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UNTVERSIT Y.

COURSE SYLLABUS

LIBERTY BAPTIST THEOLOGICAL SEMINARY

COURSENUMBER: DSMN972 ONLINE
COURSE TITLE. CHURCH MANAGEMENT
FacuLTY NAME: DR. FRANK SCHMITT
PHONE NUMBER: 434-592-4143

E-MAIL: FSCHMITT@LIBERTY.EDU

OFFICE LOCATION: RELIGION HALL 111-B

COURSE DESCRIPTION

A detailed study will be made of managing staff, finances, and buildings of a local
church. Students will have an opportunity to evaluate critically the management system
in their place of ministry.

RATIONALE

This course is designed to help pastors and staff members to build on their MDIV
education and their experience in the area of church management. The student will deal
especially with staff, finances, and buildings. The course requires a critical appraisal of
the student’s place of ministry.

PREREQUISITE

For information regarding prerequisites for this course, please refer to the Academic
Course Catalog.

REQUIRED RESOURCE PURCHASE

Click on the following link to view the required resource(s) for the term in which you are
registered: http://bookstore.mbsdirect.net/liberty. htm

ADDITIONAL MATERIALS FOR LEARNING
A. Computer with basic audio/video output equipment
B. Internet access (broadband recommended)

C. Microsoft Word
(Microsoft Office is available ata special discount to Liberty University students.)
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DSMN 972 Course Syllabus

V. MEASURABLE LEARNING OUTCOMES
The student will be able to:
A. General

To build upon the knowledge gained in church management from M. Div. degree
courses and also from experience of being in ministry. To develop a business-like
attitude toward managing church staff, facilities, and finances.

B. Specific
1. To know when and how to create a new staff position and fill it.

2. To know how to develop an adequate staff compensation program.
3. To improve staff supervision skills.
4. To lead a church to develop a reasonable budget
5. To identify ways to increase contributions.
6. To evaluate a church accounting system.
7. To understand the reports that should be built into a financial system.
8. To evaluate a church facility.
9. To know how to lead a church building program.
10. To understand how to finance a church building program.

11. To design and develop a church maintenance program.

VIlI. COURSE REQUIREMENTS AND ASSIGNMENTS
A. Course Requirements Checklist

After reading the Syllabus and Student Expectations, the student will complete the
related checklist found in Module/Week 1.

Textbook Reports (5)
Report on Church Staff
Report on Church Finance

m o O W

Report on Church Buildings
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Textbook Reports: General Directions

Read all of the required textbooks and write a double-spaced, 4-5 page critical analysis
for each book. Submit these through the assignments part of Blackboard.

A critical analysis should include information on the author: Why did he write the book?
How is he qualified to write it? What is his stated purpose and intended audience? Does
he accomplish his purpose?

Include how you would rate the book overall: What are the strengths of the book? What
are the weaknesses of the book? What features did you find most significant? Whatdo
you think of his writing style?

Give your personal recommendations: Would you recommend the book? If not, why not?
If yes, to what kind of person would you recommend it?

Church Staff, Finances, and Building Reports: General Directions

These reports are worth 25% each of your course grade. Feel free to e-mail me with
additional questions, if you need clarification on anything (fschmitt@ liberty.edu).

Write an evaluation and recommendations for the three areas of church management
studied in the course

CHURCH STAFF (UNIT 1) - Due in Module/Week 6
CHURCH FINANCE (UNIT 2) - Due in Module/Week 10
CHURCH BUILDING (UNIT 3) - Due in Module/Week 16

1. As you work through the COMPILATION ACTIVITIES presented in most of the
lessons, you will be gathering the necessary detailed information needed for these three
reports.

2. The reports should be extensive and should show-in each area-where the church
is, where the church ought to be, and how the church can move from the present situation
to the desired situation.

3. When reporting on the present situation for each area, consider and include the
following:

a. Staff - information on policies, salaries, job descriptions, and organizational
charts, meetings, etc. (include staff manual if you have one)

b. Finance - information on giving patterns, budget planning and distribution,
finance reports, stewardship promotion materials, policies and procedures, etc.

c. Church buildings - information on floor plans and present usage and condition

4. A timeline for the proposed changes should accompany each of the areas. (The
time line for the finance area should include: budget projections for the next five years,
and these projections should reflect the recommended changes in buildings and staff.)

5. To know where the church ought to be, set standards based on the readings in the
course materials (Dr. Schmitt’s lesson notes and the textbook readings.
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6. Use the assignments section of Blackboard to submit your reports. If necessary,
you may make arrangements to fax certain pages to Dr. Schmitt.

VIII. COURSE GRADING AND POLICIES
A. Points
Course Requirements Checklist 10
Textbook Reports (5 @ 50 pts ea) 250
Report on Church Staff 250
Report on Church Finance 250
Report on Church Buildings 250

Total 1010 B. Scale

A =940-1010 A-=920-939 B+ =900-919 B =860-899 B-=840-859
C+=820-839 C=780-819 C-=760-779 D+ =740-759 D =700-739
D- =680-699 F =679 and below

D. Style Guidelines

All assignments for this course are to be formatted in accordance with the latest

edition of the Turabian style manual (A Manual for Writers of Research Papers,

Theses, and Dissertations). Discussion assignments and essay examinations may

use the parenthetical citation style. All other written assignments should use the

footnote citation style. Writing aids are available via the Online Writing Center.
E. Extra Credit

No additional “for credit” assignments will be permitted beyond those given in the
course requirements stated above.
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F. Course Changes

Course requirements are subject to change by the administration of the University
at any time with appropriate notice.

G. Academic Misconduct
Academic misconduct is strictly prohibited. See The Graduate Catalog for
specific definitions, penalties, and processes for reporting.

H. Disability Statement
Students with a documented disability may contact Liberty University Online’s
Office of Disability Academic Support (ODAS) at LUOODAS@liberty.edu to
make arrangements for academic accommodations. Further information can be
found at www.liberty.edu/disabilitysupport .

B IBLIOGRAPHY

GENERAL BOOKS ON CHURCH M ANAGEMENT

Berkley, James D. ed. Leadership Handbooks of Practical Theology, Vol. 3, Leadership
and Administration. Grand Rapids, MI: Baker Books, 1992.

Bingham, Robert. Traps to Avoid in Good Administration. Nashville, TN: Broadman
Press, 1984.

Hendrix, Olan. Management for the Christian Worker. Libertyville, IL: Quill
Publications, 1976.

Holcomb, Tim J. Church Administration fromAto Z. Nashville: Convention Press, 1994.

Lindgren, Alvin. Foundations for Purposeful Church Administration. Nashville:
Abingdon Press, 1965.

Lindgren, Alvin and Norman Shawchuck. Management for Your Church. Nashville:
Abingdon Press, 1977.

Merrill, Deanand Shelley Marshall. Fresh Ideas for Administration and Finance. Waco,
TX: Word Books, 1984,

Pollock, David R. Business Management in the Local Church. Chicago: Moody Press,
1991.

Powers, Robert. (ed.). Church Administration Handbook. Nashville, TN: Broadman
Press, 1985.

Rush, Myron. Management: A Biblical Approach. Wheaton: Victor Books, 1963.

Schaller, Lyle. E., and Charles. Tidwell. Creative Church Administration. Nashville:
Abingdon Press, 1975.
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Sullivan, James L. Baptist Polity as | See It. Nashville: Broadman Press, 1983.

Tidwell, Charles. Church Administration: Effective Leadership for Ministry. Nashville,
TN: Broadman Press, 1985.

MANAGING CHURCH STAFF

Abingdon Clergy Income Tax Guide. Nashville, TN: Abingdon Press. Latest/annual
edition.

Adams, C. J., and O. D. Emery. Effective Ministry through Multiple Staff. Marion,
Indiana: Wesley Press, 1976.

Akin, H. L. Bart. The Clergy Compensation and Financial Planning Workbook. Canton,
OH: Life Enrichment Publishers, 1981.

Anderson, Gary etal. Strengthening the Multiple Staff. Minneapolis: American Luther
Church, 1982.

Barna, George. The State of the Church 2002. Ventura, CA: Regal Books, 2002.

Beal, Will (Compiler). Sharing the Joy in Team Ministry. Nashville, TN: Convention
Press.

Beck, Arthur., and Ellis Hilmar. Positive Management Practices. San Francisco: Jossey-
Bass, 1986.

Bingham, Robert E., and Ernest Loessner. Serving with the Saints. Nashville, TN:
Broadman Press, 1973.

Bisango, John. R. How to Build an Evangelistic Church. Nashville, TN: Broadman Press,
1971.

Bloss, Julie L., and Charles Elliott. The Church Guide to Employment Law. Church Law
and Tax Report. Matthews, NC: Christian Ministry Resources, 1999.

Brown, Jerry W. Church Staff Teams that Win. Nashville: Convention Press, 1979.

Burkett, Larry. Business by the Book: The Complete Guide of Biblical Principles for
Business Men and Women. Nashville, TN: Thomas Nelson, 1990.

Busby, Daniel D. The Zondervan Church and Non-profit Organization Tax and Financial
Guide. Grand Rapids, MI: Zondervan, 1998.

Calian, Cargegie Samuel. Today’s Pastor in Tomorrow’s World. Philadelphia, PA:
Westminister Press, 1982.

Page 6 of21



DSMN 972 Course Syllabus

Church Compensation Report for 1992. Your Church, (Nov./Dec. 1993) Carol Stream,
Il.: Christianity Today International.

Cionca, John R. Red Light—Green Light: Discerning the Time for a Change in Ministry.
Grand Rapids, MI: Baker Books, 1994.

Cook, J. Keith., and Lee Moorhead. Six Stages of a Pastor’s Life. Nashville, TN:
Abingdon Press, 1990.

Dale, Robert. Pastoral Leadership. Nashville, TN: Abingdon Press, 1986.

Dingman, Robert W. The Complete Search Committee Guidebook. Ventura, CA: Regal
Books, 1989.

Faulkner, Brooks. Burnoutin Ministry. Nashville, TN: Broadman Press, 1981.
.Forced Termination. Nashville, TN: Broadman Press, 1986.

.(Compiler). Stress in the Life of the Minister. Nashville: Convention Press,
1981.

Garlow, James L. Partners in Ministry: Laity and Pastors Working Together. Kansas
City: Beacon Hill Press, 1981.

Gray, Robert N. Managing the Church, Vol. I1: Business Methods. Kansas City: National
Institute on Church Management, 1970.

Grubbs, Bruce. The First Two Years: A Pastor’s Guide to Getting Started in a Church.
Nashville: Convention Press, 1979.

Harbaugh, Gary L. Pastor as Person. Minneapolis: Augsburg Publishing House, 1984.

Harbin, William. When a Pastor Search Committee Comes . .. or Doesn ’t. Nashville:
Broadman Press, 1985.

Harris, John. Stress, Power and the Ministry. Mount St. Alban, Washington, D. C. The
Alban Institute.

Hendrix, John. Finding Your Place in Ministry. Nashville: Convention Press.

Holcomb, Tim. (Compiler). Personnel Administration Guide for Southern Baptist
Churches. Nashville: Convention Press, 1988.

Howse, W. L. The Church Staff and its Work. Nashville: Broadman Press, 1959.
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Jacquet, Constant H. and Allice Jones. Yearbook of American and Canadian Churches.
Nashville: Abingdon Press, Use latest edition.

Judy, Marvin. The Multiple Staff Ministry. Nashville: Abingdon Press, 1969.
Killinger, John. Christ in the Seasons of Ministry. Waco: Word Books, 1983.

Maxwell, John. Developing the Leaders Around You. Nashville: Thomas Nelson
Publishers, 1995.

Mclntosh, Gary. Staff Your Churchfor Growth. Grand Rapids: Baker, 2000.

Mickey, Paul A. and Ginny Ashmore. Clergy Families: Is Normal Life Possible? Grand
Rapids: Zondervan, 1991.

Minirth, Frank. How to Beat Burnout. Chicago: Moody Press, 1986.

Mitchell, Kenneth R. Psychological and Theological Relationships in the Multiple Staff
Ministry. Philadelphia: Westminister Press, 1966.

. Multiple Staff Ministries. Philadelphia: Westminster Press, 1988.

Montgomery, Felix. Pursing God’s Call: Choosing a Vocation in Ministry. Nashville:
Convention Press.

Multi-staff Ministry Personnel Kit ($95 for disk and hard copy). 17616 Arrida Drive,
Granada Hills, Calif. 91344. Phone (818) 360-8187

National Church Staff Salary Survey. Ft. Worth: National Association of Church
Business Administrators, (use latest edition).

Parchman, Joyce. (ed.). Salary Administration: Why and How to Develop a Church Staff
Compensation Guide. Ft. Worth: National Association of Church Business
Administrators, 1991.

Purkiser, W. T. The New Testament Image of the Ministry. Kansas City: Beacon Hill
Press, 19609.

Rader, Dick. Responding to God’s Call: A Biblical Guide to Vocational Christian
Ministry. Nashville: Convention Press.

Rush, Myron. Burnout. Wheaton, Ill.: Victor Books, 1986.

Schaller, Lyle E. The Multiple Staff and the Larger Church. Nashville: Abingdon Press,
1980.
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. The Senior Minister. Nashville: Abingdon Press, 1988.

Schnase, Robert. Testing and Reclaiming Your Call to Ministry. Nashville: Abingdon
Press, 1991.

Sloma, Richard. How to Measure Managerial Performance. New York: Macmillan,
1980.

Stacker, Joe R. and Bruce Grubbs. Shared Ministry: A Journey Toward Togethernessin
Ministry. Nashville: Convention Press, 1985.

Steinbron, Melvin J. Can The Pastor do it Alone? A Model for Preparing Lay People for
Lay Pastoring. Glendale, CA: Gospel Light, 1987.

Sweet, Herman J. The Multiple Staff in the Local Church. Philadelphia: Westminister
Press, 1963.

Watts, J. Wash. (compiler). The Ordination of Baptist Ministers. Nashville: Broadman
Press.

Wedel, Leonard E. Church Staff Administration: Practical Approaches. Nashville:
Broadman Press, 1978.

Westing, Harold J. Multiple Church Staff Handbook. Grand Rapids: Kregel
Publications, 1985.

Wiest, Elam G. How to Organize Your Church Staff. Westwood, NJ: Fleming Revell
Co., 1962.

Worth, B. J. Income Tax Guide for Ministers and Religious Workers, (use latest edition).
Winona Lake, IN: Worth Tax and Financial Service, 2002.

MANAGING CHURCH FINANCES
Bayne, Raymond. Before the Offering. Grand Rapids: Baker, 1976.

Barna, George. How to Increase Giving in Your Church. Ventura, CA: Regal Books,
1997.

Barnett, Jake. Wealth and Wisdom: A Biblical Perspective on Possessions. Colorado
Springs: NavPress, 1987.

Bergstrom, Richard L. and others. Mastering Church Finances. Portland, OR:
Multhomah, 1992.

Boals, Roger. Church Accounting and Financial Reporting Systems. Cape Coral, FL:
Educational Systems, 1976.
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Burkett, Larry. What the Bible Says about Money. Nashville: Wolgemuth & Hyatt,
1987.

Busby, Daniel. Zondervan Church and Nonprofit Organization Tax and Financial
Guide. Grand Rapids: Zondervan, use the latest edition.

Carlson, Martin E. Why People Give. New York: Friendship Press, 1968.

Chaves, Mark and Sharon Miller. (ed.). Financing American Religion. Walnut Creek,
CA: Altamira Press, 1998

Cousins, Don, Leith Anderson, and Arthur DeKruyyter. Mastering Church Management.
Portland: Multinomah Press, 1990.

Crowe, J. M. and Merrill D. Moore. Church Finance Record System Manual. Nashville:
Broadman Press, 1959.

Cunningham, Richard B. Creative Stewardship. Nashville: Abingdon Press, 1979.

Dollar, Truman. How to Carry Out God s Stewardship Plan. Nashville: Thomas Nelson,
1974.

Ellis, Loudell. Church Treasurer’s Handbook. Valley Forge: Judson Press, 1978.

Ellis, Hallett W. Christian Stewardship and Church Finance. Grand Rapids:
Zondervan, 1953.

Espie, John C. Handbook for Local Church Finance Record System. Nashville:
Abingdon Press, 1977.

Falwell, Jerry. “How to Double Your Offerings in One Year”.
Notes distributed atthe 1995 Super Conference conducted by Thomas Road Baptist
Church, Lynchburg, VA, 1995.

Feldman, Julian. Church Purchasing Procedures. Englewood Cliffs: NJ: Prentice Hall,
1964.

Gray, Robert. Managingthe Church: Vol. 11, Business Methods. Kansas City: National
Institute on Church Management, 1970.

Gray, Robert N. and Gary M. Gray. Managingthe Church: Contemporary Thought.
Austin, TX: Church Management, Inc., 1987.

Grindstaff, W. E. Principles of Stewardship Development. Nashville: Convention Press,
1967.
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Gross, Marvin J. Jr. Nonprofit Organizations: Financial and Accounting Guide. New
York: Ronald, 1972.

Hayden, Marshall. 200 Stewardship Mediations. Cincinnati: Standard Publishing, 1984

Hess, Bartlett and Margaret Hess. How to Have a Giving Church. Nashville: Abingdon,
1974,

Heyd, Thomas. Planning for Stewardship: Developing a Giving Programfor
Congregations. Minneapolis: Augsburg Publishing, 1977.

Hoge, D. R. and Wayne Fenton. Money Matters. Louisville: Westminster John Knox
Press, 1996.

Holck, Manfred. Accounting Methods for the Small Church. Austin, TX: Church
Management, Inc., 1984.

. Church Finance in a Complex Economy. Nashville: Abingdon Press, 1983.
. More Money for your Church. New Canaan, CN: Keats, 1975.

Holck, Manfred Jr. and Manfred Holck, Sr. Complete Handbook of Church Accounting.
Englewood Cliffs, NJ: Prentice Hall, 1978.

Holt, David R. Handbook on Church Finance. New York: MacMillan, 1960.

Hudson, Joseph W. “Internal Controls in the Area of Finance for Local Churches.”
MA Thesis. Lynchburg, Va.: Liberty Baptist Theological Seminary, 1984.

Johnson, Douglas. Finance in Your Church. Nashville: Abingdon Press, 1986.

Johnson, Douglas. Let’s Be Realistic about Your Church Budget. Valley Forge: Judson
Press, 1984.

Kendall, R. T. Tithing: A Call to Serious Biblical Giving. Grand Rapids: Zondervan
Press, 1976.

Knudson, Raymond. New Models for Financing the Local Church. New York:
Association Press, 1974.

MacArthur, John F. Giving God’s Way. Wheaton, Ill.: Tyndale House, 1978.
McBain, John. It is Required of Stewards. Nashville: Broadman, 1972.

McGinty, John. How to Raise the Level of Giving in Your Church. St. Louis: Bethany
Press, 1979.
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Myers, Marvin, compiler. Managing the Business Affairs of the Church. Nashville:
Convention Press, 1981.

Neithold, Eugene. Church Business Polices Outlined. Greenville, SC: Church Books,
1976.

Peterson, Robert E. Handling the Church’s Money. St. Louis: Bethany Press, 1955.

Pollock, David. Church Administration: Dollars and Sense of It. Fort Worth, TX;
National Association of Church Business Administration, 1991.

Poovey, W. A. How to Talk to Christians about Money. Minneapolis: Augsburg
Publishing House, 1982.

Ronsvalle, John and Sylvia. Behind the Stained Glass Windows: Money Dynamic in the
Church. Grand Rapids: Baker Books, 1996.

. The State of Church Giving through 1998. Champaign, IL: Empty Tomb, Inc.,
1999.

Schinstine, Kenneth B. Church Budgeting: Forecasting Income and Expenses. Ft.
Worth: National Association of Church Business Administrators, 1991.

Sexton, Ralph. Churches, Camps, and Conference Centers that are Thieves, Rogues, and
Rip-off Artists. Ashville, NC: Send the Light, Inc. 1985.

Shedd, Charlie. The Exciting Church where They Give Their Money Away. Waco: Word
Books, 1975.

Spruce, Fletcher Clarke. Storehouse Tithing Enlistment Program. Kansas City:
Nazarene Publishing House, 1966.

Sweeny, Allen. Accounting Fundamentals for Nonfinancial Executives and Managers.
New York: McGraw-Hill Book Co., 1972.

Tennyson, Mack. Church Finances for People Who Count. Grand Rapids: Zondervan
Publishing House, 1990.

Toler, Stan and Elmer Towns. Developing a Giving Church. Kansas City: Beacon Hill
Press, 1999.

Vargo, Richard. Effective Church Accounting. Harper and Row, 1990.

Walker, Arthur. Church Accounting Methods. Englewood Cliffs, NJ: Prentice-Hall, Inc.
1964.

Walker, Joe W. Money in the Church. Nashville: Abingdon Press, 1982.
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Wilmer, Wesley K. (ed.). Money for Ministries. Wheaton: Victor Books, 1989.
MANAGING CHURCH BUILDINGS

Anderton, T. Lee. Church Property/Building Guidebook. Nashville: Convention Press,
1980.

Belknap, Ralph L. Effective Use of Church Space. Valley Forge: Judson Press, 1978.
Bowman, C. Ray. (ed.). Church Building Sourcebook. Kansas City: Beacon Hill, 1979.

Bowman, Ray and Eddy Hall. When Not to Build: An Architect’s Unconventional
Wisdom for the Growing Church. Grand Rapids: Baker Book House, 1992.

Brown, J. Truman and Jere Allen. The Church and Community Diagnosis Workbook.
Nashville: Convention Press, 1986.

Callahan, Kennon. Twelve Keys to an Effective Church. San Francisco: Harper and
Row, 1983.

Clark, William S. Building the New Church. Jenkintown, PA: Religious Publications
Co., 1957.

Conover, Elbert. The Church Builder. New York: The Interdenominational Bureau of
Architecture, 1948.

Crowder, Rowland E. Designing Church Buildings for Southern Baptist Churches._
Nashville: Convention Press, 1976.
Curry, James E. Public Regulation of the Religious Use of Land. Charlottesville, VA:
The Michie Co., 1968.

Dahinden, Justus. New Trends in Church Architecture. New York: Universe Books,
1967.

Druggink, Donald J. and Carl H. Droppers. Christand Architecture. Grand Rapids:
Eerdmans Publishing Co., 1965.

Eltringham, David. “Lending to Churches,” Journal of Commercial Lending, April 1994.
Foster, Virgil. By Deed and Design. New York: Friendship Press, 1961.

Frey, Edward S. Manual for the Building Enterprise. Commission on Church
Architecture. Chicago: Lutheran Church in America, 1965.

Gordon, F. Lyle. Church Safety and Security. Ft. Worth: National Association of
Church Business Administrators, 1990.
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Graves, Allen W. Using and Maintaining Church Property. Englewood Cliffs, NJ:
Prentice-Hall, Inc., 1965.

Hammond, Peter, (ed.). Towardsa Church Architecture. London, England: The
Architectural Press, 1962.

Heermann, Keith. Maximize Your Christian Education Facilities. Glendale, CA: Gospel
Light, 1980.

Harrell, W. A. Planning Better Church Buildings. Nashville: Broadman Press, 1957.

Holcomb, Tim J., compiler. A Maintenance Management Manual for Southern Baptist
Churches. Nashville: Convention Press, 1990.

Jernigan, Jules Donald. Quest for the Rainbow: Basic Guidelines for Building Churches.
Grand Rapids: Baker Books, 1975.

Lumley, Arthur W. Raising Money for Church Building Projects. Nashville: Abingdon
Press, 1970.

Lynn, Edwin C. Tired Dragons: Adapting Church Architecture to Changing Needs._
Boston: Beacon Press, 1972.

Owensby, Idus V. Church Custodians Manual. Nashville: Convention Press, 1974.
Pendleton, Othniel A. New Techniques for Church Fund Raising. McGraw-Hill
Publishers, 1955.
Peterson, Craig. Risk Management: A Guide to Insurance, Accident Prevention, Property
Protection, and Maintenance. Ft. Worth: National Association of Church Business
Administrators, 1991.

Privette, Jerry A. Church Energy Handbook: A Guide to Energy Conservation in Church
Buildings. Nashville: Convention Press, 1980.

Scofford, John R. When You Build Your Church. Great Neck, NY: Channel Press, 1958.
Smith, Roland A. Before You Build Your Church. Nashville: Broadman Press, 1979.
Sovik, Edward. Accessible Church Buildings. New York: Pilgrim Press, 1981.

Taylor, Robert C. How to Maintain Your Church Buildings and Grounds. Westwood,
NJ: Fleming Revell, Co., 1962.

Towns, Elmer. How to Go to Two Services. Lynchburg, VA: Church Growth Institute,
1991,
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Welsh, Robert H. Church Organization Manual. Ft. Worth: National Association of
Church Business Administrators, 1990.

White, James F. and Susan J. Church Architecture: Building and Renovating for
Christian Worship. Nashville: Abingdon Press, 1988.

Widber, Mildred and Scott Ritenour. Focus: Building for Christian Education. Philadelphia:
United Church Press, 1969.
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LIBERTY

UNIVERSITY.
COURSE SCHEDULE

MODULE 1: Introduction to Church Administration
Reading
e Leadership Handbook, Berkley: chs. 26-28
e Crumroy: pp. 1-12, 265-271
e Schmitt notes: ch. 1
Assignment Due
*Course Requirements Checklist

MODULE 2: Introduction to Church Staff
Reading
e Leadership Handbook, Berkley: chs. 1-4 and 9
e Crumroy, pp. 115-129
e Staff, Mclintosh:ch. 1
e Schmitt notes: ch. 2

MODULE 3: Adding Church Staff
Reading
e Leadership Handbook, Berkley: chs. 18-19
e Crumroy: pp. 130-145
e Staff, MclIntosh: chs. 2—4
e Schmitt notes: ch. 3
e Bible: Acts 11:19-26

MODULE 4: Compensating the Church Staff
Reading
e Leadership Handbook, Berkley: chs. 8, 11, 18-20
e Schmitt notes: ch. 4
e Income Tax Guide for Ministers and Religious Workers, Worth — read all
Assignment
15T TEXTBOOK REPORT — Income Tax Guide for Ministers and Religious Workers

Review B. J. Worth’s book and write out a critical analysis. You have read the book with
this lesson, and now give the book a quick review, do some reflection on it, and then write
out the report.

Pagelof2l



DSMN 972 Course Schedule

MODULE 5: Communicating, Supervising and Evaluating Church Staff
Reading

e Leadership Handbook, Berkley: chs. 16-17, 20-21

e Crumroy: pp. 156-241, 290-313

e Staff, MciIntosh: chs. 5-8, 10-11

e Schmitt notes: chs. 56
Assignment

2\° TEXTBOOK REPORT — Staff your Church for Growth.

Review MclIntosh’s book and write out a critical analysis. You have read various chapters
with the lessons you have done, but give the book a quick review, do some reflection on it,
and then write out the report.

MODULE 6: Personal Life
Reading
e Leadership Handbook, Berkley: chs. 5-6, 9, 12, 21
e Staff, Mclntosh: chs. 8, 11
e Schmitt notes: ch. 7
e Bible: 1 Kings 17:2-9
Assignment
CHURCH STAFF REPORT (UNIT 1) — DUE
Bring to completion the first of three unit reports on the management of your church.
Write out a 2-5 page introduction section that gives an overview of the church. This
introduction should contain name, brief history, number of members and attendance, type of
community located in, and other helpful information.

Now write an evaluation and recommendations for staff in your church. The information that
you have been told to collect after almost every lesson will aid you greatly in preparing this
report. This is an extensive report that should show where the church is (include information
about staff policies, salaries, job descriptions, and organizational charts); where the church
ought to be (include a time line for the proposed changes); and how the church can move
from present situation to the desired situation.

You might use the following outline.

l. The Present Situation

. Strengths and Weaknesses (this is evaluation)

M1, Recommendations for Improvement

This report counts for 25% of your course grade. Feel free to e-mail me with additional
questions, if you need clarification.

MODULE 7: Introduction to Church Finance and Stewardship Education
Readings

e Leadership Handbook, Berkley: chs. 29, 32, 33

e Crumroy: pp. 2-3, 96-97, 272-288, 309-313

e Schmitt notes: chs. 8-9
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MODULE 8: Increasing Contributions and Church Budgeting
Readings

e Leadership Handbook, Berkley: chs. 33, 36

e Crumroy: pp. 41-55

e Schmitt notes: chs. 10-11

MODULE 9: Administering Church Income and Expenses
Readings
e Leadership Handbook, Berkley: chs. 29, 35-37
e Crumroy: pp. 314-326
e Schmitt notes: chs. 12-13
Assignment
3RD TEXTBOOK REPORT —CHURCH ADMINISTRATION AND FINANCE MANUAL. You are
just about finished with reading this book. Go ahead and finish reading it, and write
your critical analysis of it.

MODULE 10: Reporting and Controlling Church Finances and Audits
Readings

e Leadership Handbook, Berkley: pp. 469-473, ch. 37

e Crumroy: pp. 326-343, 365-378

e Schmitt notes: chs. 14-16
Assignment

CHURCH FINANCE REPORT (UNIT 2) DUE

Use the information you have been gathering for each lesson in Unit 2, along with additional
information if needed. Be sure to include income projections for the church for the next five
years, and include at which points new staff or new facilities will be needed.

A possible outline of your paper:

l. Present financial status of church
A Stewardship education program
B. Analysis of giving of membership
C. Systems of receiving and counting the offerings
D. Handling of special offerings
E. Cash flow
F. Budget planning process
G. Accuracy and adequacy of budgets
H. Percentage distribution of budget expenditures to major areas
l. Financial record keeping
J. Purchasing system
K. Financial reports
L. Financial controls
M. Financial audit

1. Strengths and weaknesses of financial program of church

This would be an evaluation and analysis of each of the points listed above based on the
materials presented in this course.
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1. Recommendations for improvement
Make a list of recommendations for improvement, and indicate priorities and a suggested
time line for completion
V. Projection of income and attendance with changes in staff and facilities for the next
five years.
When finished, submit this report. You may want to share this report with staff, deacons, and
major leaders in your church as well. You are now finished 66% of the course.

MODULE 11: Introduction to Church Buildings
Readings

e Anderson: pp. 1-35

e Leadership Handbook, Berkley: ch. 30

e Schmitt notes: ch. 17

MODULE 12: Planning Church Buildings
Readings

e Anderson: chs. 4-5,9

e Schmitt notes: ch. 18

MODULE 13: Designing and Constructing Church Buildings
READINGS

e Anderson: chs. 5, 8, 11

e Leadership Handbook, Berkley: ch. 31

e Schmitt notes: ch. 19

MODULE 14: Financing for Church Buildings
Readings
e Anderson: chs. 6-7, 10-11
e Leadership Handbook, Berkley: ch. 34
e Crumroy: pp. 56-74
e Schmitt notes: chs. 20-21
Assignment
4rd Textbook Report —Otto Crumroy et al., Church Administration and Finance Manual

MODULE 15: Maintaining and Insuring Church Buildings
Readings

e Leadership Handbook, Berkley: ch. 30

e Cumroy: pp. 343-356

e Schmitt notes: ch. 22

Assignment
5RD TEXTBOOK REPORT - J. D. Berkley, Leadership Handbook of Management and

Administration
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MODULE 16: Conclusion
Assignment
CHURCH BUILDING REPORT (UNIT 3) DUE

NOW TIME TOWRITE THAT FINAL PROJECT PAPER ON CHURCH BUILDINGS

Get together all the reflections and research you have done at the conclusion of each lesson
and you should have all the data you need to write this report. The outline can be similar to

what you have been using.
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