher The Reverend John ThoRrasjdent, United Church of Christ, and
key note speaker Cardinal Walter Kasper, Presideottifical Council for Promotion Christian

Unity, were well received. Scheduled Closing Lwemih speaker The Reverend Kathryn
Bannister, Pastor, United Methodist Church, andsiBemt, World Council of Churches, was
replaced with 14-hour notice by Dr. Ann Riggs, dgior, Faith and Order Commission,
National Council of Churches.

Wednesday-Thursday plenary was in the form of ahBust using Churches Uniting in Christ
(CUIC) liturgy followed by reflections on the wolphexperience. Preacher UMC Bishop
Jonathan Keaton was especially well received. deafin presenters The Reverend Dr. Bertrice
Wood, Director, CUIC, and The Reverend Alan DetscReman Catholic, were identified after
brochure was printed.

Of the 12 seminars listed in the brochure, one wasceled and one extended. Seminars
generating most interest by participants were thofering current status of ecumenical
dialogues, forthcoming dialogue possibilities, aentification on dialogue stumbling blocks.

Healthy registration (438) largely due to:
1.14,000 brochure distribution
2.Attractive keynote speaker

3.Broad local involvement

Publicity Chair position was established by NPC andnder current development by Reverend
James Gardiner. NWCU Website created by The Retgle@arolyn Roper Fowlkes generated
significant interest.

Disclaimer divorcing responsibility of NWCU-NEOAdm views offered by speakers/presenters
was printed in program. NEOA directed disclaimebé included in all future programs, but not
brochure.

Excellent cooperation between National Planning @dtee (NPC) and Local Planning

Committee (LPC) allowed brochures to be develogmihted, and distributed in a timely

manner. LPC organization was exemplary. Perioghestration status reports provided by LPC
to NPC during weeks prior to NWCU were helpful.
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Hosted continental breakfasts by Faith & Values iednd Graymoor Ecumenical and
Interreligious Institute were appreciated by pgwaots. Network activities were well-
coordinated with the NWCU program. Optional soernt was well attended and appreciated.

National Chair sent packet including letter of tation/confirmation, brochure, and pertinent
forms to each speaker/presenter on January 15,. 2QG@2ters of appreciation for services
performed were sent to each speaker/presenter e Ju2002. Local treasurer distributed
appropriate honorariums to speakers on site dan@dgNWCU.

Appropriate documents will be provided to NWCU avels via Henry Male, NPC Treasurer.
Thank you for the privilege of serving as 2002 blia&il Chair.

(signed)

Diane M. Lowe
-- dianelowe@aol.com
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Sample Report #3: Final Report from LPC Chair to NFC

20 NWCU LOCAL PLANNING COMMITTEE FINAL REPORT

Date:

Submitted by:

Included in this report:

Copy of Final Financial Report to NEOA TreasuremfrLPC Finance Chair/Treasurer
Registration Analysis

Over all the Local Planning Committee was pleasét their arrangements for the workshop.
Participants seemed to be happy, the hotel wasetabye without too much anxiety about last
minute changes, and participation remained higbutn the closing luncheon. The following
comments and suggestions are offered to help snoubth few areas of confusion.

Reflections for the National Planning Committeetios following:
Brochure

Networks

Network registration, hours, staffing

Hotel arrangements

Meeting rooms requests, set-ups, food service

Displays, audio taping

Other

Reflections for the Local Planning Committee onfthitowing:
Meetings

Leadership

Message Board

Opening Prayer Service Offering

Printed Program, Disclaimer

Optional Wednesday evening social event

Other
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Sample Report #4: Final Report from LPC Treasurer b NEOA Treasurer and LPC Chair
National Workshop on Christian Unity
Local Planning Committee’s Final Financial Report
INCOME
ADVANCE
LPC Chair’s Initial Advance $
LPC Chair’'s Misc. Advance
Total due the NWCU Master Account
REGISTRATION

Full time # x $ ea. = $

Full time # x $ ea. = $

One day # x $ ea. =$

Two days # X $ ea. =%

Students # x $ ea. =%

Unpaid #___ (complimentary registrations).
TOTALS

All registrations #

Paid registrations #

Monies from registrations $

Grants / Donations $

Misc. receipts $
TOTAL INCOME $
EXPENSES

(See attached sheet for breakdown)

Reimbursement to NWCU Master Account
TOTAL EXPENSES (paid to date) $
Checkbook / Bank Account balance $
Are all bills paid? Yes No
If not, which are not paid?

1.

2.

Person(s) submitting report: Date
(LPC Treasurer) (LPC Chair)
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APPENDIXC: SAMPLE FORMS

The NWCU uses the following tracking forms to emstirat information is obtained and tracked:

1)
2)
3)
4)
5)
6)
7
8)
9)

Brochure Request

General Information on Presentation and Preserfdgaary Presenters
General Information on Presentation and Presersersinars
Bibliography for Bookstore

Conference Room Request and Setup

Permission to Record

Expenses and Reimbursement: Presenters

Expense and Reimbursement: NWCU, NPC, Presenters
Evaluation
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Sample Form #1: National Workshop on Christian Uniy: Brochure Request

Workshop attendees are invited to request up t0 §o&tis brochures. Additional brochures are
sent at cost of shipping and postage. Those steen receiving brochures are to fill in the
information below and send it to the LPC Chair.

Name of person requesting brochureddelete this rubric and type in name]
Organization: [delete this rubric and type in the name of thgaoization]

Address: [delete this rubric and type in the full address]

Tel: [delete this rubric and type in numbeHax: [delete this rubric and type in number]
Email: [delete this rubric and type in path]

Number of gratis brochures requested1-1000) [delete this rubric and type in number]

Number of additional brochures (shipped at cost of shipping and postage) [delaterubric
and type in number]

Send to the NWCU Local Planning Committee Chair:

[LPC Chair is to delete this rubric and type in/lhés name and address prior to emailing form to
inquirer]

LPC Tracking Information

Date form sent:

Date form returned:

Date brochures shipped:

Number of gratis brochures shipped:
Number of additional brochures shipped:
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Sample Form #2: General Information on Presentatio and Presenters: Plenaries
(for presentations with multiple presenters a fasno be completed for each presenter)

The contact person is to obtain the following infiation about the presenter, type in the
information and forward the form as an electroritachment in WORD to the NPC Chair and
the LPC Chair.

Plenary Presenter(underline one):

Monday Opening Worship Preacher Tuesday PlenarnéteyAddress

Wednesday & Thursday Bible Study Leader ThursdayePar Closing Luncheon Address
Presenter's Name with Title:[delete this rubric and type in name with title]

Presenter’'s Address:[delete this rubric and type in full address]

Tel: [delete this rubric and type in numbdeak: [delete this rubric and type in number]
Email: [delete this rubric and type in path]

Contact Person’s Name:

Introducer’'s Name:

Biography of Presenter:[delete this rubric and type in the following: ¢00 words, including
name as it is to appear in NWCU materials; titlel grosition; academic degrees, including
institution of conferral; description of ecumeniealgagement; articles and/or books written]

Brief Abstract of Presentation: [delete this rubric and type in the following: 20l words; if
more than one presenter, filled in only for presetiisted first and cross-referenced for other
presenters]

Presenter’s registration for the NWCU will be made by the Local Planning Committee.
Presenter’s registration for hotel accommodations:

for the night(s) of [delete this rubric and typedates]

registration will be made by: (underline one)

presenter LPCN/A (presenter does not need accontioodp
Presenter’s expensewill be paid by the (underline one)

presenter NWCU shared between presenter’s ogamzand NWCU

Photograph: The Plenary Presenter is to send a digital phafgto the NPC Chair and LPC
Chair.
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Sample Form #3: General Information on Presentatiorand Presenters: Seminars
(for presentations with multiple presenters a fasno be completed for each presenter)

The contact person is to obtain the following infiation about the presenter, type in the
information and forward the form as an electrortteaéhment to the NPC Chair and the LPC
Chair.

Seminar #delete this rubric and type in number]

Seminar Title: [delete this rubric and type in title]

Presenter's Name with Title:[delete this rubric and type in name with title]
Presenter’'s Address:[delete this rubric and type in full address]

Tel: [delete this rubric and type in numbdeak: [delete this rubric and type in number]
Email: [delete this rubric and type in path]

Contact Person’s Name[delete this rubric and type in name]

Introducer’'s Name: [delete this rubric and type in name]

Biography of Presenter:[delete this rubric and type in the following: ¢00 words, including
name as it is to appear in NWCU materials; titlel grosition; academic degrees, including
institution of conferral; description of ecumeniealgagement; articles and/or books written]

Brief Abstract of Presentation: [delete this rubric and type in the following: 20l words; if
more than one presenter, filled in only for presetiisted first and cross-referenced for other
presenters]

Presenter’s registration for the NWCU will be made by the LPC.Presenter’s registration
for hotel accommodations:

for the night(s) of [delete this rubric and typedates]

registration will be made by: (underline one)

presenter LPCN/A (presenter does not need accontioodp
Presenter’s expensewill be paid by the (underline one)

presenter NWCU shared between presenter’s ordamzand NWCU
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Sample Form #4: National Workshop on Christian Uniy: Bibliography for Bookstore

Presenters are invited to submit a select biblplgyaof books and journals related to your
presentation. Kindly fill in the information beloand send it to the LPC Chair. The LPC Chair
will include these sources in the listing whichgsen to those responsible for the NWCU
Bookstore in the hope that they will be availalde gurchase via the workshop.

Presenter's Name:[delete this rubric and type in name]

Presentation (Plenary Name / Seminar # and Title)idelete this rubric and type in appropriate
presentation information]

Email form to the NWCU Local Planning Committee Char:

[Contact person to delete this rubric and typehm mame and email of the LPC Chair prior to
sending form to inquirer]

Bibliographical Information: for each entry please provide the following:

Author(s)/Editor(s). Title. (Series/Translatioif ppplicable]). Publisher: Place, Date of
Publication. ISBN.
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Sample Form #5: Conference Room Request and Set-Up
Name of Presentationdelete this rubric and type in the name the PlpaiSeminar]

Preferred Room Set-Up:[delete this rubric and delete the options whichndo apply] theatre,
classroom, circle, etc.).

Equipment/Teaching Tools [delete this rubric and type in equipment, tools]

All equipment, i.e., audio-visual, writing boardipfcharts, etc.) provided by the hotel will incur

an extra charge. The Local Planning Committee aaitifirm receipt of each request and inform
the presenter of any associated costs which déaHhatithin allocated budget allowances. Such
costs must be covered by the presenter. Resplitysiti ordering hotel equipment lies with the

NWCU LPC, which designates who from this commitbears this responsibility. Presenters
cannot order hotel equipment.

Refreshments(not applicable to morning seminars)

[delete this rubric and type in the food and/onkitio be ordered]

Attendance (number of people expected to attend event) [eelas rubric and type in number]
NWCU Contact Person’s Name]delete this rubric and type in name]

Tel: [delete this rubric and type in numibeéak:[delete this rubric and type in number]

Email: [delete this rubric and type in path]
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Sample Form #6: Presenter’'s Permission to Record

Most NWCU plenary and seminar presentations araoaedorded. Occasionally some are
video-recorded. Presenters are to print out ths\f complete it in hard copy and stamp-mail it
to the LPC Chair

l, byenghorize the National Workshop
on Christian Unity and its agents to audio recard/ar video record my presentation given as
follows:

Date of Workshop:

Place of Workshop:

Presentation (Plenary Name / Seminar # and Title):

| understand that:

1. the grantee will not assert any copyright oprde® me of any other rights | have in the
materials;

2. any tape cassettes or transcriptions or thematg | present will be available to the attendees
for purchase only by members of the National Wookslon Christian Unity and conference
attendees. | understand that | am entitled to mpdentary audio cassette copy of my
presentation from the company which will be seld¢temake the recordings.

SignatureDate

Stamp-mail this form to the NWCU Local Planning Guittee Chair:

[LPC Chair to delete this rubric and type in his/hame and address prior to emailing form to
presenters]

LPC Tracking Information
Date form sent:
Date form returned/received:
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Sample Form #7: Expenses and Reimbursement Form: Bsenters

The NWCU covers presenters’ expenses of travelstragion, room and board as identified
below. In order to be reimbursed presenters niligt the information below and submit it with
receipts, including passenger receipts or copiggkdéts, to the NWCU Local Chair. As a self-
supporting body, the NWCU is grateful if presenterstheir institution can help defray their
workshop expenses. For further information abapeeases and their reimbursement, presenters
may contact the NEOA Treasurer.

Hotel Reservations and Meals: The NWCU covers agrle presenter’'s hotel room and meals
for the entire workshop. The NWCU covers a semprasenter’s hotel room and meals for the
number of days and overnights related to one’sgmtasion. Meals are reimbursed based on the
site per dieumaccording to the IRS, c. $60. Expenses beyoeskthare the responsibility of the
presenter. Presenters are to indicate on the &leiméormation form whether they or the LPC
will make reservations at the hotel which is hagtine NWCU. Whoever makes the reservation
is to inform the hotel that it is a reservation &@r NWCU presenter. Hotel accommodations and
meals at the hotel will be applied to the NWCU ao@o Meals taken elsewhere are to be paid
by the presenter and then reimbursed by the NWCbe NWCU does not cover expenses of
telecommunications, such as, telephone, facsing@feail, internet, video. These are the
responsibility of the presenter.

Workshop Registration: All workshop participantssnbe registered. The LPC will register all
workshop presenters.

Network and Social Event Registration: The NWCUthmei registers presenters for their
Denominational Ecumenical Networks nor covers nekwexpenses. Likewise, for the
registration and expenses for the social event.

Travel Expenses: Presenters are to make their @wndrtrip travel arrangements for the
workshop. Round-trip air, train or bus transpaotawill be reimbursed. Automobile expenses
which do not exceed the lowest coach fares willdbursed at a rate of $ . per mile.

Travel (R/T air/train/bus to and from NWCU)$
Travel (local transportation: shuttle, bus, taxis)$

Travel (car: miles@ $. ___ per mile)$
Meals: $

Other: $
TOTALS

LPC Tracking Information

Date reimbursement request received:
Date reimbursement sent:
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Sample Form #8: Expenses and Reimbursement Form fodPC Members

The NWCU covers the expenses of the National Gbaithree years, as Incoming Chair, Chair
and Outgoing Chair. The NWCU may also cover thpeeses for NPC members whose
institution cannot do so. This arrangement is maean individual basis, decided upon by the
NEOA.

Expenses covered include one’s expenses of treagktration, room and board as identified
below. In order to be reimbursed presenters niligt the information below and submit it with
receipts, including passenger receipts or copietckéts, to the NEOA Treasurer. For further
information about expenses and their reimbursemprgsenters may contact the NEOA
Treasurer.

Hotel Reservations and Meals: The NWCU covers tiIN2€E members’ hotel room and meals
for the entire workshop and for NPC meetings. Meak reimbursed based on the g
dieum c. $60. Expenses beyond these are the resgipsdf the individual. Hotel
reservations are made by the individual who isnform the hotel that it is a reservation for a
NWCU NPC member. Hotel accommodations and meatheathotel will be applied to the
NWCU account and not to the presenter’s credit.cai@als taken elsewhere are to be paid by
the individual and then reimbursed by the NWCU.e NWCU does not cover expenses of hotel
telecommunications such as telephone, telefax, lenmatiernet, video. These are the
responsibility of the individual.

Workshop Registration: All workshop participants shuoe registered. Unless arranged
otherwise, NPC members register themselves fomihikshop. Those for whom the NWCU
covers the registration fee are reimbursed forakpense.

Network and Cultural/Social Event Registration: TM&/CU neither registers NPC members for
their Denominational Ecumenical Networks nor coveeswork expenses. Likewise, for the
registration and expenses for the cultural/sociahe

Travel Expenses: NPC members are to make their rownd-trip travel arrangements for the
workshop. Those whose travel expenses are couwwrddWCU, round-trip air, train or bus
transportation will be reimbursed. Automobile exges which do not exceed the lowest coach
fares will be reimbursed at a rate of $ .XX peremil

Travel (R/T air/train/bus to and from NWCU)$
Travel (local transportation: shuttle, bus, taxis)$

Travel (car: miles @ $ .XX per mile)$
Meals: $

Other: $
TOTALS$
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Sample Form #9: NWCU Evaluation

Participants in the National Workshop on Christizmty are kindly asked to complete this form.
Your evaluations help in the planning of future ksirops. Thank you for your consideration.

Circle any of the following identities and employmhevhich describe you and your position:
Clergy/Ministry Professional Laity TeacherStudent Ecumenical Staff
National Staff  Judicatory Staff Parish $tafAcademic Institution  Secular Employment
Is your ecumenical work stipended? YES:FULL TIME PART TIMENO

This is my (circle one) 1 2" 39 4" 5"+NWCU meeting.
Personal Information (optional): Name, Denominatiémail, Phone, Address
Comment briefly on the following aspects of NWCUetegs in general.
Worship:

Presenters:

NWCU Meetings:

Suggestions for future workshops:

Describe briefly your overall impression of thisnkshop.

What aspect of this workshop did you find most hé®
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Evaluate the following features of this year's workhop by making a check in the
applicable box.

WORKSHOP FEATURE Excellent | Good | Fair | Poor N/A

National Publicity

Registration Procedures

Orientation Sessions

Hotel and Meeting Accommodations

Bookstore

Information on Ecumenism in Area

Wednesday Evening Event

Keynote Plenary

Bible Study

NWCU Seminars: Mornings

Network Seminars: Afternoons

WORSHIP Excellent | Good | Fair | Poor N/A

Opening Worship: Monday Evening

Morning Prayer: Tuesday

Morning Prayer: Wednesday

Episcopal/Lutheran/Methodist Eucharist

Catholic Eucharist

PLENARY PRESENTATIONS Excellent | Good | Fair | Poor N/A

Opening Worship Sermon: Monday Evening

Keynote Address: Tuesday

Bible Study: Wednesday

Bible Study: Thursday
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Sample Form #10: Brochure
[to come: samples of past brochures (scanned)]
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APPENDIXD: LIST OF SAMPLE COMMUNICATIONS/LETTERS
The following letters are formal communications gfhshould be written on NWCU letterhead.
From NEOA President:
1) Confirmation to NPC Incoming Chair of appointment.
2) Thank you to NPC Outgoing Chair.
3) Approval of NPC membership to applicant church/rmoatwy
From NEOA Treasurer:

4) Acknowledgement to candidate host city of receipinquiry and guidelines for
proposal.

5) Confirmation to contact for city hosting future Wweshop and authorization of
LPC.

From NPC Incoming Chair:
6) Confirmation of Incoming LPC Chair.

7) Confirmation to Incoming LPC Chair of Workshop Qtenary presenters with
pertinent information.

8) Invitation to prospective approved groups to digf@ahibit at NWCU.
From NPC Chair:
9) Confirmation with pertinent information to plengsyesenter.
From NPC Outgoing Chair:
10) Thank you to presenter.
11) Thank you to LPC Chair and LPC.
12)  Thank you to amx officioNPC member at the completion of term.
13) Thank you letter to sponsor of a NWCU presentesvent.
From LPC Treasurer of Workshop A:
14) Reimbursement of expense claim to presenter.
From LPC Chair of Workshop A:
15) Cover Letter to NEOA Treasurer submitting net prolfieck to NEOA Treasurer.
From LPC Chair of Workshop B:
16) Confirmation with pertinent information to semir@esenter.
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Sample Letter #1: Confirmation from NEOA Presidentto NPC Incoming Chair of
appointment

Date

Name
Organization
Address

City, State, Zip
Dear

Thank you for accepting the position of Nationarting Committee (NPC) Chair for the 20
National Workshop on Christian Unity (NWCU) to beldh in (city, state) on (date). Your
appointment to this position is confirmed.

Your three-year position includes one year eachNRE Incoming Chair, Chair, and Outgoing
Chair. Your term of Incoming Chair begins on Thlag, (ate, 20__) with the transfer of
Chairs during the NPC meeting. Your term as Oulg@hair ends on Thursdaylate, 20 ),

with the transfer of Chairs during the NPC meetifitlease make arrangements to participate in
all NPC meetings and NWCU workshops betwesatd) and ate).

If expenses you incur for travel, meals, and haygim NWCU and NPC meetings noted above
are not covered by another agency, you may subméxgense claim to NEOA Treasurer for
reimbursement. You are asked to make your ownl lzoté travel arrangements and to turn
receipts in with expense reimbursement claim. Nloelo compensation is provided by the
NWCU.

The NWCU Guide Book may be found on the workshopé&bsite, http://nwcu.org/NWCU-
Guidebook.pdf Please follow the detailed procedures outlinetthe guide book. You have the
option of appointing one at-large member to the NYMG serve during your one-year tenure as
Chair. See the guide book for details.

On behalf of the NEOA, | extend to you a heartyaseie to the position of Chair of the 20___
National Workshop on Christian Unity.

Sincerely in Christ,

, President

National Ecumenical Officers Association
Cc: Chair, NPC 20
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Sample Letter #2: Thank you from NEOA President taNPC Outgoing Chair
Date

Name
Organization
Address

City, State, Zip
Dear

The National Ecumenical Officers Association (NEQ#&Yeeply grateful to you and especially
appreciative of your outstanding leadership as IGhfathe National Planning Committee for the
20__ National Workshop on Christian Unity (NWCU).

Please present all final reports and pertinent dateluding concluding reports, brochure,
programs, attendee list, etc.) to the NPC Archi@@atde Book Editor/Parliamentarigmame,
address)with 90 days of the workshop. Thank you.

Through your superb efforts as National Chair,28e NWCU was a resounding success and
the greater cause of Christian unity well served.

Sincerely in Christ,

, President

National Ecumenical Officers Association
Cc: Chair, NPC
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Sample Letter #3: Approval from NEOA President of N°C membership to applicant
church/network

Date

Name
Organization
Address

City, State, Zip
Dear

It is with great pleasure that the National EcuroahOfficers Association (NEOA) approves
(name of church denomination and/or denominatiommeenical networkps a member of the
National Planning Committee (NPC) for the Nation&rkshop on Christian Unity (NWCU).

Each church (denomination) has one seat on the B each denomination ecumenical
network has one seat on the NPC. Meeting and ltesqeenses incurred by representatives of
the churches or networks are not covered by the NABQVCU or NPC. Members of the NPC
are asked to become familiar with and follow the GWGuide Book which may be found on
the workshop’s websitéttp://nwcu.org/NWCU-Guidebook.pdf

Please advise the current NPC CHamme, address,-mail addresy of the name(s) of your
representative(s) assigned to the NPC and theireotise contact information. They will be
contacted by the NPC Chair and provided informategarding the next NPC meeting. Feel
free to contact the NPC Chair with any inquiries.

The NWCU welcomes you and looks forward to workimgartnership with you on the NPC.
Sincerely in Christ,

, President

National Ecumenical Officers Association
Cc: 20__ NPC Chair
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Sample Letter #4: Acknowledgement from NEOA Treasuer to candidate host city of
receipt of inquiry and guidelines for proposal

Date

Name
Organization
Address

City, State, Zip
Dear

Thank you for expressing an interest to host theioNal Workshop on Christian Unity
(NWCU) in the city of

Sites are selected up to three years in advanegud?ts to host are often received from several
cities for the same year. It will be helpful ifyevould submit your complete written proposal to
host the NWCU to me as Treasurer of the Nationahiamical Officers Association (NEOA) as
soon as possible. Sites are selected from wiiliteposals.

Enclosed please find a copy of guidelines for stitomgi a proposal to host. In addition, you may
find the NWCU Guide Book on the workshop’s websitéitp://nwcu.org/NWCU-

Guidebook.pdf
Sincerely in Christ,

, NEOA Treasurer
National Planning Committee

Enclosure — 1
cc: 20 NPC Chair
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Sample Letter #5: Confirmation from NEOA Treasurer to contact for city hosting future
workshop and authorization of LPC

Date

Name
Organization
Address

City, State, Zip
Dear

On behalf of the National Ecumenical Officers Asation (NEOA) and the National Workshop
on Christian Unity (NWCU), | write to confirm th@dation of (city, state) as the site of the
20 NWCU and the acceptance of your Local PlanGiogmittee’s proposal to host.

Please provide the 2 NWCU National Planning Cdtem (NPC) Chainame, phone,-e
mail) with the names of members of your recommended LB&aining Committee (LPC) and
nominee for LPC Chair. NPC will forward LPC Che&ndidate to NEOA for ratification.

You are asked to work closely with the NPC Chairtle planning process and to follow
procedures as laid out in the NWCU Guide Book. Thide book may be found on the
workshop website http://nwcu.org/NWCU-Guidebook.pdfPlease contact webmaster, the Rev.
Dr. Paul Masqueliel(phone, email) with current information to be added to the website

The NEOA Treasurer will provide a sample LPC budgetyour reference and seed money to
begin LPC tasks. S/he is am available to adviag Y#C Treasurer VINEOA Treasurer’s
phone number,-enail addresk

Thank you for your enthusiasm and readiness tonassdoical responsibility for this major event.
Sincerely in Christ,

, NEOA Treasurer
National Planning Committee
Cc: 20__ NPC Chair
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Sample Letter #6: Confirmation from NPC Incoming Chair to Incoming LPC Chair

Date

Name
Organization

Address

City, State, Zip

Dear

Welcome to the position of Chair of the Local PlagnCommittee (LPC) for the 20__ National

Workshop on Christian Unity (NWCU) to be held iretbity of on
, 2 :

| look forward to working with you and your LPC auwlie coming months as we prepare for the
20__ workshop. Please refer to and follow the NW&lde Book which may be found on the
workshop’s website http://nwcu.org/NWCU-Guideboak.p

The National Planning Committee (NPC) will meeton , 20 and again on , 20 .|
invite and encourage you to meet with us as lialsemveen the NPC and LPC. Your LPC will
meet separately from the NPC.

Please feel free to contact me at any timghtne numberdr (e-mail address We are sure to
have a demanding, but especially rewarding tima@hd hank you for your partnership.

Sincerely in Christ,

, Incoming Chair

20__ National Workshop on Christian Unity
Cc: 20__ NWCU Chair
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Sample Letter #7: Confirmation from NPC Incoming Chair of Workshop C to plenary
presenter with pertinent information

Date

Name
Organization
Address

City, State, Zip
Dear

Thank you for agreeing to participate as a plenamgsenter in the National Workshop on
Christian Unity (NWCU) in ljotel city, state), (workshop datesYour presentation will be on
(day), (date)at ¢ime) in room(namg.

The NWCU will cover expenses for your travel, hagsiand meals and provide you with a
(dollar amount)honorarium. We ask that you make your own travel hotel arrangements.
Upon your arrival at the hotel tell the reservataesk you are with the National Workshop on
Christian Unity and that your hotel room is to h#ed to the NWCU account. You will be
asked to present a personal credit card to thd faxténcidental expenses such as phone calls,
Internet access, entertainment and alcoholic bgesra

You will be pre-registered in the NWCU. Pleasedcshim at the NWCU registration table upon
your arrival. You are also welcome to registerhwtihe church network of your choice upon
arrival at the NWCU. Registration for the hoteYM@U, and a church network are each separate
from one another.

At this time, please send me a photograph and bragraphy of yourself for NWCU advance
publicity and brochure. Enclosed are pertinenim®ifor your use. Please complete and return
the forms: Permission to Record, Book Order, BuwehOrder, and Presentation Room-
Equipment now. Use the Expense Reimbursement étire conclusion of the NWCU.

Feel free to contact me ghone numberpr (e-mail address)anytime. See Internet website
www.nwcu.org. We are looking forward to your preisgion and participation.

Sincerely in Christ,

Incoming Chair, National Planning Committee,
20__ National Workshop on Christian Unity
Enclosures

Cc: Incoming LPC Chair, 20__ National Chair
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Sample Letter #8: Invitation from NPC Incoming Chair to prospective approved groups to
display/exhibit at NWCU

Date

Name

Title
Organization
Address

City, State, Zip
Dear

Your organization is invited to provide a displaytlae National Workshop on Christian Unity
(NWCU) to be held on (datein the hatel name)

in clty, state.
Please send confirmation of your display plan ® MWCU Local Planning Committee (LPC)

Chair (name, address, phone;neil address) before
(date). The LPC willarrange for appropriate display space for you énhbtel.

The NWCU charges no fee to display. Display sheallecumenical in nature and may include
sales. Display shall not include political, conecsial, nor potentially church-dividing issues.
NWCU and/or the hotel do not accept responsibfbtyliability, security, display personnel, or

handling money.

Thank you for your consideration of a display a NWCU.
Sincerely in Christ,

, In-Coming Chair

20__ National Workshop on Christian Unity
Cc: LPC Chair 20__
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Sample Letter #9: Confirmation with pertinent infor mation from NPC Chair to plenary
presenter (to each presenter: Opening Worship Preder, Keynoter, Bible Study Leader,
Closing event Presenter][s])

January ___ , 20__
Name

Organization
Address

City, State, Zip
Dear

We are delighted that you have agreed to partieipatthe leadership of the National Workshop on
Christian Unity (NWCU) in ( city, state), onddte). The NWCU will reimburse you for your travel
room and meals as well as provide an honorariutindramount of $

Please advise the (hotel name) at (phone ngmbéyour estimated date and time of arrival godr
hotel room will be billed to our NWCU local accounYou will have to present a credit card to théeho
for incidental expenses such as phone calls, amerent, and alcoholic beverages.

Please use the enclosed Expense Reimbursementdiomeals not charged on hotel account and ground
transportation. | am enclosing a number of iteinas may help you as your make arrangements inaudin
a brochure with detailed information. You will eothat registration for the NWCU is separate from
registration for the hotel. Both are separate fribm registration with a denomination ecumenical
network (DEN), such as, EDEIO, LERN, CADEIO, UMEIFtesbyterian-EIR-Network. You will have
complimentary registration in the NWCU, but arepassible for your own registration with a DEN.

| am also enclosing a number of other forms. Rldaes sure to complete and send each one to Local
Planning Committee (LPC) Chair (name and address)soon as possible. The Permission to Record
form is necessary to enable a recording of yousgretion which will be offered for sale. Book @rd
form will alert us to order books you recommenddffered for sale during the NWCU. The Brochure
Request form will order NWCU brochures be sentda for your distribution. Hold on to your Expense
form, however, until the conclusion of the workshapd then send the completed form to the Local
Planning Committee Chair for reimbursement.

We are looking forward to your presentation. Fieeé to contact me at (phone number) or (e-mail
address). Questions regarding your meeting arraeges should be directed to LPC Chair at (phone
number) or (email address).

Sincerely in Christ,

(__name ), Chair

20__ National Workshop on Christian Unity
(NPC Chair’s address)

Enclosures - (number)
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Sample Letter #10: Thank you from Outgoing NPC Chaito presenter (to each presenter)
Date

Name
Organization
Address

City, State, Zip
Dear

On behalf of the National and Local Planning Cortees, | write to extend our sincere
appreciation to you for your key participation inet20__ National Workshop on Christian Unity
(NWCU).

The th annual NWCU recently held(aity, state)was highly successful due in large part to
your presentation. Thank you for the generousagiftour time and talent.

The NWCU is grateful to you and looks forward tdvenced collaboration in the
mission of the unity of the Church. May God couaérto bless you in your work and service.
Sincerely in Christ,

, Chair
National Planning Committee

2 National Workshop on Christian Unity
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Sample Letter #11: Thank you from NPC Outgoing Chaito LPC Chair and LPC
Date

Name

Chair, Local Planning Committee

20__ National Workshop on Christian Unity
Address

City, State, Zip

Dear

On behalf of the National Planning Committee of &2 National Workshop on Christian
Unity, | write to thank you and the Local Planni@gmmittee (LPC) for superb dedication and
unending excellence of volunteer effort.

The NPC looks forward to receiving the LPC Chadlestailed final report including theLPC
Treasurer’s concluding Income and Expense Repidre reports will be preservedin the NWCU
Archives.

Please extend our heartfelt appreciation of eaciiyee of the LPC. The 20__ NWCU could
not have happened without you and your cadre ofvated volunteers. Thank you for making
NWCU the success that it was.

Sincerely in Christ,

, Chair
20__ National Workshop on Christian Unity
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Sample Letter #12: Thank you from NPC Outgoing Cha to an ex officio NPC member at
the completion of term

Date

Name
Organization
Address

City, State, Zip
Dear

On behalf of the National Workshop on Christian Yy (iNWCU), | write to extend sincere
gratitude to you for your service as an ex-offionember of the NWCU’s National Planning
Committee (NPC) fronimonth / yearthrough(month / yea.

Lending your valuable time and talent to the maasks of planning the annual workshop has
been greatly appreciated. The distinguished ssoaoesr four decades of the NWCU could not
be possible without the dedicated efforts of pessarch as you in its extensive planning process.

Your colleagues on the NPC join me in thanking fauour service.
Sincerely in Christ,

Chair
20__ National Workshop on Christian Unity

-84 -



Sample Letter #13: Thank you from NPC Outgoing Chaito sponsor of a NWCU presenter
or event

Date

Name
Organization
Address

City, State, Zip
Dear

On behalf of the 20__ National Workshop on Chrstignity, | write to thank the (name of the
organization) for making grant funds available pmrssor the (keynote speaker? Breakfast?
Other?) in (name of city) on (date).

Support such as yours greatly enhances the NatWwoetshop on Christian Unity. It

is our hope that you will consider sponsorshiphefNWCU in the coming years, as well.
Please accept our deepest gratitude for your geseid.

Sincerely in Christ,

, Chair
National Planning Committee

20__ National Workshop on Christian Unity
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Sample Letter #14: Reimbursement from LPC Treasureiof Workshop A of expense claim
to presenter (to each presenter

Date

Name
Organization
Address

City, State, Zip
Dear

Enclosed please find a check payable to you froenNhtional Workshop on Christian Unity
(NWCU) in the amount of

You were key to the success of the 20 NWCU held i (city). The enclosed check is in
reimbursement of expenses incurred. If you hawe guestions, feel free to contact me at
(phone number).

Thank you for your participation in the National YKshop on Christian Unity.
Sincerely in Christ,

Treasurer, Local Planning Committee
2 NwcCuU

Enc. 1

Cc: 2 LPC Chair
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Sample Letter #15: Cover Letter from LPC Chair of Workshop A to NEOA Treasurer
submitting net profit check

Date

Name

NEOA Treasurer
Address

City, State, Zip
Dear

Enclosed please find check number , dated , payable to the National Workshop
on Christian Unity (NWCU), in the amount of $ ). These funds
represent the profit made on the NWCU held in (city).

With this check, the bank account in (cdgyclosed. As soon as you deposit the
check and it clears our bank, we will close out he NWCU LPC books, as well. All
expense claims received have been paid.

Thank you for the opportunity to host the NWCU amdrk with such a marvelous group of
Christians from throughout the greater Church.

Sincerely in Christ,

(name)

Chair, 20 NWCU

Local Planning Committee

Enc. — 1 check

Cc: NWCU NPC Outgoing Chair
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Sample Letter #16: Letter of Confirmation with pertinent information from LPC Chair to
Seminar Presenter (to each presenter)

January 2, 20__
Name
Organization
Address

City, State, Zip
Dear

Our Local Planning Committee for the 20__ Natiowédrkshop on Christian Unity looks forward to
welcoming your warmly in (city and state name).

As you know, you are scheduled to speak on (dayemfk and calendar date) from (time) to (time) and
again on (day of week and calendar date) from {timétime). The title of your seminar is (title).

In order to facilitate our planning, please asghe¢ you have completed and returned pertinent NWCU
forms previously provided to you by your NWCU Naigd Planning Committee contact person. All
forms may be returned to me electronically excégt Permission to Record form which requires an
original signature. The forms are:

bibliography for the bookstore

brochure request

confirmation of room and set-up

permission to record

seminar information

reimbursement form (to be completed after the wuok$

All forms may be found on the workshop website,
.http://www.nwcu.org/PlanningCommittee/NationalPlanmyCommitteeForms.htm

If you have not already, please remember to make lyotel room reservation with the (name of hota)
(phone number of hotel) for the nights you will d&tethe workshop. If you are not staying in théeho
please let me know. Separate from the hotel rasery | will pre-register you with the NWCU. When
you have checked into the hotel upon arrival, @ealso check in at the NWCU desk to pick up your
name tag and information packet. You may chooseegdster with a participating church ecumenical
network, as well.

Thank you for your compliance with these requedt¢e look forward to your participation in the 20__
National Workshop on Christian Unity.

Sincerely in Christ,

(name)

Local Planning Committee Chair
20___NwcCuU
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Appendix E: Sample Reports
1) Final Report from NEOA Treasurer to NEOA and NPC

2) Final Report from NPC Outgoing Chair to NPC
3) Final Report from LPC Outgoing Chair to NPC
4) Final Report from LPC Outgoing Treasurer to NEOA&&surer and LPC Chair
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