CHURCH CONFERENCE
TRAINING 2021




OBJECTIVES

FORMS and WORKSHEETS
Understand how to log into Arena’s Self-Service Side

Distinguish between the CHURCH'’s User Name and
PERSONAL User Names in Arena

_earn how to update the committee list to ensure
Committee Chairs have access to reports and
members list

Walk through Arena and discuss forms
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AS YOU BEGIN....

Let the church know the date, time & link for your
church conference so they can attend.

Print out CC Checklist to stay organized.

Church’s Recording Secretary should take Meeting
Minutes documenting all voting and general
information discussed. The minutes will then be
added through Arena no later than 10 days after your
church conference.
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2020 CHURCH CONFERENCE (CC)

http://www.bwcumc.org/resources/church-conferences-forms

RESOURCES

Links to all District

BWC Ministries Grants & Awards

SC h ed u | eS a n d Age n d as BWC Policies and Procedures
CC C h eC k | |St W Catalyst initiative

Church Conference Forms

Worksheets
Forms

Benefit Information
FAQ

P Download Worksheets o
Schedules and Agendas Download Worksheets Frequently Asked Questions
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FORMS...

Word and Excel Format
Candidate for Ordained Ministry
Certification of Compliance

Verifies all Laity Sexual Misconduct
Questionnaires are up to date and
on file.

Compensation Reports
Clergy Sexual Misconduct

These documents need to be
completed and signed then
uploaded in Arena.

Church Conference Training 2021

DECLARATION OF CANDIDACY FOR ORDAINED MINISTRY
CHURCH CONFERENCE RECOMMENDATION
Baltimere-Washingion Conference ~ Church Conference 2020

L hereby deciare my candidacy for ordained ministry in
The United Methodist Church and request the support and recommendation of the Church Conference or
equivalent body a3 specified by the district committee on crdained ministry for certfication 25 3 candiciate.

understand that | am not 3 “Certified Candicate” until approved by DCOM.
1 request to:

Begin a5 3 Candiciate

Continue 33 3 COndidate

Tewae 7 7w Send Lwamn

TO BE COMPLETED BY THE RECOMMENDING BODY:

Believing that s called of God and & 3 sultable candidate for

ordained ministry in The United Methodist Church, (the recommending body
recommends himy/her for certfication as 3
candicate to the Dstrict Committee on Orcained Minstry. In making this recommendation, we Jttest to

Methodist Church or 3 baptized participant of 3 recognized United Methodist campus or other
United Methodist ministry setting for 3 minimum of one (1) year, has graduated from an accredited high
chool or recetved 3 certificate of equivalency, and has receswwed Dy written Baliot 3 two-thirds vote of this
body.

Signect Date
T 7 aBcrond see 35T wee et & B
ote Count:
Printed Name —
Canciciate
Recommenced
Not Recommended




WORKSHEETS.. ..

) LAY SERVANT MINISTRY
Lay t\\ Certified Lay Servant (CLS)
rvert. Jg) ANNUAL REPORT TO THE CHURCH CONFERENCE

Report for year ending December 2021

&\

Used to collect the information
needed to complete the R
electron iC fo rmS in Arena. e e e

Part 1) Personal Data — (Optional Section — you will complete all in Arena.)

Same questions as in Arena

hone (H) (C)

E-mail

Name of District

Name of Church
] Church Address

Ci ip

Church Tel

]
WO rd d O C l l I I l e I l tS ‘ a I l b e fl | I e d (Part 2) CURRENT STATUS -- Note: You will nesd to scan and upload your certificates along with the
information you provide in this section when you enter the final report in Arena.
1. Year Basic Course C leted? (certificate required)

L] L]
2. Year First Ad d Course C ? (certificate required))
Title of First Advanced Course? (certificate required)
3. Date of Most Recent A Course Ci ? (certificate required))

Title of Most Recent Advanced Course? (certificate required))

2 4. Date Your Application for Certification as a Certified Lay Servant was completed and sent to the
District Director of Lay Servant Ministries.
5. Upload Certificate Here

If you do not have a copy or have questions contact your District Director of Lay Servant
Ministries.

Church Administrator. pecosmatio)

During the past year, | participated in caring ministries as follows [check all that apply]:
__served as a volunteer in a care-giving institution
__ provided one-on-one caring
__ at a hospital, nursing home, or to a shut-in

in bership " o
__served in caring/outreach projects (food pantry, prison ministry, etc.)
__ other caring activities (Please list)

During the past year, | participated in /eading ministries as follows [check all that apply]:
__served as ber of ittee, board, ission, council, task force, etc.

__ as a volunteer at a community agency

__ at my local church

__ beyond my local church

__on my District __ Conference __ Jurisdiction __General Church level

__ other leading activities (Please list)
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LAITY SEXUAL MISCONDUCT QUESTIONNAIRE

Review the BWC Policy Statement & Protocol On Lay

[']
Sexual Misconduct Lk soxuatisconduct uestonna
[ ] Batt c — Charge C 2015
Tob gnedbyall persoms wh ich child ok wichin the ministry of 6K co
i 2is ne use an additional piece of pap.

Must be completed EACH year by e

ave filled out this questionnaire for 2gen
nsure) please ans tior low. Then sign tun
e give the date: stion £2

every ministry leader and anyone who may| == - —mmimm———
work with children, youth and special A

9 Plemsepr [ pe
relsted to you by blood, marrisge y relats
you, who can to the best of their ability, provide E o your good
nee S a u | | 7RSSR TSGR 1SSl RGN Wi hdren, yoush snd st

idress :

Phone :

Print out form and make sure to =

Phone :

answer Yes or No for ALL questions. .=

Forms must be retained by
local church in a locked file
cabinet in the church office.

Does NOT get submitted to your District Office.
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ARENA

Database and Event Registration System for
churches

Self-Service access thru BWC website :
www.bwcumc.org/ then click Arena.

Click on button to Log In. o

ABOUT MINISTRIES NEWS EVENTS ADMINI

Enter User Name Aena ome

Church Conference Forms

and Password oo \.

Fund Balance Report

WELCOME TO ARENA!! COVID-19 Survey
a is the database i i

vent registration system of the

Baltimore-Washington Conference College Student Reporting

a, click the Log In button below Church Evaluation Forms

My Evaluation Forms

= Itineracy Form
Logm My
— My Account

My Events

Church Conference Training 2021 My Commitiees
My Church Statistics



http://www.bwcumc.org/

TWO TYPE ARENA ACCOUNTS

Personal Account
Same User Name (UN) used to register for an

event or class.
Personal UN looks like: JPublic3
Church Account
Each Church already has a User Name (UN)
Church UN look like: BWC-0000-0A

Where All of the CC reports can be accessed and
the Pastoral Evaluation can be accessed.

Click Forgot Username or Forgot Password for your log-in.

Church Conference Training 2021




ARENA LANDING PAGE

m Once you have logged into Arena, you

will use the Navigation menus on the

right and choose the appropriate section
to access the Church Conference forms,
Evaluation forms and the Committee list.

Choose Church Conference Forms and
Church Evaluation Forms when logged in
as the church.

Choose My Church Conference Forms and
My Evaluation Forms when logged in as an
individual.

To update the Committee List (Nominations
Report), click on “My Committees” at the
bottom of the Navigation Panel. Note: the
name of your church is listed at the bottom
of the page.

Arena Home
Church Conference Forms
My Church Conference Forms
Fund Balance Report
COVID-19 Survey
College Student Reporting
Church Evaluation Forms
My Evaluation Forms
My Itineracy Form
My Account

My Events

My Committees

My Church Statistics
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2021 CHURCH CONFERENCE REPORTS




2020 CHURCH CONFERENCE (CC)

The forms we provide are required by The Book of
Discipline

All forms will be completed by logging into Arena.
https://arenaweb.bwcumc.org

Pastors, Church Administrators or the designee
responsible for managing and monitoring CC form
completion should log in to Arena with the CHURCH'’s
Arena account.

Committee Chairs/Certified Lay Servant/Speaker/
Ministers and Pastors have access to pertinent forms
by logging in to their personal Arena accounts.

12




SUBMITTING REPORTS

Read all directions

Some items may be required - You can’t submit
until everything with an asterisk is complete.

Indicate if the report is in Progress or Complete
Hit SUBMIT BUTTON
Each time you edit you must hit SUBMIT

Form Status: * O In Progress

(O Complete

Church Conference Training 2021
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Only 3 Categories:

Certified Lay Servant
Certified Lay Speaker
Certified Lay Minister

To be in good standing
each LS must:

Complete the Annual
Report EACH year and
submit to church’s CC

Take a recertification
class every three years.

Church Conference Training 2021

LAY SERVANT (LS) REPORT

LAY SERVANT MINISTRY
Certified Lay Servant (CLS)
ANNUAL REPORT TO THE CHURCH CONFERENCE

Report for year ending December 2021

This worksheet is provided for draft purposes only.
The Arena form must be completed and submitted by October 1, or
10 days prior to your church conference, whichever comes first.

Part 1) Personal Data — (Optional Section — you will complete all in Arena.)

Name (Mrs. __ Ms. __Mr. __)

Address

City/State/Zip

Teleph (H) (C)
E-mail

Name of District
Name of Church
Church Address
City/State/Zip
Church Teleph

(Part 2) CURRENT STATUS -- Note: You will need to scan and upload your certificates along with the
information you provide in this section when you enter the final report in Arena.

1. Year Basic Course C d? (certificate required)

2. Year First Advanced Course Completed? (certificate required))
Title of First Advanced Course? (certificate required)

3. Date of Most Recent Advanced Course Completed? (certificate required))
Title of Most Recent Advanced Course? (certificate required))

4. Date Your Application for Certification as a Certified Lay Servant was completed and sent to the
District Director of Lay Servant Ministries.

5. Upload Certificate Here
If you do not have a copy or have questions contact your District Director of Lay Servant
Ministries.

(Part 3) MINISTRIES

During the past year, | participated in caring ministries as follows [check all that apply]:
__served as a volunteer in a care-giving institution
__ provided one-on-one caring
__ at a hospital, nursing home, or to a shut-in
in bership/ ism visitafi
served in caring/outreach projects (food pantry, prison ministry, etc.)
tivities (Please list)

__other caring

During the past year, | participated in /eading ministries as follows [check all that apply]:
__served as member of committee, board, commission, council, task force, etc.

__ as a volunteer at a community agency

__ at my local church

___beyond my local church

__on my District __ Conference __ Jurisdiction __General Church level

__other leading activities (Please list)

14




Complete the bottom
portion and save and
upload the SOG when
asked to upload your most
recent certificate.

Be sure to indicate if you
submitted a 2020 SOG.

Church Conference Training 2021

RACE (SO

Grace Period Extended Through 2021 for Lay Training Requirements
An Update from the BWC's Committee on Lay Servant Ministries

Due to the continuing COVID-19 pandemic, the grace period for those due to take required Lay Servant
courses for certification or recertification has been extended through 2021.

All lay members are encouraged to take advantage of the approved advanced lay servant courses for
recertification offered by the districts. Although live classes were cancelled in most of 2020 due to the
COVID-19 virus, classes are now being offered via virtual platforms across the conference. Members in
need of a course should make every effort to take advantage of these offerings.

As we begin 2021, the Conference recognizes that it still may not be possible for all lay members to take
the virtual classes.

Therefore, the period
extended through

race begun in 2020 for certification and recertification coursework is

Please note that thy
warrant changing th:
Members who need th:
stating that they are usin
completion for the classes

11 required coursework must be completed in 2022. (If conditions
nference Committee will consider that at that time.)

[ grace should once again upload, in the Annual Report, a document
n for 2021. All others should upload their certificates of course

If you are accepting the
Please save and upload thi
recent certificate.

ent of Grace, please fill out the bottom portion.
report when asked to upload your most

*Please note that if you took a cl
upload your 2021 certificate.

2021 Statement of Grace

do not need to upload a Statement of Grace, please

"1, accept the extension of grace for my
required course completion for the year 2021." No reason is required.

Please check the one that applies to your situation.
I submitted a 2020 Statement of Grace in place of a class certificate in 2020.

1 do not submit a Statement of Grace in 2020 because my certification was valid in 2020.

Using this statement should have no effect on the lay member's status during the recertification year.

15




2021 STATEMENT OF GRACE

Do Ineed to upload the 2021 Statement of Grace?

Did your certification expire in 2020? ORI your certification
expiring in 2021?

No.

/

No need for a
Statement of Grace.
Please upload your
most recent
certificate.

|t

Yes.

/

Did you take a re-certification

Yes.

/ course this year?

No.

e

Please upload a Statement of Grace in
place of your certificate for your most
recent re-certification class.

Church Conference Training 2021
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LAY SERVANT REPORT

Make sure to put something in
all fields even if N/A or you will
not be able to submit it.

Upload certificates into Arena
document. Contact your District
Lay Ministry Director if you do
not have a copy.

Make sure you obtain all signatures.

Church Conference Training 2021

LAY SERVANT MINISTRY
Certified Lay Servant (CLS)
ANNUAL REPORT TO THE CHURCH CONFERENCE
Report for year ending December 2021

T rksheet is provided for draft purposes only.
The Arena form must be completed and submitted by October 1, or
10 days prior to your church conference, whichever comes first.

Part 1) Personal Data — (Optional Section — you will complete all in Arena.)

Name (Mrs. _ Ms. _Mr. _)

Address

Ci ip

Telephone (H) (C),
E-mail

Name of District
Name of Church
Church Address
Ci ip

Church Telephone

(Part 2) CURRENT STATUS -- Note: You will need to scan and upload your certificates along with the
information you provide in this section when you enter the final report in Arena.

1. Year Basic Course C: ? required)

2. Year First Course C leted? required))
Title of First Course? required)

3. Date of Most Recent Course Ci ? (i i qi )
Title of Most Recent Course?

4. Date Your Application for Certification as a Certified Lay Servant was completed and sent to the
District Director of Lay Servant Ministries.

5. Upload Certificate Here
If you do not have a copy or have contact your District Director of Lay Servant
Ministries.

at: 'DISCIPLESHIP ACADEMY
ot Certificate of Completion

o 10 ety
as [Lay Servant’s Name|

__bey [Name of the class]

17




CANDIDATE FOR ORDAI

Has two forms

An Arena form:

List all candidates.

Upload PDF for each
candidate.

Place for 5 candidates

Declaration signed by
church PDF uploaded

IMPORTANT: After your
CC add vote by clicking

edit.

Church Conference Training 2021

ED

Candidates for Ordained Ministry (2021)

S

Instructions for Candidates:
Electronically submit this report to your church conference, whichever comes first.

1. Visit our Church Conference page to download the fillable PDF form required to be considered for approval at the church
conference. The link will take you to a web preview of the form. You must save the file to your local drive and open it from your local

drive before you begin to input text

2. Complete your section of the form (top half only), sign, and send the signed form to the church at least 12 days prior to the church

conference.

Instructions for Churches:
Electronically submit this report by October 1, 2021, or 10 da

1. Complete the form fields below, indicating the first and last nan
provided you with their form to be included on the voting list

2. Upload the PDF forms of each of your candidates for ordained
3. The vote count should be added to Arena after the vote is takel

*** |f your church does not have any candidates to be considered!
please select "no" below. The remaining fields can be left blank.

CM | Acme || Fu

Does your church have any Yes

Church Name *

< DECLARATION OF CANDIDACY FOR ORDAINED MINISTRY
CHURCH CONFERENCE RECOMMENDATION
Baltimore-Washington Conference — Church Conference 2017

Church Name: Church ID (4-
Digit):
Charge Name: District Name: _ j

Candidate: Submit an electronic copy of this form to your church at least 12 days before church conference.
This document will be acted upon and signed at Church Conference.

TO BE COMPLETED BY THE CANDIDATE:

) hereby declare my candidacy for ordained

Candidates for Ordained Ministry? *

Name of Candidate 1: Candidate

Are they Seeking to Begin or
Continue Candidacy?

Begin Candidac]

Was candidate approved? Yes
Vote Count: (Include count for both Yay - 12; Nay 1
YES and NO)
completed by Candidate
1 here: Change

ministry in The United Methodist Church and request the support and recommendation of the
Church Conference or equivalent body as specified by the District Committee on
Ordained Ministry for certification as a candidate.

I request to:

D Begin as a Certified Candidate ':I Continue as a Certified Candidate
-
Signed Date

Signature of the Declarec Candicate

Printed Name

TO BE COMPLETED BY THE RECOMMENDING BODY:

is called of God and is a suitable
v in The United Methodist Church, (the recommending body),
rec ds him/her for certification
as a candidate to the District Committee on Ordained Ministry. In making this
recommendation, we attest to the fact that the declared candidate has been a professing
member in good standing of The United Methodist Church or a baptized participant of a
recognized United Methodist campus ministry or other United Methodist ministry setting for a
minimum of one (1) year, has graduated from an accredited high school or received a
certificate of equivalency, and has received by written ballot a two-thirds vote of this body.
-—

Believing that

candidate for ordained mi

Signed: Date

Signature of authorized elder, Giztrict Zuperintencent, or bizhop

Printed Name:

2017 Declaration of Candidacy for Ordained Ministry — v 08/13/2017

18




COMMITTEE TOOLBOX...

Need to log into Church’s

Arena account to access list.

Skip committees/ministry
groups not in your church.

This is used to generate
Nominations Report for
CC meeting.

ACCESSIBLE ALL YEAR

ARENA INSTRUCTIONS: Log-in and Committee Leader Toolbox Instructions r301n

Handout: Arena Instruction: Log-in & Committee

Leader Toolbox Instructions.

Church Conference Training 2021
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ARENA COMMITTEE GROUPS

32 Groups / Committees

Key Committees in Church, in addition to Pastor...
Includes One Board Model Leadership Structure

Church Council Missions Ministry

Council on Ministries SPRC / PPRC

Finance Ministry (Chair) Trustees (Cmte Chair/Pres)
Finance Ministry (Treasurer) Youth Director/Pastor

Lay Leaders (Lay Leader) Young Adult Leader

Lay Members to AC Lay Staff

All churches should have a recording secretary.

Church Conference Training 2021 20




TOOLBOX > END ASSIGNMENT

Date inactive =
end date.

Church Conference Training 2021

Update Jake Doe

First Name

Last Name

Birth Date

Email

Home Phone

Cell Phone

Address

Role

Date Joined

Date Inactive

John

Doe

01/01/1960

kfilano@bwcumc.org

(410) 555-1212

(410) 555-9999

Texting Allowed

123 Anywhere Streets

Annapolis MD

Cmte Chair/Pres

01/01/2017

21401

21




ADD MEMBER

Add Member

Enter first and last
name and email
address.

Default Role is
Chair so make
sure to change it.| & e
Add Date Joined

(Term Started)

Add Member

Hom

eeeeee

eeeeeeeee

ader Toolbox

Back to Committee L
Toolbox Communication Take Attendance Attendance Summar Document Li

ddddddd

SPRC/PPRC Cmte

Jenny

kfilano @bwcumc.org|

Cmte Chair/Pres

22




PRINT MEMBERSHIP ROSTER

Commlttee Leader Toolbox

To View/Print/Download your 2022 Nominations Report:
2022 NOMINATIONS REPORT

Other ReportS'
Committee Roster (All CURRENT Members)

SeIeCt 2022 Committee Roster (All FUTURE Members)

To view and download custom Committee Membership Reports for your church

N O m i n ati O n S use our ) Acme UMC - TEST CHURCH, Milisvillle (1000)

Roster Reportin: Committee Roster (Present Members)
Committee Group ember Name Positio Status Start End
Report o o
Jake Doe Cmte Chair/Pres Present 01/01/16
Ginny Doe Treasurer Present 01/01/17
Derek Doe Cmte Member Present 01/01/15
ichool / Small
Acme UMC - TEST CHURCH, Millsvillle (1000) — T ——
Committee Roster (Future Members) -
mmm“ Group M I Name P l“ Status Start Eﬂd Derek Doe Pastor Present 01/01/17
lications Cmte
u m Jake Doe Cmte Member Present 08/22/17
Jake Doe Cmte Chair/Pres Future 01/01/18 linistries
Katie Filano Cmte Chair/Pres  Future 01/01/19 Tonia Bernett (Combe Member Present 08/16/17
Katie Filano Family Min. Coord. Present 08/01/17
Ginny Doe Cmte Member Future 01/01/18 —
Dave Schoeller Cmte Member Future 01/01/18 Jake Doe Cmte Chair/Pres  Present 01/01/17
Campus Ministry ant Ministries
Derek Doe Cmte Chair/Pres  Future 01/01/18  8/28/20 Wyma Boe Certifed Lay Servankt [Present _|OWOUY7
Derek Doe Certified Lay Speaker Present 08/01/17
Clergy / Pastors /RC Cmte
Katie Filano Pastor Future 01/01/18 Jake Doe Cmte Chair/Pres  Present 01/01/17
m u Derek Doe Cmte Vice Chair/VP  Present 08/22/17
Jenny Doe Cmte Member Present 08/25/17
Derek Doe Treasurer Future 01/01/18  8/23/S0
Wynn Doe Cmte Member Present 01/01/17
Worship Cmte —
Tonia Bennett Cmte Member Future 01/01/18 Joe Handyman Cmte Chair/Pres  Present 01/01/17
Cmte
s wright Cmte Chair/Pres Present 08/16/17

Church Conference Training 2021
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EXCEL Worksheet

2 types - Single Church ...
and Multi-Church Charge *

Read instructions

CLERGY COMPENSATION

?en enier e perceniage of e 103l Compensation package

= total compensation for the charge. and ¥

T amounis vl then CaiCuiaie and aisplay.

Pastor Name : Pzcere John Q Public Pastor Phone :301.733.3350

C a ref u | | yl Pastor Email “pastorjohn@aol.com Church Phone :1301.730-6650

SPRC & Church Treasurer CuwiEmme—a omem

L]
should complete it. . .
p Submitted By{ jane Dos Position :|Church Administrator
F J | | t t IVI k Phone;3)1-73-5550 Email {TUMCoffice@aol.com
L] L] Line#1,3,4and 5-these items are always part of the szlary (base compensation).
to S e | e Ct C O r r e Ct D ISt r I Ct n Item #2 - Do NOT report the amount the pastor sends to the IRS. However, if the CHURCH reimburses the pastor for some/all of
considered additional compenzation. Note:

his/her Self-Employment Tax, this amount must be reported on Line 2, as i
Churches should NOT withold Self-Employment Taxes from clergy compensation.

SING COMPENSATION PAID DIRECTLY TO THE PASTOR FOR THE UPCOMING

Handout: Clergy Compensation

Church Conference Training 2021 24




CLERGY COMPENSATION

N, == - - o .- - -—— e - - - - = == e wm=

Last page shows the Church’s financial
obligation to have this pastor.

Type in the names of the SPRC
Chair and Treasurer;

They should sign the form before
uploading to Arena.

Church Conference Training 2021 o5




CLERGY COMPENSATION SUMMARY

Church Name or Lead Church of l

CM| Acme || Futton [ 1000

Arena Report

Pastor's First Name * [

Same report for single and S

Acme UMC - TEST CHURCH

m u |t| pOI nt C h a rge Parsonage Provided?* l Yes

Total Cash Compensation *

Summary of information I
fou nd On the |aSt pa ge Of Eligible for HealthFlex (Medical)?
the Compensation Report.

DC - Defined Contribution *

You will upload the FULL

/UMLO - UMLifeOptions *

Compensation Report.

nnnnnnnnnnnnnnn

CO m p | ete FO rm Stat u S Com pen:ailizidvioﬁ'rspr:zteetiil?rzgii

Pastor: *

Church Conference Training 2021
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$ | Enter0if no parsonage

No

$

FOF
ﬂ:.;
Change... Remove

@ In Progress

(O Complete




veeo [HEIH

District Administrator: https://www.bwcumc.org/about/how-
we-are-organized/districts-regions/

Accounts Receivable:

Priti Khanna, ~ Accounts Receivable
e-mail: pkhanna@bwcumec.org 1.800.492.2525 ext.3437

BWC Human Resources & Benefits Department:

Francess Tagoe ~ Resource & Benefits Manager

e-mail: ftagoe@bwcumc.org 410-309-3479 / 800-492-2525 Ext.3479
Karen Conroy~ Human Resources & Benefits Associate

e-mail: kconroy@bwcumc.org 410-309-3430 / 800-492-2525 ext. 3430

Church Conference Training 2021
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