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INTRODUCTION 
 

Jesus’ mission to the world is paramount in all that we do in our churches and schools throughout 
the Arizona Conference. Policies and procedures have been developed through the years to aid in 
maintaining our focus on mission while minimizing the time and money spent on avoidable 
problems, unintentional violations of law and potential litigation. Our goal is to preserve our human 
and monetary resources for sharing the gospel with the world. 

 
This policy book has been developed for use by church and school boards, pastors, teachers and 
volunteer leaders throughout the Arizona Conference. In consultation with Church leadership across 
North America, these policies represent years of experience in church management and direction. 
This book is intended as a reference guide to assist in planning for hiring locally funded employees, 
buying or selling church and school property and includes many additional general policies that 
will help you with your work on behalf of your church and/or school. 

 
When a church or school is considering employing a full-time or part-time locally funded employee, 
many of the hiring policies and associated costs are presented in this book. However, for full 
employment information, the Arizona Conference Corporation’s Employee Handbook should be 
consulted. 

 
We appreciate every volunteer and every employee for the work they are doing to advance the 
gospel and to help people prepare for the Kingdom! 

If you have a question about a particular policy, feel free to contact a Conference officer.  
 

 
Ed Keyes 
President 
 
Jorge Ramirez  
Executive Secretary 
 
Reggie Leach 
Treasurer 
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SECTION 100—ADMINISTRATIVE INFORMATION 
 
 

100.00 Purpose of this Conference Working Policy 

This policy book has been created to give pastors, principals, local church leaders and 
church and school committees and boards information about general policies of the Arizona 
Conference. It includes information about the procedures and policies that must be followed 
in hiring locally funded employees. It also provides information on other issues of particular 
interest and need to local churches, schools and any other Conference owned entities. If 
you have questions about a particular policy or how to proceed, contact the Conference 
HR Director, the Conference Executive Secretary or the Conference Treasurer. 

 
100.10 Statement of Policy 

The Arizona Conference Corporation of Seventh-day Adventists, herein after referred to as 
the Conference, follows the policies contained in the current edition of the North American 
Division of the General Conference Working Policy. In addition there are other policies voted 
by the Conference Executive Committee (including those voted after the publishing of this 
policy book) that are also enforceable. If there is a conflict between an Arizona Conference 
policy and that contained in the North American Division policy the North American Division 
policy shall take precedence unless a specific exception has been obtained. 

 

100.20 Church Manual 

The standards and practices of the Conference are based upon Biblical principles as set 
forth in the Seventh-day Adventist Church Manual, published by the General Conference. 
These principles are to be followed in all matters pertaining to the administration of local 
churches both within the local church and in its relationship to the Conference. 

 

100.30 Employee Handbook 

The Conference’s Employee Handbook contains the current employment policies and 
practices for all Conference employees, including those funded by the local church, school or 
entity. 

 
100.40 Current Policy Book 

This edition of the Conference Policy Book supersedes all previous editions and shall be 
adhered to except as it shall be amended by subsequent actions of ADCOM and/or 
Conference Executive Committee. 

 
100.50 Exceptions to Policies 

 
Only ADCOM and/or the Conference Executive Committee have the authority to make 
exceptions to policies, regulations, and procedures. 

 

100.60 Conducting Conference Business 
 

The Articles of Incorporation and the Bylaws of the Arizona Conference Corporation of 
Seventh-day Adventists are the controlling documents for all business conducted by the 
Conference. 
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A Constituency Session, with delegates chosen from each church, meets once every five 
years to elect Conference officers, Directors of Departments and/or Services, Ethnic 
Coordinators, Arizona Conference Executive Committee, Standing Bylaws Committee and 
Arizona Adventist Scholarship Committee. It also considers and votes on changes to the 
Conference Bylaws and any other business that supports and forwards the mission of the 
Conference. 

 
The Conference Executive Committee (also called the Board of Directors of the Corporation) 
meets on a regular basis with full administrative authority to conduct Conference business 
between Constituency Sessions. 

 
For more information about the Bylaws you may contact the Conference Executive 
Secretary. 

 

100.70 Conference Administration 
 

The administrative officers of the Conference are the President, the Executive Secretary and 
the Treasurer. 

 
The President is the Chief Executive Officer of the Conference and directs all phases of 
Conference work in harmony with the actions and counsel of the Conference Executive 
Committee, the Pacific Union Conference and the North American Division. 

 
The Executive Secretary works under the direction of the President, subject to the approval 
of the Conference Executive Committee, and keeps the official records of the Conference. 

 
The Treasurer works under the direction of the President, subject to the approval of the 
Conference Executive Committee, and is the chief finance officer of the Conference. 
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SECTION 200—GENERAL POLICIES 
 
 

200.1 Planned Giving and Trust Services 
 

Guided by Biblical principle, we encourage God’s people to be good stewards of the funds 
and property He has placed in their care. In addition to the care, education and health of 
their families, many employees and lay members wish to support the work of the church 
through their estate plan. In addition to outright gifts during lifetime, the following planned 
gift options may be considered. 

1. Will. The Conference may be named in a person’s will to receive a bequest. These 
gifts to God’s work may flow through the Conference for the benefit of local 
churches, restricted or unrestricted. 

2. Revocable Trust Agreement. Cash, securities or real property may be placed in a 
revocable trust, from which the entire amount or a portion of the entire amount may 
be withdrawn at any time. Additional assets may also be added to the trust. 
The trust funds must be invested according to the specific directions of the 
trustor(s). The entire net income of the trust is paid to the trustor(s) on a regular 
basis and at death the residue is distributed according to the dictates of the trust 
agreement. Revocable trust agreements must be accepted by the Trust 
Administrative Committee and a Conference entity must be remembered as a 
substantial beneficiary. 

3. Charitable Gift Annuity. A charitable gift annuity may be established with cash or 
securities. In exchange for the gift, the donor will be assured a regular monthly 
payment for life. The payout rate for the annuity is set by the American Council on 
Gift Annuities and is based on age and life expectancy. It is an irrevocable agreement 
and donated funds can never be withdrawn. If the annuity is established with 
securities, they will be sold and the net proceeds used as the basis for the annuity. 

4. Charitable Remainder Trust. Charitable remainder trusts are gift options for larger 
gifts of property or securities. Contact the Planned Giving and Trust Services 
Department for more information. 

 
Charitable gift annuities and charitable remainder trusts are developed and managed by 
Western Adventist Foundation, with the Conference Planned Giving and Trust Services 
Director serving as the local representative. 

 

200.10 Estate Plan Acceptance Policy 
 

The Conference Planned Giving and Trust Services department exists to assist members and 
friends with charitable intent towards the Arizona Conference in planning to continue their 
stewardship after their death. Assistance is given for providing for family and God’s work, 
primarily through testamentary methods. The Conference encompasses the Conference itself, 
local Adventist churches, local Adventist elementary schools, Thunderbird Adventist 
Academy and Camp Yavapines. Other entities as recognized at a Conference Session or by 
the Conference Executive Committee between sessions are also included. 

 
Since the Conference covers the cost of estate planning documents for its clients, the general 
guidelines  regarding  charitable  intent  toward  the  Arizona  Conference  and  its  related 
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entities apply for most instances (please note that the documents ultimately prepared for a 
client are determined by an attorney after the clients’ estate planning needs are assessed). 

 
In some instances, the initial distribution to the Conference and related entities may be 
waived in order to ensure that growing families will have adequate means to meet the 
financial needs of children who may be left behind after the death of one or both parents. 
Individual circumstances may include other distribution arrangements. 

 
Documents such as durable powers of attorney, living wills with durable power of attorney 
for healthcare and community property/prenuptial agreements are included in the services 
extended to members and friends of the Conference. 

 
200.20 Employees Serving in Fiduciary Capacities 

 
To reduce potential conflict of interest and legal liability exposure to the employee and to 
the church, employees of the Conference are strongly discouraged from serving in a 
fiduciary capacity for church members/others encountered because of denominational 
employment. A fiduciary capacity is defined as trustee of a trust, personal representative/ 
executor of an estate, acting as agent for a durable power of attorney for business or for 
health care decisions, guardianship/conservatorship because of the role as an employee or 
any other role in which one would be considered to have fiduciary capacity, 
i.e. explicit authority over another’s business, family or personal needs. 

 
If an employee is asked to serve in a fiduciary capacity by anyone because of their 
employment, the employee is to consult with the Conference Treasurer prior to accepting 
such responsibility. If an employee discovers after the fact that they have been named to a 
fiduciary capacity without their knowledge, before serving in that capacity, the employee is 
to consult with the Conference Treasurer. 

 
If, in consultation with the Conference Treasurer, it is determined that the appointment is 
necessary and/or unavoidable, the appointment will require approval from the Conference 
Executive Committee with the Conference Treasurer providing oversight to the 
appointment. 

 
If an employee is approved by the Conference Executive Committee to serve in a fiduciary 
capacity, the appointment will become part of the employee’s job responsibilities for the 
duration of the appointment. The following policy regarding the receipt of fees according to 
NADWP 40 30 (2013-2014) applies: 

 
“A denominational employee, who serves as administrator, trustee, executor or other 
fiduciary, as a result of his/her denominational employment in any capacity, shall not 
retain for personal benefit fees received for this type of service.” 

 
The above policy is to protect both the employee and the organization from possible conflict 
of interest and legal liabilities that may arise in the performance of fiduciary 
responsibilities. It is unethical for an employee to exert undue influence over the estate plan 
of another person. 
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200.30 Seventh–day Adventist® Trademark 
 

Church trademarks, such as “Seventh–day Adventist,” “Adventist,” and “SDA” may be used 
only in connection with denominational ministries and non–commercial activities of 
approved lay and professional groups. Use of these trademarks shall be controlled by the 
General Conference Corporation of Seventh–day Adventists through the Office of General 
Counsel. Church trademarks shall not be used in any manner that will jeopardize the Church’s 
tax–exempt status. 

 
Procedures 
1. Existing Entities. Church entities that have denominational status and are included in the 

Seventh-day Adventist Yearbook at the time of adoption of this policy and procedure 
may use the trademarks in their names and ministries. 

 
2. Local Churches. Local churches and companies may use the trademarks in their 

ministries once their status has been approved by the local Conference. 
 

3. Lay Groups. Lay and professional groups must apply for written permission to the Office 
of General Counsel. The articles and bylaws of such groups must indicate that they are 
independent of the Church and not its agents as well as meet other criteria. After receipt 
of written notice of General Conference approval, such groups may use the trademarks 
solely for non-commercial purposes. 

 
The purpose behind these guidelines is to preserve the integrity of the name of the church. 

Excerpted from NAD Working Policy BA 40 
 

200.40 E-Adventist Database 
 

The e-Adventist database provides an efficient means for keeping accurate record of church 
membership, membership transfers, births, deaths, etc. The database for each church is the 
responsibility of the local church. The local church, with approval from Conference 
administration, makes the decision about releasing the information concerning their 
members. 

 

If the Adventist Book Center (ABC), Pacific Union Conference (PUC), North American 
Division of Seventh-day Adventists (NAD) or General Conference of Seventh-day Adventists 
(GC) wishes to provide a mailing to our members the Conference will release the mailing list 
for a one time use. 

 

Occasionally, the Conference receives requests for the use of e-Adventist data from an 
organization or individual not directly tied to the ABC, PUC, NAD or GC. It may be someone 
doing a research project, promoting a product or service or wanting to communicate some 
form of information to our members. The procedures followed when the Conference 
receives such requests are outlined below: 

 
1. Requests for church member contact information (i.e. names, addresses, phone 

numbers, email addresses) will be forwarded from the Conference to the pastor of 
the church, along with an explanation of the request and the reasons for the request. 
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2. If the church and Conference approve providing the requested information the 
pastor will send an email to the Conference clerk, providing the approval and 
any applicable restrictions. 

 
3. Upon local church approval the Conference may provide the information to 

the requesting person. 
 

4. The requesting person will sign a release acknowledging the terms of use for 
the requested information. The Conference will provide a copy of the release 
to the pastor. 

 
200.50 Harassment/Sexual Misconduct 

 
The Arizona Conference has adopted a harassment/sexual misconduct policy that 
includes all forms of harassment, including sexual harassment and sexual misconduct. It 
encompasses any misconduct directed towards an adult or minor. The policy focuses 
on employees and also applies to volunteer church leaders in local churches and schools. 
All volunteers and employees must faithfully represent the teachings and example of 
Jesus, the Seventh-day Adventist church and biblical principles of conduct in all their 
relationships with people. 

For more information see the Employee Handbook section 220.40 
 

200.60 Screening Employees and Volunteers who Work With Minors 
 

It is the policy of the Arizona Conference that all employees (full-time, part time and 
locally funded); and any person volunteering to work in children’s ministry 
department, VBS, Pathfinders; or any person in a leadership or upfront position such as 
Elders, Deacons, Deaconess, Audio Visual; or in any school related position, etc., must be 
screened before beginning work. Screening and clearance will be provided by the 
Adventist Screening Verification screening program. Screening will include reference 
checks, a criminal and sexual misconduct background check and, when needed, a driving 
record check. 

 
Any Conference entity that does not comply with this policy and incurs a claim 
against the Conference will bear the full cost of the insurance deductible 
associated with settling the claim. If no insurance is available, the entity will be 
responsible for the full cost of litigation and settlement. 

 
The purpose of background screening is to protect: 

 
1. Children who attend our churches, schools and other organizations 

 
2. Volunteers who work in our churches and schools 

 
3. The reputation and mission of the church 

 
4. The assets of the church 

 
See the Employee Handbook section 210.65 “Child Protection Program” policy; or Contact the HR 
Director for more information. 
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200.70 Reporting Procedures for Abuse Involving Minors 
 

The Arizona Conference takes seriously the need to protect the children that come 
under our care in our churches and schools. It is of utmost importance that volunteer 
leaders recognize themselves as mandated reporters should they observe any suspected 
abuse or neglect of a child under their care. It is expected that all Conference employees 
and volunteers will comply with all mandatory reporting requirements. It is also 
expected that they will cooperate with all agencies of the government in investigating 
such matters. In the event employees have questions regarding the appropriate actions 
to take in a given situation they should contact Conference Administration for 
clarification. 

 
Arizona is one of many states that have mandatory reporting requirements 
when child abuse, abandonment or neglect is suspected. Mandatory reporting 
applies to everyone. Anyone who suspects child abuse, neglect or abandonment 
should report it immediately. Reporting procedures should include notifying the 
Arizona Conference Administration after fulfilling the state reporting 
requirements. 

 
“Any person who reasonably believes that a minor is or has been the victim of 
physical injury, abuse, child abuse, a reportable offense or neglect that appears to have 
been inflicted on the minor by other than accidental means. . . shall immediately report 
or cause reports to be made of this information to a peace officer or to Child Protective 
Services in the Department of Economic Security, except if the report concerns a person 
who does not have the care, custody or control of the minor, the report shall be made 
to a peace officer only.” Arizona Code § 13-3620 

 
For more information see the document Making Church Safer for Children, A Child 
Protection Resource which is available from the Conference. 

 

200.80 Sex Offender Church Attendance 
 

The Conference has adopted guidelines for sex offenders who wish to attend local 
Conference church and/or school sponsored functions. Before a sex offender is allowed 
to attend any church/school function, the pastor should contact the Executive Secretary 
and obtain a copy of the Church Attendance/Participation Agreement for Sex Offenders 
that must be filled out by the offender and the church/school, and approved by the 
church/school board and the Conference Administration prior to the offender attending 
any church/school function. Should the person refuse to agree to or abide by the terms 
of the Agreement, they shall not be allowed to attend any church/school functions. The 
Adventist Risk Management website has additional information about child safety and 
child abuse prevention. 

 
200.90 Crisis Management 

 
The Conference recognizes that positive community relations are essential to its 
success. Therefore it has adopted these guidelines to assure that when the organization 
is involved in a crisis, the situation is handled professionally and resolved as quickly as 
possible so that public confidence in the organization is not eroded.  
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This policy applies to all crises that occur within the Conference. Possible crises 
include accusations of a person embezzling money, sexual misconduct, theft or fire, etc. 
 

1. All potential crises should be immediately reported to the President and to the 
Communication Director. 

 
2. Only the designated spokesperson is authorized to release information to the media 

and to the public. All others, including pastors, teachers and church members, 
should be helpful by connecting the inquirer to the spokesperson, but should 
refrain from personally releasing any information or opinion to the media (including 
social media). 

 
3. The chief spokesperson is the Conference Communication Director. 

 
4. The Conference President or his designee will direct and coordinate all aspects of 

the organization’s response to the media. 
 

5. All comments should be guided by professionalism and transparency and serve to 
mitigate the crisis while reinforcing the leadership role of the Conference. 

 
6. We should refrain from using the term “no comment”. If the answer is unknown 

or cannot be immediately answered, the spokesperson will make note of the 
question and get back to the inquirer as soon as possible. 

 
7. Some questions may not be answerable because of policy, such as items relating 

to personnel matters. 
 

8. When possible answers should be proactive, responsive and action-oriented. 
 

9. The Conference recognizes the importance of media relations to public trust. In times 
of crisis maintaining effective media relationships will be particularly critical to 
bolstering public confidence in the Conference and the Seventh-day Adventist church 
as a whole. 

 

210.00 Use of Personal Mobile Phones, Devices and Computers 
 

The Conference has developed an Information Systems Policy which applies to all 
Conference provided mobile phones, devices and computers. These policies may be found 
in section 220.30 in the Employee Handbook. In addition, the following will be applicable 
with the use of personal technology. 

 
Any employee, including a locally funded employee or volunteer who uses their 
personally owned or church/school owned computer, IPhone, tablet or other 
electronic device for activities related to their work on behalf of the Conference may be 
requested to provide the Conference a copy of any work-related correspondence or 
activities at any time. 

 
210.10 Electronic Data Use and Retention Policy 

 
Pastors, teachers, other employees and volunteers often use their own personal 
computer and other electronic devices in the conduct of their work for the 
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church/school or other entity. Most of the business related correspondence is of a 
general nature but sometimes sensitive/contentious issues are discussed through 
electronic means. In addition, position papers or other documents may be composed and 
saved electronically as well.  Data retention can become extremely important. The 
following guidelines are offered to employees and volunteers in retaining necessary 
electronic data. 

 
In this litigious age it is imperative that all correspondence should state facts, concerns 
and conclusions in a non-inflammatory or non-accusing way. The golden rule and Biblical 
principles should be reflected in all correspondence and documentation. 
 
General Correspondence/Data 
 
Most correspondence is of a general nature such as setting appointments, answering 
a question, announcing an activity, sending minutes or an agenda, etc. Such 
correspondence should be deleted when no longer needed. 
 
Correspondence/Data surrounding a sensitive issue 
 
When dealing with a sensitive issue it is imperative to be kind and courteous in all 
communications and to say/write nothing that could be construed as inflammatory or 
defaming of a person. Any electronic information surrounding a sensitive issue should 
be retained for at least three years. This includes correspondence from both the 
employee and from the other party. If at the end of three years a lawsuit is anticipated, 
the correspondence and other documents should be kept until the statute of 
limitations has expired. 
 
Correspondence/Data when a lawsuit has been filed or is anticipated 
 
The Conference may have occasion to suspend their usual rules about deleting email 
messages and other electronic data (for example if the Conference or one of its local 
churches or schools is involved in a lawsuit or a lawsuit is anticipated). If this happens 
applicable employees and volunteers will be notified of the procedures to follow to 
save messages and data. Failing to comply with such notice could subject the 
Conference to serious legal consequences and will result in discipline to employees, up 
to and including termination. Furthermore, if an employee reasonably anticipates a 
lawsuit or becomes aware that a lawsuit has been filed, the employee must immediately 
suspend all data destruction procedures that could result in destruction of data 
potentially related to the subject of litigation, and take steps to ensure such data is 
preserved until further instructions are received. 

 
If a lawsuit is filed concerning an issue for which you have electronic documents they 
will likely be discoverable, that is to say the other party can require you  (through  lawyer 
request or court order) to provide any documents or information that may be pertinent 
to the case at hand. When a lawsuit is filed documents will be provided and/or deleted 
only under the direction of the Conference attorney or the Adventist Risk Management 
appointed attorney. 
If you have questions about a particular document or correspondence, check with 
Conference Administration before deleting it. 
 
For a document retention list see Addendum A 
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Email/Texting/Social Media Writing Guidelines 
 
The Conference expects all employees and volunteers to exercise discretion in using 
electronic communications equipment. Employees should remember that they are 
representing the Conference when sending emails, texts or comments on social media 
on behalf of a church, school or another Conference entity. Make sure that messages 
are professional and appropriate, both in tone and content. Remember, although email 
may seem like a private conversation, it can be printed, saved and forwarded to 
unintended recipients. Employees and volunteers should not send any email or other 
messages that they wouldn’t want their boss, their mother or Conference constituency to 
read. 
 

For more information see the Employee Handbook sections 220:30 and 220.35 
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300—EMPLOYMENT POLICIES 
 
 
300.00 Employee Definition 

 
All individuals working for remuneration for a Conference church, school or other entity are 
Conference employees. While employees may be locally funded (remuneration and benefits 
are funded by a local church or school) they are legally employees of the Conference and are 
subject to Conference’s Employee Handbook and this Policy Book. 

 
300.10 Job Description 

 
When a local entity requests the Conference to hire a locally funded employee, a job 
description for the potential employee must be submitted to the HR Department. 

 
300.20 Equal Employment Opportunities 

 
The Arizona Conference Corporation of Seventh-day Adventists is an incorporated religious 
organization located in Scottsdale, Arizona. The employment practices of the Church reflect 
religious preferences in harmony with the United States Constitution and controlling laws. 
Nothing in this provision is intended to, nor shall it, affect or limit any rights the Conference 
has to discriminate as permitted by law, including religion under Title VII of the Civil Rights 
Act of 1964 or any other equivalent state or local law. 

For more information see the Employee Handbook section 200.00 
 

300.30 Conditions of Employment 
 

The Conference strives to maintain a highly qualified staff. Personnel selection is based on 
the following qualifications and characteristics: attitudes, character, church status, aptitude, 
education, training, experience, ability, integrity, adaptability and physical ability to perform 
job functions (with or without accommodation).  

For necessary qualifications see the Employee Handbook section 200.10 
 

300.40 Faithful Tithing 
 

1. Tithing is a basic Biblical principle that speaks to a person’s relationship with the 
Creator. This relationship is ordained of God for the benefit of His children. Systematic 
and regular tithing yields rich rewards. Among these is the bond which results 
between a person and the Creator. Another is experiencing the intrinsic satisfaction of 
giving of one’s self and one’s means to the Lord. Our Lord’s promise of special blessings 
to the faithful tither can be received in no other way. 

For more information see the Employee Handbook section 200.20 
 

300.50 Employment At-Will 
 

The Conference’s policy is that employment is “at-will.” An employee is free to leave the 
Conference at any time, with or without a reason and with or without notice. The 
Conference also has the right to end an employee’s employment at any time, with or without 
a reason and with or without notice.  

For more information see the Employee Handbook section 200.30 
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300.60 Employment Procedure 
 

For complete employment information and employee costs, contact Treasury or the HR 
Department. 

For more information see the Employee Handbook section 200.40 
 
300.70 Employment Classification 

 
 For detailed classifications, see the Employee Handbook section 200.50 

 
300.80 Non-exempt Employees – Personal Work 

 
Supervisors at churches and schools who have non-exempt employees working for them 
shall not have them do personal work such as writing checks to pay bills, typing personal 
correspondence, addressing Christmas cards, shopping, etc. 

For more information see the Employee Handbook section 120.30 
 

300.90 Conflict of Interest and/or Commitment 

 
Conflict of interest means any circumstance under which an employee or volunteer by 
virtue of financial or other personal interest, present or potential, directly or indirectly, may 
be influenced or appear to be influenced by any motive or desire for personal advantage, 
tangible or intangible, other than the success and well-being of the Conference. 

For more information see the Employee Handbook section 200.90 
 

310.1 R-1 Visa Policy or Other Visas 
 

The following procedure is required of all Arizona Conference churches, companies, groups, 
schools or other institutions or facilities in order to process all Visas for workers prior to 
hiring for work at an Arizona Conference institution or facility. 

 
Since all employees are representatives of the Arizona Conference, it is their 
obligation, duty and responsibility to abide by the requirements in this policy as 
stated below. 

 
1. If a church, company, group, school or  other Conference institution or facility 

(hereinafter, the “local institution”) wishes to have a Visa processed for an employee, 
the local institution must first communicate with Conference Administration in writing 
regarding the details of the specific need in order for the Conference to proceed with the 
Visa process. 

 
2. After approval is received from Conference Administration, but prior to the Conference 

actually beginning the Visa process, the local institution shall submit an official request 
in writing to the Human Resources Department. 

 
3. The local institution must provide actual funding to the Conference to pay for the attorney 

fees and other related Visa fees for the employee and their family or make other 
suitable arrangements with the Conference for such expenses at the time of the request. 

 
310.10 Philosophy of Remuneration 
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The Seventh-day Adventist Church has accepted the commission given by Jesus Christ to 
His disciples to proclaim the gospel to the entire world. The Church employs many 
agencies to accomplish its spiritual task but all of its varied organizations, such as 
conferences, schools, radio and television ministries, Adventist Book Centers, etc., have one 
central objective – the salvation of man. Because of this, every denominational employee 
has a responsibility to participate in the mission of the Church. 

For more information see the Employee Handbook section 300.00 
 
310.20 Family Care and Medical Leave Act (FMLA) 

 
The Family and Medical Leave policy of the Conference outlines the conditions under which 
an employee may request time off, with or without pay, for a limited period with job and 
accrued benefit protection.  

For more information see the Employee Handbook section 310.40 
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400—PASTORAL MINISTRY AND EVANGELISM 
 
 

400.0 Pastoral Sabbatical 
 

Purpose 
 

This sabbatical policy has been developed with the desire to give Conference pastors a 
break from the inevitable pressures of ministry, and allows them to gain new energy, 
perspective and potentially new skills. There are no required activities during a sabbatical 
but the application should outline activities that will best aid the leader for future ministry. 
A sabbatical is not intended as an extended vacation. 

 
Eligibility 

 
A pastor with seven consecutive years of full time employment in the Arizona Conference 
immediately preceding the sabbatical may apply if the pastor has been in their current 
church/district for at least two years before commencement of the sabbatical. Another 
sabbatical may be approved after an additional seven years of continuous employment in 
the Arizona Conference. 

 
Application/Provisions 

 
1. Discuss the proposed sabbatical with the church board(s) to determine the up to six 

weeks sabbatical slot most advantageous to the church and the pastor. 
 

2. Written application shall be made to the Executive Secretary at least six months in 
advance of the proposed sabbatical. An outline of planned events for the proposed 
sabbatical should be included with the request. 

 
3. A sabbatical may include rest, travel, study, family activities, etc. 

 
4. The sabbatical shall be taken as a six week single block of time and may include, in 

addition, up to four weeks of accrued vacation. 
 

5. The sabbatical plan must include coverage for emergency pastoral care for needs such 
as funerals and Sabbath services. 

 
6. Conference Administration will review the application after all the criteria have been 

met. 
 

7. Once  approved  the  pastor  shall  communicate  their  sabbatical  plan  to  the  church 
board(s) and to the church(s). 

 
8. Priority will be given to pastors with the most years of full time pastoral service to the 

Arizona Conference on a first come, first served basis. 
 

9. Approval is subject to available Conference resources, Conference calendar (e.g. camp 
meeting) and Arizona Conference tenure. 
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10. Full pay, benefits (except area travel budget) and service credit will continue during the 
sabbatical. 
 

11. Financial costs of the sabbatical shall be the responsibility of the employee, except that 
any available accrued continuing education funds may be applied for approved 
activities. 

 
12. A sabbatical may not be taken in a year when the pastor takes a mission trip and may 

not be taken within five years of retirement or as part of a retirement or termination 
process. 

 
13. A sabbatical may not be taken within three months of the beginning or the conclusion of 

an evangelistic series. 
 

14. It is anticipated that the pastor will remain in their current assignment a minimum of 
one year following a sabbatical. 

 
Follow-up 

 
1. The pastor shall provide the church board(s) a report on the sabbatical and its benefits 

and blessings within one month of returning to work. 
 

2. The pastor shall provide Conference Administration a written report on the benefits 
gained, both personally and by the church, within six weeks of returning to work. 

 

400.10 Wedding and Marriage Guidelines 

 
The Conference upholds the principles of courtship and marriage outlined in the Seventh- day 

Adventist Church Manual. In order to facilitate appropriate processes in dealing with 

marriage requests, the following guidelines are intended for use by the pastors of the 

Conference. 

 
1. Pastors shall follow the teachings of scripture regarding marriage solely of one man to 

one woman. (See statement below) 
 

2. Pastors shall marry only those who have similar religious persuasion, being careful not 
to bless weddings of those who would be unequally yoked. 

 
3. Pastors should seek church board approval for all weddings conducted on the church 

property. 
 

4. Pastors should provide, or assist in arranging, pre-marital counseling for all couples 
before performing the wedding. 

 
5. Pastors should assure that their church has a voted wedding policy and that it is 

f ollowed for all weddings on church property. 

6. Pastors may provide pastoral support and ministry to couples who may not qualify for 
an Adventist church wedding. 
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7. A pastor may, in the pastor’s sole discretion, decline to make church facilities available 
for, and/or decline to officiate at, a ceremony when, in the pastor’s judgment, there are 
significant concerns that one or both of the applicants may not be qualified to enter into 
the marriage relationship for doctrinal, moral or legal reasons. 
 

With regard to same-sex marriages, the Conference supports the following Statement on 
Supreme Court Decision on Same-Sex Marriage: 

 
“The Seventh-day Adventist Church acknowledges the U.S. Supreme Court’s decision on 
Friday, June 26, 2015 legalizing same-sex marriage across the United States. Even with 
the Supreme Court’s decision, the Adventist church maintains its fundamental belief 
that marriage was divinely established in Eden and affirmed by Jesus to be a lifelong 
union between a man and a woman. While the church respects the opinions of those 
who may differ, it will continue to teach and promote its biblically based belief of 
marriage between a man and a woman. 

 
“The Seventh-day Adventist Church believes that all people, regardless of race, gender 
and sexual orientation are God’s children and should be treated with civility, compassion 
and Christ-like love.” 

NAD NewsPoints, June 26, 2015 
 

The Conference also supports the North American Division Statement on Human Sexuality 
included as Addendum B 

 

400.20 Church Staffing Guidelines 
 

The Conference Administration, in counsel with the Personnel Committee and the Conference 
Executive Committee, establishes the staffing level for each individual church. Decisions are 
based upon available finances, the needs of the congregation (including language and 
cultural issues) and a combination of tithe, membership and worship attendance. 

 

400.30 Pastoral Selection Process 

 
The Conference Executive Committee has the ultimate responsibility for appointing pastors. 
In order to facilitate the process the following procedures have been developed. 

 
1. A member of the Conference Administration and/or Ethnic Coordinator meets with the 

church, church board or designated church committee to facilitate the preparation of a 
profile of the church and its ministries and to receive names to be considered. 

 
2. The Conference Administration considers the names suggested by the church plus any 

other possible names to meet the needs of the church and selects those that meet the 
needs identified by the church profile. 

 

3. The Conference Administration references the candidates and prepares a profile of each 
candidate. 

 
4. The Conference meets with the church to share the profiles. The church recommends a 

prioritization of the candidates to the Conference Personnel Committee. 
 

5. The Conference Personnel Committee carefully considers the recommended prioritized 
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list and reserves the right to modify the final order. 
 

6. The Conference President, or designee, contacts the first pastor under consideration. 
The Administration informs the individual of the action by the Personnel Committee 
and requests them to consider being interviewed. 

 

7. If the pastor agrees to be interviewed an appointment with the Conference 

Administration will be scheduled. A member of the Administration will then 

communicate with the church board or search committee to set up an appointment to 

interview the prospective new pastor. 

 

8. The church board or search committee, in conjunction with the Conference, 

interviews the prospective pastor and they reach a consensus on the next step. 

 

9. Once the Conference, the church and the pastor agree it is a match, the Conference 

Executive Committee or its designated subcommittee votes the call. Conference 

Administration contacts the prospective pastor and the official call is placed. 

 

10. If the church or the pastor determines this is not a match the next candidate is 

interviewed. 

 

11. If none of the candidates on the list is a match the process will revert to forming a 

new list of candidates. 

 

12. The Conference will pay for up to two potential candidates to interview. 

 

400.40 Evangelism Appropriations 
 

All evangelism appropriations should be requested through the Executive Secretary. After 
consultation regarding the anticipated meeting, the pastor must complete an Evangelism 
Budget request and return it to the Conference for approval by the Evangelism Committee. 

 
To receive consideration for a Conference appropriation the series must be at least seven 
(7) meetings in length and cover the basic doctrines of the Seventh-day Adventist Church. 

 
Budget subsidies of up to 50% of the total cost will be considered. Local church support and 
meeting offerings should make up the difference. 

 
A local church may receive an advance up to 80 percent of the approved appropriation prior 
to the beginning of the meeting. When the local church receives evangelism funds a separate 
checking account should be opened and managed by the church treasurer for the meeting 
with a careful record kept of all income and expenditures. A financial report of the meeting 
is to be submitted to the Treasury Department no later than 60 days following the close of 
the meeting and must include supporting receipts for all expenditures in order to receive 
the remaining Conference appropriation. Any unused portion of the Conference 
appropriation will be retained by/returned to the Conference. 

 
 
 

Employees and members may not co-mingle evangelism funds with church or personal 
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funds. Churches using accounting software may set up a separate line item for the 
evangelistic meeting rather than opening a separate bank account. 

 
400.50 New Groups, Companies, and Churches 

 
The Conference Executive Committee has voted guidelines for establishing new groups, 
companies and churches. A copy of the workbook outlining the necessary steps for Group, 
Company or Church status can be obtained from the Conference Executive Secretary. 

 
Research and experience demonstrate that church planting is the fastest and best way for 
churches to grow. In urban settings it is also unfortunately often prohibitively expensive, 
especially when each Group wants its own pastor. The Arizona Conference is not financially 
able to assign pastors to a large number of Groups within its territory. 

 
Therefore, to obtain authorization for the formation of a new Group, a sponsoring church 
must have solid and verifiable evidence of the feasibility of the project. Starting a Group 
because of a church’s internal difficulties or because some individual is looking for a 
way to receive possible future employment as a pastor are not valid reasons. 

 
Group Status: Group status means that an organized church/district sees the need to develop 
a ministry for a particular target audience or to plant new Work in a non-entered area so 
that the mission of the church can be fulfilled. While in Group status the Group must remain 
under the supervision of an organized Arizona Conference church. Final authorization to 
obtain Group status is by vote of the Conference Executive Committee. 

 

Company Status: Company status means that a Group will be allowed to become 
independent of the sponsoring church to which they are connected when they meet the 
criteria outlined in the workbook. Final authorization to obtain Company status is by vote of 
the Conference Executive Committee. A Company is responsible for reporting and remitting 
tithes and offerings through the Conference remittance process. 

 
Church Status: Church Status means that a Company becomes a fully organized church, 
with all the applicable rights, privileges and responsibilities. When accepted by the vote of a 
duly called Conference Constituency Session the new church becomes a member of the 
sisterhood of churches of the Arizona Conference. Authorization to obtain Church status is 
by recommendation of the Conference Executive Committee to a Conference Constituency 
Session for final approval. 

 
When a church is considering establishing a new Group, they should obtain a copy of the 
“Group Status Workbook” from the Conference Executive Secretary. This workbook outlines 
a five step process: 

 
1. Familiarize yourself with the “Basic Policies and Guidelines”  

 

2. Read the “Getting Started” section 
 

3. Fill out the application forms with assistance from the Conference Executive 
Secretary/Ethnic Coordinator and submit the request to the Conference Executive 
Secretary. 

 
4. Conference Administration will review the request and make a recommendation to the 
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Conference Executive Committee 
 

5. The Conference Executive Committee will study the full report and make a final 
determination 

 

The Conference President, or his designee, will preside at the official formation of a Company 
or Church. 

 
400.51 Guidelines for Dissolving/Closing a Church 
 

Occasionally, despite efforts to grow churches, church membership may continue to decline 
for different reasons in any given church to a point where there may be a need to dissolve or 
close the church. Under such circumstances the church may request, or the conference 
executive committee may recommend possible dissolution or closing of the church. Below 
are the steps necessary for this process 
 
Step 1:  Local Church Board to recommend the process to dissolving/close the church to the 
church in business session 
 
Step 2:  Local Church in Business Session vote to recommend the process to dissolve/close 
the church to the Conference Executive Committee 
 
Step 3:  Pastor or Church Clerk submit letter of request to Conference Administration stating 
reasons to dissolve/close the church 
 
Step 4:  MEMBERSHIP:  Upon approval by the Conference Executive Committee to 
dissolve/close, please complete the following steps:  
 
o Remaining church members to begin their membership transfer to other local churches 
o Church in business session or Arizona Conference Executive Committee, if necessary, vote 

to approve letters requesting transfer of all members in regular standing to unite with 
other churches 

o If members because of age, infirmity, or other unavoidable cause are not able to attend 
church, they may request their membership to be transferred to the Conference Church 

o Upon dissolution/closing, all church board minutes and church history records are to be 
sent to the conference clerk 

Step 5: FINANCIAL RECORDS:  Once a church takes the final action to dissolve/close, the 
conference auditor will be contacted to conduct a final audit. The following items will be sent 
to the conference office: 
 
o Banks Statements (for all accounts) 

o Bank Reconciliation Report (for all accounts) 

o Bank Loan Information 

o Deposit Slips 

o Unused Checks (including checkbook or notebook) 

o Cancelled Checks 

o Receipts/Invoices 

o Tithe Envelopes 

o Current Jewel/QuickBooks Database Backup 
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o Other financial records 

Step 6:  ASSETS:  The following assets are owned by the Arizona Conference Corporation: 
 
o Cash in bank accounts – These accounts will be closed, and remaining funds submitted to 

the Arizona Conference Corporation 
o Church Property – Upon dissolution/closing, non-liquid assets will be sold, and funds 

submitted to the Arizona Conference Corporation. The conference treasurer will assist 
with the sale of these assets. 

400.60 Pastors as Guest Speakers 

Request for Services: 

On occasion, an Arizona Conference pastor may receive a request to preach or make 
presentations in another Arizona Conference church or for a special event in another 
Conference. While a pastor’s primary responsibility lies with the congregation/s to which 
they are assigned, there is a benefit to a pastor and to the Seventh-day Adventist Church 
when a pastor shares in other venues. The following guidelines will apply to a pastor whose 
services are requested outside their assigned district. This policy would not apply to an 
occasional wedding or funeral. 

 
1. A written request from the pastor shall be sent to the Executive Secretary. The request 

should include an indication that the pastor has cleared the request with their church 
board and received the board’s approval. A copy of an email/letter from the requesting 
church/conference that outlines the proposal shall be included with the request to the 
Conference Executive Secretary. 

 
2. On approval by Conference Administration, the pastor may make arrangements with the 

requesting church/conference for the approved presentations. 
 

3. The approved time will include up to eighteen consecutive calendar days annually. 
 

4. Pastors cannot be out of their districts more than three (3) Sabbaths. 
 

5. Requests for time away during camp meeting and pastor’s meetings will generally not 
be approved. 

 
6. Additional time, beyond the authorized eighteen days, will be considered part of the 

pastor’s annual vacation. 
 

Reimbursement for Expenses 

1. For approved services within the Arizona Conference, the requesting church will be 
responsible for all expenses, including mileage, lodging and meals. 

 

2. For ADCOM approved services to a church or conference outside of the Arizona 
Conference financial arrangements for reimbursement of expenses should be made with 
the requesting church or conference. 

 
400.70 Conference Church 
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The Conference Church is a body organized for the benefit of isolated believers who are 
otherwise without church privileges. It is also intended to hold membership of those who 
join an organized company until the company applies for and is approved for church status. 
Aged and infirmed members who live adjacent to a church organization should be members 
of the local church. It is the duty and responsibility of the local church to minister to such 
persons. Such members should not be transferred to the Conference Church, as it is not 
designed to function in the area occupied by the local churches. The Conference Church is 
not intended to provide a church home for any Conference employee. 

 

400.80 Mission Trips 
 

All mission trips planned by any Conference entity must have prior authorization from the 
Conference Executive Committee or Board of Education. Requests must be made well in 
advance. Information required prior to authorization includes: location of the trip, what 
other organization(s) are involved, what insurance has been secured, etc. Forms for 
authorization are available from the Executive Secretary’s office. 
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500—FINANCES AND TREASURY 
 
 
500.00 Financial Assets 

 
Financial assets of all Conference churches, schools and other institutions shall be included 
on the financial reports and regularly provided to the appropriate board. 

 

500.10 Court Cases 
 

Local churches, schools and other Conference institutions shall refrain from initiating court 
action on any situation until the proposed action has been studied and approved by the 
Conference Executive Committee. The provisions of the North American Division Policy 
with regard to litigation will be followed. 

 

500.20 Solicitation of Funds 
 

To protect churches from unauthorized, fraudulent and/or nondenominational solicitation 
of funds, the following guidelines are provided: 

 
1. Conference employees or volunteers shall not grant permission to individuals who have 

no recognition or recommendation from the Conference to address churches, schools or 
other institutions. 

 
2. No conference, church, institution, self-supporting enterprise or individual is to solicit 

funds publically or privately within Arizona Conference churches, schools or other 
institutions without first securing written authorization from Conference Administration. 

 
3. Literature for solicitation purposes shall be provided only to responsible persons. 

 
4. All funds contributed by church members for any cause in response to appeals shall be 

passed through the regular channels of the church. 
 

5. No authority is granted denominational employees, representing special interests in 
another part of the world field, to solicit help for that work in any part of the Conference 
without written authorization by Conference Administration. 

 
6. Conference and church officers shall take any necessary steps to prevent unauthorized 

or illegal solicitation. 
 

500.30 Authorized guest speakers/mileage reimbursement 
 

Ministers and church officers should not grant the privilege of the pulpit to persons who 
have no written recommendation from the Conference. Any person who proposes to speak 
in a Conference church should be approved by the local pastor, hold current credentials 
from a Seventh-day Adventist entity or have written recommendation from the 
administration of the Seventh-day Adventist conference where they hold membership. 

 

 

When a church has no pastor assigned to them, the Conference may reimburse mileage, and, 
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if needed, one night’s lodging, to a Sabbath worship guest speaker. The standard mileage 
rate will apply up to a maximum of 500 miles per month per speaker and will cover travel 
to and from the church for the sole purpose of preaching the Sabbath morning sermon. 
Conference Administration must approve speakers in advance. 

 
Churches that, on their own, wish to offer honorariums or reimbursement to guest speakers 
outside this policy should first check with the Conference Treasurer to make certain such 
payments are made in conformity to local, state and federal laws as well as Conference 
policy. 

 
500.40 Church Offerings 

 
The North American Division votes and promotes an annual offering schedule. The annual 
offering schedule for the Conference includes Pacific Union Conference offerings as voted by 
the Pacific Union and Conference offerings as voted by the Conference Executive Committee. 

 

500.50 Tithe and Offering Envelopes 
 

The Arizona Conference provides tithe and offering envelopes free of charge to all 
Conference churches. Since the Conference is charged with the review of local church 
finances, to insure that there is compliance with church policy and to provide uniformity in 
the printing and use of the envelopes, the church should observe the following guidelines; 

 
1. The church will submit a design proposal to Conference Administration for approval 

before printing. 
 

2. When designing the envelope, tithe should always be listed first. God asks all Christians 
to return a tenth of their income to Him through the Church. The tithe is also first 
because it has a major impact on all aspects of the church’s ministry, both locally and 
globally. 

 
3. After the tithe, offerings can be designated in an order of the church’s choosing. Offerings 

include the Local Church Budget (suggested percentage 2-5%) for the ongoing ministry 
of the local congregation, Conference Budget (suggested percentage 2-3%) for the 
benefit of Conference Evangelism, Conference Education, Thunderbird Adventist 
Academy and Camp Yavapines, and World Budget (suggested percentage 1-2%) for 
support of the world wide mission of the Adventist Church. 

 
500.60 Use of Copyrighted Materials 

 
The unauthorized copying or displaying of copyrighted materials may result in significant 
penalties for copyright infringement. Therefore, churches, schools and other Conference 
institutions shall not copy or otherwise reproduce or display copyrighted materials without 
first obtaining either the written permission of the owner of the copyright or purchasing a 
copyright license, such as from CCLI, for using the materials. Reproduction and display of 
copyrighted materials includes the copying of poems and song lyrics in bulletins, song 
sheets, transparencies or computer files, newsletters or web sites, copying sheet music or 
other copyrighted recorded or written works, the public display of copyrighted video material 
including using video clips to illustrate sermon points or the showing of a rented or purchased 
video at a church or school function, whether or not admission is charged. 
Churches, schools and other Conference institutions may purchase a license in order to 
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lawfully make copies of copyrighted music. A separate license is required for the use of 
copyrighted video material. Many recorded materials sold or rented specifically for public 
performance or educational purposes come with a license for such use. It is important to 
review the copyright and licensing information for such material. Information concerning 
obtaining licenses to use copyrighted materials can be obtained from the Conference 
Communications Department. 

 
500.70 Reporting Embezzlement 

 
If an employee or volunteer is suspected of embezzling funds from a Conference church, 
school or other institution such knowledge shall be reported to the Conference Treasurer. 
All employees, volunteers and members are expected to fully cooperate with any criminal 
investigation. 

 

500.80 Church Address 
 

All churches and companies should maintain a postal address to which all official mail is 
sent. This address should be unique to the organization and must not be the address of a 
person, family member or the pastor. 

 
500.90 Building Fund Appropriation 

 
The Conference may grant an appropriation for the purchase, construction or remodeling of 
churches and schools 

 
All appropriations are subject to funds available, as recommended by the Property 
Acquisition and Development Advisory Committee and approved by the Conference 
Executive Committee. 

 

510.1 Contracts 
 

In order to comply with state and federal laws and to protect our local entities and the 
Conference from fines, penalties and civil damages all Conference churches, schools and 
other institutions shall comply with the following requirements for the use of outside paid 
labor on any Conference property. 

 
1. Written Agreement Required-Use of outside paid labor (labor not performed by 

volunteers or employees of the Conference) shall be pursuant to a written agreement that 
is approved by the church, school or other institution’s board or finance committee. 
This includes long-term agreements for services such as grounds-keeping or janitorial, as 
well as single projects such as roofing, construction, tree trimming or painting. 

 
2. Conference Approval-Construction agreements shall be submitted to the Conference 

Treasurer’s office for review and approval prior to approval and implementation by a 
local church, school or other institution. 

 
 
 
 

3. Contractor’s License-All agreements for construction, remodeling, roofing or tree 
trimming or removal shall require that the contractor provide a copy of their current 
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state contractor’s license. Conference institutions shall not utilize paid labor for such 
projects from unlicensed contractors. 

 
4. Business License-Agreements for all other labor or services shall require that the 

contractor provide a copy of their business license as required by the jurisdiction in 
which the institution is located. 

 
5. General Liability Insurance-All agreements for paid labor shall require that the 

contractor provide a certificate of the contractor’s general liability insurance coverage in 
the amount of no less than $1,000,000. The certificate shall name the Arizona Conference 
Corporation of Seventh-day Adventists as an additional insured. 

 
6. Workers’ Compensation Insurance-All contractors shall be required to provide proof 

of workers’ compensation coverage for any employees who will be assisting in the work 
covered by the agreement. No contractor shall be permitted to use any other person 
to perform any work on Conference property unless they have first provided proof of 
workers’ compensation coverage. Any exception to this requirement must be approved 
by the Conference prior to the commencement of work. 

 
510.10 Vehicles 

 
Use — Vehicles owned by the Conference shall only be operated by approved drivers and 
only for official use of the church, school or other local institution. Such vehicles shall not be 
utilized for the personal use of employees or others and shall not be rented or loaned to 
other persons or organizations without the prior approval of Conference Administration. All 
vehicles shall be equipped with seat belts as required by law, and the driver shall require all 
vehicle occupants to use them. Persons shall not be permitted to ride on or in trailers or in 
the back of pick-up trucks. Hayrides are subject to specific safety rules which can be obtained 
from Conference Treasury. Any Conference church, school or other institution offering 
hayrides shall follow these safety rules. Vans with a seating capacity of more than ten 
persons shall not be used by any Conference church or school or for any church or 
school-sponsored activity. 

 
Purchase – When a vehicle is purchased for use by a Conference church, school or other 
institution the Conference Treasury Department is to be contacted immediately to have the 
vehicle added to the Conference fleet vehicle insurance policy. The information required 
includes the vehicle’s year, make, model, license number, vehicle identification number 
(VIN), mileage and whether or not medical payment coverage is requested. Insurance 
premiums are billed to the local institution annually. All vehicles shall be registered in the 
name of the Arizona Conference Corporation of Seventh-day Adventists. All original 
documents of title shall be forwarded to the Treasury Department for safekeeping. 

 
Sale - When a vehicle has been sold, the church, school or Conference institution shall 
contact the Treasury Department to request the vehicle’s title. Registration and insurance 
costs continue until documentation confirming the completion of the transaction is received 
by the Conference Treasurer. 

 

 

 

Rental of Vehicles — The Conference fleet Vehicle Insurance Policy provides coverage for 
vehicles that are rented or borrowed for sponsored activities so long as they are not driven 
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by the owner. Therefore, local institutions planning to rent a vehicle for a sponsored activity 
may request written proof of coverage from the Treasury Department. 

 
Driver Selection — All drivers for sponsored activities, whether using personal or 
Conference vehicles, shall be appropriately licensed. Drivers shall be at least 21 years of age 
and have a satisfactory driving record. 

 

510.20 Insured Activities 
 

Conference entities must consult with the Treasury Department to determine that their 
activities are properly approved and insured. 
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600—CHURCH AND SCHOOL PROPERTIES 
 
 
600.00 Church Property Ownership 

 
All Arizona Conference church and school properties are vested in the name of the Arizona 
Conference Corporation of Seventh-day Adventists. Pastors, church officers or principals, 
when either buying or selling a property on behalf of the Church, shall work closely with the 
Conference Property Acquisition and Development Advisory Committee to administer the 
details of the transfer. 

 
600.10 Buying Church or School Properties 

 
1. The local church or school constituency in business session must approve the 

proposed purchase of real estate. The local church or school in cooperation with the 
Conference shall conduct negotiations. A Conference officer, or designated 
representative, will view the property prior to the signing of any documents. 

 
2. Approval to purchase must be granted by the Conference Executive Committee. All 

documentation will be designated in the name of the Arizona Conference Corporation 
of Seventh-day Adventists and signed by the Conference President and another officer. 
All transactions will be processed through an escrow account with a title company. 

 
600.20 Selling Church or School Properties 

 
1. The local church or school constituency in business session must approve the proposed 

sale of real estate. The local church or school, in cooperation with the Conference, shall 
conduct negotiations for the sale. An M.A.I. appraisal or an appraisal by two independent 
real estate brokers shall be obtained to establish fair market value. 

 
2. Before a property is listed for sale the Conference Executive Committee must give 

approval. Escrow will be opened with a title company in the name of the Arizona 
Conference Corporation of Seventh-day Adventists. 

 
3. Church or school property in current use should not to be listed for sale until there is 

a specific plan to replace the function of that property. For example, if a church or 
school facility is to be sold replacement property must be located and a plan to build or 
renovate presented to the Conference before approval will be granted. 

 
600.30 Additions to or Major Remodel of Existing Facilities 

 
Any proposed construction or major remodel of existing facilities must go through the 
Conference Property Acquisition and Development Advisory Committee and receive prior 
approval by the Conference Executive Committee. 

 
600.40 Pacific Union Conference Loan Policy 

 
The Pacific Union Conference will loan funds to churches and schools for new construction, 
purchase of land for building or expansion or for major renovations of an existing building. 
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There are two loan funds: the Church and School Loan Fund and the Income Fund. The 
purpose of the Funds is to provide funding for loans to approved capital projects, including 
major building improvement and repairs of churches and schools within the Pacific Union 
Conference territory. 

 
The following information is a summary of the loan policy. Please contact the Conference 
Treasurer for more information and a loan application. 

 
Approval: 

 
All loans must be approved by the Pacific Union Conference Investment Committee and/or 
the Pacific Union Conference Executive Committee. Building projects exclusive of land that 
exceed $6,000,000 also require approval from the North American Division Building Plans 
Committee. 

 
Loan limit: 

 
1. Church and School Loan Fund: Lesser of 300% of annual tithe or $2,000,000. 

 
2. Income Fund: Lesser of 400% of annual tithe or $2,500,000. 

 
Conditions: 

 
Land for building sites is to be paid for in full prior to requesting a construction loan. 
Required “Cash on hand” is a minimum of 45% for the Church and School Loan Fund or 
35% for the Income fund of the total project. Cost of land is included as “Cash on hand” only 
for the first project. 

 
Loan Terms: 

 
Church and School Loan Fund 

 
1. New Construction, purchase of existing structure or renovation 

a. 15 year maximum term 
b. Maximum amount financed is lesser of 55% of project cost or 300% of annual tithe 
c. $2,000,000 maximum loan 

 
2. Land for building or expansion 

a. 10 year maximum term 
b. Maximum amount financed is lesser of 55% of project cost or 300% of annual tithe 
c. $2,000,000 maximum loan 

Income Fund 

1. New construction, purchase of existing structure or major renovation 
a. 5 year maximum term, amortized over 20 years, renewable at maturity at holder’s 

option, limited to three renewals 
b. Maximum amount financed is lesser of 65% of project cost or 400% of annual tithe 
c. $2,500,000 maximum loan 
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2. Repairs and renovation under $50,000 
a. 7 year maximum term 
b. Maximum amount financed is 90% of project cost 
c. $50,000 maximum loan 

 
3.   Over $50,000 

a. 15 year maximum term, amortized over 15 years, renewable at maturity at holder’s 
option, limited to two renewals 

b. Maximum amount financed is 90% of project cost 
c. $250,000 maximum loan 

 
4. Modular units 

a. 5 year maximum term 
b. Maximum amount financed is 65% of project cost 
c. $250,000 maximum loan 

 
5. Organs 

a. 5 year maximum term 
b. Maximum amount financed is 65% of project cost 
C.   $250,000 maximum loaned 

 
Security: 

 
Loans over $100,000 require a Promissory Note secured by a Deed of Trust against the 
property being purchased or improved. A legal description in recordable format and the 
Assessor’s Parcel Number for the securing property is required for all loans requiring a Deed of 
Trust. Loans approved for constituency school projects are borrowed by the local 
constituent churches with their church properties pledged as security unless the loan is to 
be repaid from the constituency school operating funds, in which case the constituency 
school property is pledged as security. When the borrower’s property to be improved by the 
loan proceeds is situated on leased land, no recorded lien is required. Other security 
arrangements may be implemented by agreement with the Arizona Conference. 

 
Loans are guaranteed in writing and supported by action of the Conference. The loans are 
recorded as contingent liabilities in the financial records and reports of the Conference. 

 
Payments: 

 
Monthly payments are due as provided in the promissory note. The account is considered 
delinquent after the tenth day following the payment due date. Accelerated principal 
payments, made at the borrower’s option do not eliminate the borrower’s obligation to 
make the regularly scheduled payment each month. 
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700—INVESTMENTS AND LOANS 
 
 

700.1 Investment Principles 
 

Conference institutions with funds to invest are required to develop an investment 
policy which is approved by the Conference Executive Committee and the Pacific Union 
Executive Committee. 

 
Prudent Investors: The Investment Committee of the Arizona Conference Corporation 
of SDA must act as a prudent investor would be expected to act, with discretion and 
intelligence, to seek reasonable income, to preserve principal, and to avoid speculative 
investments (investments claimed to provide above normal gains based on 
hypothetical opinion rather than fundamental research). 

 
Regulatory Environment: All investments must be in harmony with the laws, rules, 
and regulations of the appropriate jurisdictions. 

 
Risk vs Return: Acceptable levels of risk and return must be determined for all funds 
and are guided by the purpose or objective of each fund. While speculative investment 
vehicles should be avoided, specific investments or techniques are not by themselves 
prudent or imprudent. The choices of investments or techniques to include in a 
portfolio are determined by the level of risk for a specific security and its anticipated 
impact on the portfolio. 

 
Diversification: To avoid undue exposure to any single economic sector, industry group 
or individual security the following apply: 

 
1. Investments in any company shall not exceed 4.9 percent of the outstanding 

ownership of the entity. 
 

2. No more than five (5) percent of the investments, based on market value, shall 
be invested in the marketable securities of any issuer other than government debt. 

 
3. No more than fifteen (15) percent of the equity investments, based on market 

value, shall be invested in any one industry group. Industry groups are defined 
according to the Global Industry Classification Standard (GICS). 

 
Church Values: Investments must be screened according to the values of the Seventh-
day Adventist church. No investments are allowed in the tobacco, alcohol, pornography, 
adult entertainment, gambling or meat-packing industries. 

 
Investment Advisors: Retention of external managers/advisors should be considered 
only when the assets available for investment are large enough to allow for appropriate 
diversification and to justify the fees associated with management and custody of the 
securities. Retained professional advisors shall be appropriately qualified. The 
investment advisory/management contract should stipulate the fiduciary responsibility 
of the advisor and the nature of compensation. Compensation must be based on a fee 
basis, commissions are not allowed. 
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1. Selection  Criteria  –  Caution  must  be  used  in  selecting  appropriate  investment 
managers. At a minimum, an investment manager must; 

 
a. Be an investment company, bank, insurance company, or “investment consultant” as 

defined by the Registered Investment Advisors Act of 1940, 
 

b. Provide historical quarterly performance data calculated on a time-weighted basis, 
based on a composite of all fully discretionary accounts of similar investment style 
and reported net and gross of fees, 

 
c. Provide detailed information on the history of the firm, key personnel, fee 

schedules, and support personnel, and 
 

d. Clearly articulate the investment strategy to be followed. It must be documented 
that the chosen strategy has been successfully adhered to over time. In doing so, the 
manager must demonstrate; 
i. Clearly defined investment philosophies, 

ii. Logical buy and sell disciplines, and 
iii. Adequate experience and academic credentials among management team 

members. 
 

2. Duties and Responsibilities of Managers – The duties and responsibilities of each 
investment manager include; 

 
a. Managing the assets under its care and control in accordance with the investment 

objectives and guidelines set forth herein, 
 

b. Exercising investment discretion, including holding cash equivalents as an 
alternative within the investment policy objectives and guidelines set forth herein, 

 
c. Disclosing information to the investment committee regarding all significant 

material matters and changes, which could have an effect on the organization’s 
assets, including, but not limited to; 
i. Investment strategy 

ii. Portfolio structure 
iii. Tactical approaches 
iv. Ownership 
v. Organizational structure 

vi. Financial condition 
vii. Professional staff 

viii. All material SEC and other regulatory agency proceedings affecting the firm. 
 

d. Promptly voting all proxies and related actions in a manner consistent with the 
long-term interests and objectives of the ACCSDA. Each investment manager shall 
keep detailed records of said proxies and related actions and comply with all related 
regulatory obligations, 

 
e. Utilizing the same care, skill, and prudence that an experienced investment 

professional acting in a like capacity and fully familiar with such matters would use 
for funds with similar aims in accordance and in compliance with all applicable laws, 
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rules,  and  regulations  from  local,  state,  federal,  and  international  governmental 
agencies, including those pertaining to fiduciary duties and responsibilities, 

 
f. Acknowledging in writing, if requested, the fiduciary responsibility to fully comply 

with this policy. 
 

3. Performance Monitoring 
 

a. The Conference Executive Committee has the ultimate responsibility to ensure that 
the organization’s investments are properly managed. The Committee may delegate 
the responsibility to an Investment Committee. In such case, the Investment 
Committee will select, monitor, and evaluate the investment managers. Managers 
may be hired for specific assignments reflecting the Conference’s portfolio needs 
and based on the demonstrated expertise of the managers. 

 
b. Quarterly performance evaluation reports should be reviewed at least annually to 

evaluate and measure the progress toward achieving long-term performance goals. 
The Investment Committee understands that a performance deviation from market 
indices during short-term periods is likely.  The Investment Committee will meet on 
a regular basis to focus on; 
i. The investment manager’s adherence to stated investment policy guidelines, 

ii. Material changes in the investment firm’s philosophy and personnel, 
iii. The investment performance results compared to the investment manager’s 

composite performance figures to determine unaccounted for dispersion 
between the manager’s reported results and actual results, 

 

c. The Investment Committee understands that ongoing review of the selected 
investment managers is required. A thorough analysis of an investment 
management organization will be conducted under the appropriate circumstances, 
including, but not limited to, the following; 
i. Failure to adhere to any aspect of this policy 

ii. Consistent underperformance compared to a peer group over an extended 
period of time. 

iii. Deviation from the investment style or discipline the Investment Committee 
understands to be in place, 

iv. Unsatisfactory communication and service resulting in the Conference’s 
needs not being met, 

v. Changes in objectives where the manager no longer meets the necessary 
profile, 

vi. Major organizational changes, including, but not limited to; 
• Change in senior investment personnel, 
• Material changes in investment process, discipline, or style, 
• Substantial inconsistent management, 
• Significant personnel turnover, 
• Excessive growth or downsizing of the firm, 
• Substantial account turnover, and 
• Change in ownership 
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d. The Investment Committee may, in its discretion, take corrective action to replace 
an investment manager at any time if it is deemed appropriate. 

 
700.10 Investment of Funds 

 
Funds defined in section 3, when available for an extended period of time shall be 
diversified and invested in long-term instruments. 

 
Restricted or illiquid securities or real estate acquired through donation or maturity of a 
trust may be held until a prudent investor would liquidate such securities or real estate and 
shall not constitute a violation of this policy. 

 
Investments listed below must at time of purchase meet all qualifying criteria. Should an 
investment subsequently fail to meet qualifying purchase criteria it may be held until a 
prudent investor would liquidate it and shall not constitute a violation of this policy. 

 
Short-term: Short-term is defined as twelve (12) months or less. Adequate resources 
should be maintained in these investments to meet day-to-day operating requirements. 
Short-term funds are to be invested to maximize current income with an emphasis on 
security of principal and liquidity. 

 
All short-term securities purchased must have adequate market liquidity, should not 
represent a significant exposure relative to the size of the short-term portfolio and must be 
rated A-1, P-1 or equivalent except those issued by a sovereign government, or an agency 
thereof guaranteed by that government. The following investments are considered short- 
term if they mature within the next twelve (12) months: 
 
1. Commercial banks (see paragraph 15 below). 
 
2. Savings Banks (see paragraph 15 below). 
 
3. Savings and Loan associations or building societies (see paragraph 15 below). 
 
4. Bankers’ acceptances issued by local banks or major foreign banks.  (See paragraphs 15 

and 16 below). 
 
5. Certificate of deposits or master notes issued by local banks or major foreign banks. 

(See paragraphs 15 and 16 below). 
 
6. Credit unions. (see paragraph15 below). 
 
7. National government obligations. 
 
8. National government agency issues. 
 
9. Commercial Paper rated investment grade. 
 
10. Money market funds managed by large mutual funds or brokerage firms of high quality 

and whose portfolios are conservatively constructed. 



Updated 3/25/2020  38 

11. Bond mutual funds conservatively constructed and managed by reputable companies. 
 
12. Repurchase Agreements backed by marketable U S government securities and handles 

by reputable financial institutions. 
 
13. Union revolving funds. 
 
14. General Conference Unitized Money Fund. 
 
15. Only the strongest and most secure commercial banks (item a above) in the community 

shall be used for checking accounts. Investment items b, c, e and f shall be limited 
to amounts covered by insurance provided by the appropriate national government 
agencies. 

 
16. Major foreign banks are defined as those operating in the United States and insured by 

the FDIC. 
 
Long-term: Long-term is defined as longer than twelve (12) months. These funds are 
committed for long-term needs where fluctuations in market value are acceptable to achieve 
greater anticipated long-term returns. It is recognized that fluctuations in the market may 
result in negative rates of return in some years. Long-term funds are invested with the 
objective that the market value of the investments should grow in the long run and earn rates 
of return in excess of the general market indices. 

 
Long-Term investments include: 

 
1. All General Conference Unitized Funds 

 
2. Fixed Income: Convertible bonds, convertible into common stock, Real Estate 

Investment Trusts (REIT’s), and preferred stock are considered equity securities and 
thus are prohibited from being purchased as fixed income securities. 
a. G-8 Government and Agency Securities (such as “Ginnie Mae’s,” “Fannie Mae’s,” and 

“Freddie Mac’s”) 
b. All instruments listed as short-term if their maturity dates are more than twelve 

(12) months in the future 
c. Investment grade corporate notes and bonds maturing within thirty years. 

Investment grade bonds are those rated by Standard and Poor’s (BBB- or higher) 
and Moody’s (Baa3 or higher) or one of their subsidiaries. If Moody’s or S&P or 
their subsidiaries do not rate a security, then the Fitch (BBB- or higher) or one of its 
subsidiaries rating will be used. For split rated securities, the lowest rating will 
apply. 

 
The following are guidelines for selling bonds when the bond rating drops: 

i. If the rating drops below BBB+, within ninety (90) days analyze the 
reasons for the rating change and make a decision to sell or continue to 
hold. 

ii. If the rating drops below BBB-, sell the bond as soon as reasonably 
possible, except when the bond is going to mature within a reasonable 
time. If the bond is not sold a report shall be made to the ACCSDA 
Investment Committee at its next meeting. 
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3. Mortgage and other asset backed securities maturing within 30 years with the following 
exceptions: 
a. Subordinated debt is prohibited 
b. All collateralized obligations must be rated AA or better 
c. Interest only, principal only, inverse floaters and all other leveraged tranches are 

prohibited 
d. Syndicated real estate mortgages limited to 80 percent of the fair market value of 

the collateral 
e. Private  debt  placements  secured  by  an  irrevocable  letter  of  credit  issued  by 

institutions rated A-1 or P-1 or its equivalent 
 
4. Preferred stocks, rated investment grade or better, providing the following criteria is 

met: 
a. If corporation is not in default or arrears as to any preferred dividend and has 

continuously and regularly paid such dividends during the preceding three (3) years. 
b. Have paid cash dividends for five (5) years on common stock. 

 
5. Common stocks, American Depository Receipts (ADR’s) of foreign companies, and 

ordinary shares of non-U.S. securities or warrants thereon and mutual funds, of type 
normally found in the portfolios of conservatively managed organizations. No more 
than sixty (60) percent of the assets of the fund may be invested in stocks, mutual funds 
or a combination of stocks and mutual funds. 
a. Investment in common stock is allowed providing the following criteria is met: 

i. The stock is registered on a national securities exchange regulated under the 
Securities Exchange Act or if of a type not commonly so registered is regularly 
traded on a national or regional basis. 

ii. Has paid a cash dividend for preceding five (5) years except up to twenty-five 
(25) percent of the assets of the fund may be invested in common stocks that 
have not paid a cash dividend during the preceding five (5) years. 

iii. Shall not own or control more than 4.9 percent of the voting power outstanding 
of a corporation. 

iv. Yield at acquisition should not be less than one (1) percent or the beta value is 
not more than 1.5. 

v. Outstanding debt comparable with the industry. 
vi. Earnings have risen 7 out of the last 10 years. 

vii. Dividends have risen, on the average, every 2 years. 
viii. Investment in Initial Public Offerings (IPO) is allowed up to ten (10) percent of 

the investments in the fund. 
b. Investment in mutual funds is allowed providing the following criteria are met: 

i. Portfolios meet the social ethics and religious values of the Seventh-day 
Adventist church. 

ii. Has been in existence for five (5) years except for indexed funds. 
iii. Yield at acquisition should not be less than one (1) percent and the average 

portfolio beta value should not exceed 1.25. 
iv. At the time of purchase, the current lead manager or the management team 

should have had tenure with the fund under consideration for at least the three 
(3) previous years. 

v. At the time of purchase, the performance of the fund under consideration should 
be equal to or better than that of the comparable category for at least the past 
three (3) years. 
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vi. Mutual  fund  should  be  liquidated  if  it  under  performs  the  comparable 
category for two (2) consecutive years. 

c. Guidelines for liquidating stocks 
i. They no longer meet the criteria for purchase. 

ii. Any time there is a reasonable belief that long-term return on investment in the 
stock will no longer be at an adequate level. 

iii. When return on initial investment reaches twenty-five (25) percent, review the 
issue and make a decision to sell or continue to hold. Reevaluate the stock 
monthly. 

iv. Any time the loss on the initial investment reaches ten (10) percent, review the 
issue and make a decision to sell or continue to hold. Any time that the loss 
increases to fifteen (15) percent, sell the stock as soon as reasonably possible. 

 
6. Real Estate Investment Trusts (REIT’s) listed on a recognized exchange. 

 
7. Convertible securities including debentures rated investment grade. 

 
8. Sales and repurchase of covered calls listed on a recognized exchange. 

 
9. Exchange traded funds (ETF’s). 

 
10. High yield bonds, partnerships investing in equity securities which are managed 

defensively, and derivative contracts may be used to reduce or manage the risk 
exposure of a portfolio when used in combination with the other portfolio holdings and 
within the context of the manager’s overall strategy. 
a. Contracts can be used in lieu of cash market transactions only when fully 

documented and when their valuation, execution and/or cost provide relative 
advantages. 

b. Adequate liquidity for contract margin requirements must always be coordinated 
within the overall manager’s strategy. 

c. Asset sales for cash must be accomplished in an orderly manner. 
d. The manager may utilize derivatives contracts to replicate the risk/return profile of 

an asset  or combination  of assets provided  that the guidelines allow  such exposures 
with the underlying assets themselves.  Derivatives may not be used to produce 
exposure to an asset, asset class, index, interest rate, or other financial variable 
that would not otherwise be allowed in the portfolio guidelines were derivatives 
contracts not allowed. 

e. At no time shall the portfolio, in aggregate, be more than 100 percent invested. 
 

11. Special temporary employee loans. These interest-bearing loans are given under special 
conditions in connection with a move. The controlling committee or board must give 
approval for each loan with the details included in the action recorded in the minutes. 

 
12. Purchase of building sites for conference, church, and school projects other than for the 

organizations own use. 
 

13. Intra-denominational loans to churches and denominational organizations (including 
denominationally-owned housing) under loaning entity’s jurisdiction where borrowing 
has been authorized. Loans may also be made to denominational organizations within 
the loaning  entity’s  territory  but  not  under  its  jurisdiction  provided  approval  is 
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obtained from the next higher organization of the borrowing entity. These loans shall 
be on an interest-bearing, scheduled repayment basis. If the loaning entity requires 
repayment earlier than the repayment schedule, the loan shall become due and payable 
within ninety (90) days through securing of a loan from another source if necessary. 

 
14. Secured loans to denominational employees for owner-occupied homes under the 

following provisions: 
a. Recorded first trust deed/mortgages up to ninety (90) percent of the purchase price 

of the properties, and/or 
b. Recorded second trust deeds/mortgages under provisions contained in Section 5. 
c. The combined total of first and second  trust deeds/mortgages shall not exceed ninety 

(90) percent of either the appraised value or purchase price of the property 
whichever is less. 

d. Interest rates (See 700.40 7) 
 

15. Secured trust deeds/mortgages (other than to employees but including other 
denominational organizations) of the following types and on a scheduled amortized 
program: 
a. Recorded  first  trust  deeds/mortgages  up  to  ninety  (90)  percent  of  either  the 

purchase price or recognized appraised values of the property, whichever is less. 
b. Pass-through mortgage guaranteed by a federal agency. 
c. Other investments in facilities as provided under stipulated conditions by NADCOM. 

 
16. Conference agency fund. For use of local churches, schools, academies, and Adventist 

Book Centers to pool resources in order to obtain higher earnings. 
 

17. Real estate syndicates (non-leveraged). 
 

18. Real estate loans to denominational employees holding ownership evidenced by stock 
certificates and occupancy agreements in corporate structures, the loans to be covered 
by promissory notes and assigned ownership shares and with the individual loans limited 
to ninety (90) percent of either the purchase price or the appraised value, whichever is 
less. 

 

700.20 Investment Policy by Fund 

No minimums or maximums are indicated for either short-term or long-term investment 
instruments. The Investment Committee is responsible for selecting the  types  of investments 
that meet the needs of the organization. Careful consideration must be given to the regular 
operating cash flow requirements when making any investment decision. In all trustee 
situations investments must be in harmony with controlling laws and the prudent investor 
rule. The asset allocation must be reviewed at a minimum of every three (3) years. 

 
1. Conference and Corporation Operating Fund 

Operating funds provide the necessary means for funding the mission of the church. 
Investments should maximize income and preserve principal. 
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2. Plant Fund 
The plant fund provides the necessary resources for the capital needs (fixed assets) of the 
Arizona Conference Corporation. Investments should maximize income and preserve 
principal. 

 
3. Endowments 

Funds should be invested according to the governing instrument. 
 

4. Arizona Adventist Scholarships, Inc. 
This fund is required by state mandate to payout at least 90% of net donations in the form 
of student scholarships to Adventist schools in the State of Arizona. Investments should 
maximize income and preserve principal. 

 
5. Charitable Gift Annuities 

All annuity fund assets are segregated to provide resources to make the payments required 
in each annuity contract. The assets of an annuity are distributed to the benefiting charitable 
organizations only after all of the annuitants are deceased. Investments should maximize 
a total return that includes income and growth. Funds may be pooled within the charitable 
gift annuity fund. The issuing organization shall not borrow from an individual gift annuity. 
In all cases each annuity amount shall be invested in compliance with the annuity agreement 
and with state and regulatory bodies. Appropriate written disclosures are provided to 
prospective donors. 

 
6. Trustee Funds – Pre-1969 and similar irrevocable 

a. If trust contains trustor’s residence this may be sold and investments made in new 
residence on approval of governing board or committee. 

b. The trust assets shall be invested to comply with controlling laws and/or the controlling 
document in each applicable jurisdiction. 

c. An irrevocable trust may be pooled with other irrevocable trusts with each trust 
receiving its share of the investment earnings. 

 
7. Trustee  Funds  –  Charitable  Remainder  Trusts  -  Annuity  Trusts  (CRAT)  or 

Unitrusts (CRUT) 
a. While original funding may be with various types of assets, as they are liquidated the 

funds shall be invested to comply with controlling laws in each applicable jurisdiction 
and to meet the investment objectives of the trustor as governed by the trust instrument. 

b. A CRT may be pooled with other irrevocable trusts with each trust receiving its share 
of the investment earnings. 

c. Appropriate written disclosures are provided to prospective donors. 
 

8. Trustee Funds – Revocable 
a. All revocable trusts must be specifically invested as directed by the trustor (with 

trustor assuming the benefits and risks of principal variations) and not loaned to any 
church organization, except to an approved Union Revolving Loan Fund. 

b. Whenever the trustee must assume full management responsibilities due to the 
incompetence of the trustor(s) or other special circumstances, the investment policies 
for Pre-1969 and Similar Irrevocable Trusts will apply. 

 
 
 

700.30 Secured Real Estate Investments 
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Long-term item 14 permits secured real estate loans to employees and long-term item 15 
permits secured real estate loans to denominational organizations as well as 
nondenominational loans. Each denominational organization wishing to make these types 
of secured investments shall develop a checklist of approved procedures for the processing 
of the loans. The completed checklist will become a part of the file for each loan. The 
following items shall be included in the policies for making these secured real estate loans: 

 
1. Investments shall be limited to those secured by mortgages or trust deeds and shall be 

secured from the time the funds are released by the investing organization. 
 

2. Title insurance shall be required. 
 

3. The loans shall be limited to a maximum of thirty (30) years and shall be repaid on a 
scheduled amortization basis. 

 
4. Property securing loans must be adequately covered with fire and extended coverage 

insurance with the lending organization being named in the policy. 
 

5. Evidence  of  annual  payment  of  real  estate  taxes  must  be  provided  to  the  lending 
organization. 

 
6. Nondenominational (external) loans shall require the following: 

a. Use of outside escrow agents on all loans 
b. Use of independent certified appraiser is required on all loans 
c. Construction loans shall include the use of the percentage of completion for 

disbursements and holdbacks on final draws until lien periods expire 
d. Loans shall be made with interest rates in accordance with approximate local 

interest rates and terms for similar loans 
 

700.40 Loans to Employees for Homes 
 

Each union, local conference and institution, by action of its controlling committee or board, 
may establish a fund in a specific amount from non-tithe sources for the purpose of assisting 
denominational employees in securing housing. 

 
1. Loan approval procedure – In the case of real estate loans, these shall be specifically 

approved by the controlling committee or board. 
 

2. Security - All loans shall be covered as follows: 
a. First mortgage real estate loans in excess of $5,000 shall be secured by a recorded 

first mortgage or deed of trust. 

b. Second mortgage real estate loans in excess of $5,000 shall be secured by a 
recorded second mortgage or deed of trust. The recording of second mortgages or 
deeds of trust shall not be required in situations where the previously recorded 
first has a callable provision in case additional loans are recorded, but in such cases 
the borrower shall provide a written statement indicating that no additional loans 
will be recorded against the property. 

 
 

3. Monthly payments shall be made on both types of loans and shall be set up on a payroll 
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deduction basis. Payments for first mortgage loans shall be based on a maximum 
amortization of thirty (30) years to include principal and interest. Amortization of 
second mortgage real estate loans shall be 1.25 percent of the initial principal per month 
including interest. 

 
4. If an employee terminates employment, transfers to another denominational 

organization, retires, or ceases to occupy the property as a personal dwelling, the loans 
are fully due at the time of termination, transfer, retirement or vacating of the property. 

 
5. Limitations 

 
a. Second mortgage real estate loans shall be limited to a maximum of $25,000. The 

employee shall have equity in an amount equal to at least ten (10) percent of the 
purchase price of the property, exclusive of closing costs. 

 
b. Interest rates shall be approximately the going rate for similar loans made by local 

commercial lending organizations or credit unions at the time the loans are made up 
to a maximum of fifteen (15) percent and shall be on the declining balance. 

 
c. The employee should recognize that these funds are made available on a need basis 

and must substantiate a financial need for the loan. 
 
700.50 Other Employee Loans 

 
Loans to employees of up to $5,000 may be approved by the Conference Treasurer and 
ratified by the controlling committee or board. Loans in excess of $5,000 or for Conference 
Officers in any amount must be specifically approved by the controlling committee or board. 

 
1. Monthly payments shall be made via payroll deduction. Payments shall be based on a 

maximum amortization of thirty-six (36) months to include principal and interest. 
 

2. If an employee terminates employment, transfers to another denominational 
organization, or retires the loans are fully due at the time of termination, transfer, or 
retirement. 

 
3. Interest rates shall be approximately the going rate for similar loans made by local 

commercial lending organizations or credit unions at the time the loans are made up to 
a maximum of fifteen (15) percent and shall be on the declining balance. 

 
4. The employee shall not have more than one loan to the Conference at any time. 

 
5. The employee should recognize that these funds are made available on a need basis and 

must substantiate a financial need for the loan. 
Adapted from NAD Working Policy S-58 
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800—CHURCH AND SCHOOL FACILITIES 
 
 
800.00 Sharing the Use of Conference-Owned Properties 

 
Tax-exempt property may not be commercially rented and still be maintained on county 
records in an exempt status. To share a Conference owned facility (church, school, etc.) with 
a non-SDA, non-profit organization in a share-the-operating-expense arrangement a church 
or school must work closely with the Conference in developing a Use Agreement. 

 
Under no circumstance is occupancy of Conference-owned property to be granted before an 
agreement has been signed and evidence has been provided of the occupying organization's 
general liability insurance. This action should avoid or minimize possible tax and insurance 
problems that could develop, in addition to other undesirable consequences. 

 
800.10 Rental Policy 

 
Legal title to all church and school properties and facilities is held in the name of the 
Arizona Conference Corporation of Seventh-day Adventists. The Conference is responsible 
for protecting church assets from general liability damage claims and has therefore adopted 
the following policy: 

 
1. A local church or school may not give permission to any other individual or group to use 

church or school facilities. The Conference is the only legal entity that can approve use 
of any facilities by other churches, individuals or entities. 

 
2. A Use Agreement is required for any on-going or long-term use of the facilities by 

another organization. Any use and all use agreement applications of local church or 
school facilities must be voted by the local church or school board and then submitted 
to the Conference for review and approval. 

 
3. The “Use Agreement Application” must be prepared by the local church or school on the 

form provided by the Conference and submitted with the requested supporting 
documents to the Conference for review and approval at least 30 days prior to actual 
use. 

 
4. If the organization seeking a joint-use agreement is not a religious organization, a brief 

description of the nature of the organization must be provided. If a church or school 
chooses to share its facilities with an organization that does not qualify as a non-profit 
501 (c) (3) tax exempt organization then the church or school recognizes and assumes 
full responsibility for any property tax consequences that may result from use by a non- 
tax exempt party. 

 
5. The “Use Agreement Application” must include the following: 

a. Proof that the requesting organization is a non-profit 501 (c) (3) tax exempt 
organization and has a religious or welfare exemption certificate that includes the 
tax exempt number. 
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b. The requesting organization must provide a Certificate of Insurance naming the 
Arizona Conference Corporation of Seventh-day Adventists as additional insured to 
cover the limits of at least $1,000,000 bodily injury and property damage combined 
limits, $1,000,000 for each occurrence and $1,000,000 aggregate, prior to approval 
of the application. 

 
6. If the organization seeking joint use qualifies under both 5a and 5b above and receives 

Conference approval the Conference will draw up the actual “Use Agreement” and send 
it to the local church or school for signatures of the Lessor and Lessee. After those 
signatures have been obtained the document is to be returned to the Conference for the 
signature of a Conference officer. 

 
7. A Hold Harmless Agreement is all that is needed for any one-time use of facilities by 

another organization. 
 

8. All joint-use agreements will contain a provision that no tobacco or alcoholic beverages 
will be used on the premises. 

 
9. Use of the facilities may not commence until the local church or school (Lessor), the 

requesting organization (Lessee) and a Conference officer have signed the joint use 
agreement. Contact the Conference Treasurer if there are any questions. 

 
10. The “Use Agreement” Application may be obtained from the Conference Treasurer along 

with step by step instructions for setting up the “Use Agreement”. 
 

11. This policy does not apply to weddings, funerals and other ministry activities of the 
local congregation. 

 

800.20 Facilities Use Policy 
 

The Conference recommends that all churches and schools have a facilities use policy. These 
facilities were provided, under God’s leading, by the sacrificial generosity of church 
members and have been dedicated to the honor and glory of God and the mission of the 
Seventh-day Adventist church. It is therefore important that no persons or groups who hold, 
advance or advocate beliefs or engage in practices that contradict the Adventist church’s 
doctrine use any church facility. Any permitted use of facilities should be in harmony with 
the teachings of the Bible. The policy should proscribe the use of unclean meats, alcohol, 
tobacco and recreational drugs. It should also address the use of facilities for same-sex 
weddings/receptions and any requirements for funeral services for a person who was in a 
same-sex relationship. A sample policy can be obtained from the Conference Treasurer. 
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900—EDUCATION 
 
 

900.00 Conference Education Policies 
 

The Arizona Conference follows the policies outlined in the Pacific Union Education Code. 
The code may be found online at http://paucedu.adventistfaith.org. For information about 
specific policies contact the Conference Department of Education. 

 

900.10 Scholarships – Regional, Hispanic and Asian 
 

Applications for African-American, Hispanic and Asian scholarships are available from the 
Ethnic Coordinator and must be completed for candidates to be considered. The completed 
application is to be sent to the Ethnic Coordinator for consideration and for approval by the 
appropriate committee. Scholarships may be used only to attend Adventist schools. There 
are no restrictions on the major field or degree program. 

 
 

900.20 Three-way Matching Scholarship Plan for Non-Employees 

The Arizona Conference provides a plan for a three-way matching scholarship for students 
who are members of Arizona Conference churches attending Adventist Colleges or 
Universities within the Pacific Union and Oakwood University. Scholarship applications are 
available through the Education Department. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://paucedu.adventistfaith.org/
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ADDENDUM A 

 

Arizona Conference Document Retention Schedule 
 

  
Type of Document Retention Period 

Corporate Documents 

Articles of incorporation 

• Annual corporate filings 

• Annual reports to secretary of 

state/attorney general 

• Corporate seals 

• Baptismal records 

• Bylaws 

• Board policies 

• Board meeting agendas and minutes 

• Board committee charters, 

resolutions/minutes and reports 

• Conflict-of-interest and other board policies 

and disclosure forms 

• Church clerks’ records 

• Insurance policies 

• Licenses and permits 

• Litigation 

• Membership records 

• Taxpayer identification number designation 

• Accreditation documents 

• Legal Correspondence 

• Sales Tax License 

• Arizona Conference Policy Book 

• Employee Handbook 

Permanent 

  
Financial & Accounting Records 

• Annual Audit Reports 

• Year-end financial statement 

• Monthly financial statement 

 
Accounts Payable and Check Requests  

• Check file copies with support documents 

attached 

• Vendor register-list invoices, account 

numbers, and check date 

• Check register 

 
Permanent 

Permanent  

2 years 

 
 

4 years after audit 

Permanent  

Permanent 
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 Annual Plans and Budget 

• Budget is shown in the financial statement 

• Bank Statements 

• Cancelled Check Images and/or check 

images 

• Bank Reconciliations 

Contracts for Goods and Services 

Payroll / Payroll Register 

 
Monthly Reports 

• Deferred Compensation 

• Records to determine retirement benefits, 

including 401K and similar plans 

• Time Sheets for hourly employees 

(attached to pay stub) 

 
General Ledgers 

Investment Records 

• Investment Committee Minutes 

• Statements from Investment Custodians 

• Reconciliations of Statements to general 

ledger 

• Investment Transactions (summary of 

transactions, inventory, earning report) 

 
Accounts Receivable Records 

• Customer statements with attached 

invoices 

• Notes Receivable 

• Cash Receipts 

• Journal Vouchers 

With support documents attached like bank 

deposits, EFT from Risk Management and 

AFLAC 

• Payroll EFT 

 
Plant Asset Subsidiary Records showing the 

individual assets and the applicable 

depreciation 

 
Asset Inventories 

• Vehicle ownership and title 

 
Permanent  
7 years 

7 years 

 
7 years 

 

 
7 years 
 

5 years 
 
5 years 

Permanent 

Permanent 

5 years 

 
 
 

 

Permanent 

10 years 
10 years 

 
10 years 
 
 
 
 
10 years 
 
2 years after resolution  

7 years after paid 

7 years 
 
 
 
 
7 years 
 
 
Permanent 
 
 
 
 
Period of ownership 
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Tax Records 

• Form 1099 

• Form W-2 

• Sales and Use Tax Returns 

• Fuel Tax Returns 

• State Unclaimed Property Returns 

• Form 941 

• California Reports of Wages 

• MI Report of Wages 

 
4 years. after tax record due date 

4 years after tax record due date 

4 years after tax record due date 

4 years 

10 years 

7 years 

7 years 

7 years 

  
Employee Records  
Recruitment, Hiring and Job 

Placement Records 

• Job applications 

• Resumes 

• Other job inquiries sent to employer 

• Employment referral records 

• Applicant identification records 

• Help wanted ads 

• Opportunities for training, promotion or 

overtime 

• Job opening notices 

• Employment testing results 

2 years (Or the duration of any 

claim or litigation involving hiring 

practices) 

Payroll Records 

• Name, employee number, address, age, 

sex, occupation 

• Individual wage records 

• Time and day work week begins 

• Regular hourly rate 

• Hours worked (daily and weekly) 

• Weekly overtime earnings 

• Daily or weekly straight time earnings 

• Deductions from or additions to wages 

• Wages paid each pay period 

• Payment dates and periods 

• Piece rates 

5 years 

Employee Wage Records 

• Time cards 

• Wage rate calculation tables for straight 

time and overtime 

• Shift schedules 

• Individual employees' hours and days 

• Piece rates 

3 years 
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Employment Eligibility Forms 
Verification 

(I-9 Forms) 

The later of 3 years from hire date 

or 1 year after termination  

Child Labor Certificates and Notices 3 years 

Employee Personnel Files 

• Disciplinary notices 

• Promotions and demotions 

• Performance evaluations 

• Discharge, layoff, transfer, and recall files 

• Training and testing files 

• Physical files 

7 years 

Employee Health Records 

• First aid records for job injuries causing 

loss of work time 

• Drug and alcohol test records 

5 years 

(Chemical safety and toxic exposure 

records must be kept for duration of 

employment, plus 30 years) 

Unlawful Employment Practices, 

Claims, Investigations and Legal 

Proceedings Records 

• Personnel and payroll records about 

complaining parties 

• Personnel and payroll records about all 

others holding or applying for similar 

positions 

Until disposition of case 

Employee Contracts 3 years 

Employee Benefits Data 6 years, but not less than 1 year 

following a plan termination. 

Documentation of benefits 

elections, beneficiary designations, 

eligibility determinations, and 

summary plan descriptions and 

earnings. Records required to 

determine retirement benefits, 

including 403(b) plan, must be kept 

indefinitely. 
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Donor & Grant Records 

• Grant Proposals 

• Rejected grants/scholarships 

• Awarded grants/scholarships 

• Awarded letters, agreements and 

reports 

• Donor lists 

• Donor records and acknowledgement  

letters 

• Donation records of endowment funds 

and of significant restricted funds 

• Wills/Trusts/DPOA 

• Annuities 

 

2 years 

2 years 

4 years after completion of project 

4 years after completion of project 

 
10 years 
 
10 years 

 

Permanently  

 

Permanently  

Permanently 

  
General Records 

• Annual Reports 

• Press Releases 

• Promotional and Sponsorship Materials 

• Routine Letters Requiring No Follow-up 

• Form Letters Requiring No Follow-up 

 
Permanent 
Permanent 

Permanent Archival Preservation 

2 years 

2 years 
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ADDENDUM B 
 

North American Division Statement on Human Sexuality 
 

November 2, 2015 
 

North American Division of the General Conference of Seventh-day Adventists stands in full 
support of the General Conference guidelines regarding human sexuality, released in the spring of 
2014,1 as well as the other official statements on marriage, family, homosexuality, and same-sex 
unions. To address issues specific to the NAD, this statement is presented not as a theological 
document but as one drawing from biblical teachings some practical understandings and 
guidelines for the Adventist Church in North America. 
 
Biblical Principles 
 
First and foremost, as a Christian church, we fully subscribe to and follow the model of Jesus. He 
challenged and overturned the assumptions of His culture about rank and status, interacting with 
people from all walks of life (Matt 8:5-13; 9:11; Mark 2:13-17; Luke 5:30, 15:2) and offering 
unconditional love and compassion to everyone (John 3:16, John 4:1-26; 8:1-11). As imitators of 
Jesus we welcome all people, inviting them into our faith communities and sacrificially serving 
them. Followers of Jesus, regardless of their views on alternative human sexualities, treat people 
with dignity and respect and extend hospitality and grace to all. 
 
Second, in harmony with biblical teaching, we affirm that sexual relationships are to be celebrated 
and endorsed only within the context of heterosexual marriage between one man and one woman 
(Gen 1:26-27; Gen 2:24; Matt 19:4-6, 8; Mark 10:6-9; cf. Lev 18:22; Lev 20:13, Rom 1:26-27, Jude 
1:7; 1 Cor 6:9). We recognize that this belief may be in conflict with the philosophy and practice of 
contemporary culture outside of the Adventist Church; however, Christian beliefs have been 
challenged in other times and places, and we hold to the historic Christian position on this issue. 
We believe that we must not compromise biblically grounded compassion or conviction (Rom 
15:1, 7; 1 Cor 6:19-20, 10:31; 1 Thes 4:4-11; Col 3:12-14; Heb 12:14; 1 Pet 1:14-16).  
 
Third, in today’s world where there are divergent perspectives regarding human sexuality, God 
uses His church to work out His divine purpose of bringing salvation to all people. Therefore, the 
church must provide freedom and protection from social marginalization (Gal 6:1) and must 
point people to Christ (Matt 22:36-40) for forgiveness, redemption, and a new life (Rom 8:4-14; 
Eph 4:13). 
 
Sexual Orientation and Practice 
 
We differentiate between sexual orientation, which denotes an enduring pattern of romantic or 
sexual attraction to one or both genders, and sexual behavior or activity. Given the complexities of 
the fallen human condition (Rom 3:23), we recognize that individuals may experience same-sex 
orientation through no choice of their own. The struggles they face call for the active support and 
loving compassion of fellow Christians, and the Adventist church can help them find their identity 
in Christ (1 Cor 6:11). 
____________________________ 
 
1) Guidelines on “Responding to Changing Cultural Attitudes Regarding Homosexual and Other 
Alternative Sexual Practices,” Spring 2014. See also statement on “Same-Sex Unions,” October 17, 
2012, “Homosexuality,” originally issued on October 3, 1999, and revised on October 17, 2012. 
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While the Bible does not address sexual orientation, it does describe appropriate and 
inappropriate sexual behavior. We acknowledge that attraction to someone of the same gender 
may be temptation, but not an act of sin (Matt 5:27-28; Rom 6:1-23; Col 3:1-10; James 1:14-15); 
therefore, those with same-sex orientation, who conform to biblical teachings about sexual 
behavior, may fully participate in the life of the Adventist Church.  
 
Nature and Nurture 
In view of the fact that scientists and other experts have not reached a consensus concerning the 
factors leading to sexual orientation—usually understood to involve the complex roles of “nature” 
and “nurture”—the Adventist Church does not presume to have settled the scientific and social 
questions regarding the cause of non-heterosexual orientation. 
 
The vital and opportune role of the Adventist Church is to educate its members about sexuality 
and purity within the context of grace. We need to be well informed and consistent in our 
application of the Word of God and the best science, and maintain both compassion and 
conviction. 
 
It is with these principles in mind that the North American Division, as an integral part of the 
worldwide Seventh-day Adventist Church, proposes the following practices and protocols in the 
areas of church attendance and Christian fellowship, church membership, leadership roles, 
employment and benefits, educational institutions, healthcare ministries, and the marriage 
ceremony. 
 
Church Attendance and Christian Fellowship 
 
Based in the belief that Christ’s death for all signifies the infinite value God places on every human 
being, the Seventh-day Adventist Church promotes open church attendance and fellowship. 
Modeling the love of Jesus Christ, Adventists welcome people from all walks of life to join them for 
Sabbath School, the worship service, the communion service, Bible study groups, and other 
church-based activities. Churches that involve nonmembers in ministry activities should be 
careful about engaging those who promote values that are not in harmony with Seventh-day 
Adventist Church beliefs and conviction. 
 
Church Membership 
 
The Seventh-day Adventist Church Manual explains the criteria for becoming a member. 
Individuals desiring membership are expected to affirm and commit to the Seventh-day Adventist 
Fundamental Beliefs and the responsibilities and practices of membership. This includes holding 
to a biblical view on human sexuality. Principles and criteria relative to membership are to be 
applied with fairness, consistency, and an attitude of love. 
 
Leadership Roles 
 
In the Seventh-day Adventist Church, only members in regular standing are to fill leadership roles 
such as teaching and preaching. Leaders are held to a high standard of care as representatives and 
role models carrying out a sacred trust on behalf of Christ and His church. 
 
Employment 
 
Seventh-day Adventists employed by the Church are expected to respect and practice the beliefs 
and convictions of the organization. Church members engaging in inappropriate sexual activity or 
the promotion of any sexual behavior that is inconsistent with Adventist beliefs and mission are  
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ineligible for employment. Church entities that employ nonmembers should use discretion when 
hiring individuals whose values may be contrary to the beliefs and convictions of the Adventist 
Church. 
 
Educational Institutions 
 
Adventist education is a vital ministry of the Seventh-day Adventist Church, and our educational 
institutions are Christ-centered communities whose core beliefs and policies are deeply 
embedded in Adventist doctrine. Adventist educational institutions do not condone gay, lesbian, 
or bisexual sexual practice or the promotion of sexual behavior outside of our biblical beliefs. 
Institutional governance documents, such as bylaws and student handbooks, must align fully with 
Church beliefs; and students are expected to adhere to the codes of conduct and all relevant 
institutional policies. 
 
Employees of Adventist educational institutions are called to love students and colleagues 
regardless of sexual orientation. This includes strictly guarding against harassment. 
 
Facilities Use 
 
Adventist churches and entities should exercise discretion in allowing non-Adventist groups to 
use meeting spaces. Groups with beliefs contrary to the Adventist Church should be carefully 
screened. Denominational buildings and property shall not be used for a same-sex wedding 
ceremony or reception. Members, employees, or students who use denominational facilities are 
expected to function in harmony with the mission of the Adventist Church. 
 
Marriage Ceremonies 
 
Seventh-day Adventist Church employees are not to officiate, perform, or have an active, 
participatory role in same-sex wedding ceremonies. Attending a same-sex ceremony is a matter of 
personal conscience and should be considered with discretion. 
 
Healthcare Ministries 
 
As a vital ministry of the Seventh-day Adventist Church, the Adventist healthcare systems in the 
North American Division are committed to the principles on human sexuality as taught by our 
church. While providing healthcare to the general public in the communities they serve, these 
institutions function in a rapidly changing environment, often involving mandatory compliance 
with regulations or fiduciary responsibilities accompanying grants and government contracts. 
The institutions also have the necessity of employing a wide variety of individuals with essential 
expertise, a high percentage of whom are not members of the Adventist church. The healthcare 
institutions are, therefore, in the best position to honor Adventist values and align with Church 
guidelines as they manage human sexuality issues through their executive committees and 
boards, with careful attention to the guidance from church leaders. 
 
Transgenderism 
 
While the Seventh-day Adventist Church has formulated teachings on gender and sexuality that 
may have a bearing on issues related to transgenderism, the Church has not yet articulated an 
official position applying these teachings to the issue. The complex nature of transgenderism calls 
for further discussion before recommendations can be made for the Church.  
 
This statement was voted during the Year-end Meeting of the North American Division Executive Committee 
on November 2, 2015 in Silver Spring, Maryland. 


