Computer and Office Resources Use Policy
Office Machines:

The copier/network printer is available for use by our ministry teams and other members of the congregation. If you need assistance in using the machine, someone from the office will be glad to help you. If you have a large quantity of copies, please check with the Secretary to set up a time when you may come in. Due to limited staff resources, making copies is your individual or team’s responsibility. 

A computer workstation is available for use by our volunteers. Please schedule your use of the volunteer workstation by contacting the Church Secretary. 

A typewriter is available in the main office workroom.

Mailing:

A postage machine, postage scale, stamps and postcards are available in the church office from the Secretary. If you need a large number, please let the Secretary know in advance (1-2 weeks), so that they can be obtained for you from the post office. We ask your committee to provide volunteers for folding, stuffing, stamping and delivering the mailing to the post office. 

Office Supplies and Stationary:

Office supplies are kept in the office. If you need something please ask the Secretary if it is available, if not, she will order it for you. This will take 1-2 days. If you take something from the workroom cabinet and it’s the next to last one, please write it on the re-order sheet located inside the cabinet door (Please date your entry).  If you need a large amount of supplies, please let the Secretary know 1-2 weeks in advance of your project time so she can order them for you or your committee. 

Letterhead stationary and matching envelopes: Stationary and envelopes are available for your use. Please let the Secretary know if you anticipate using a large amount of stationary so we can maintain an adequate supply.

Payment of Invoices/check requests:

If you need a bill paid or if you need to be reimbursed, please complete a reimbursement form. Reimbursement/Check Request forms are available from the Church Secretary, Executive Administrator or Church Treasurer.  Attach all receipts and any notations that are necessary and turn it in to the Church Treasurer’s in-box. Unless you make other arrangements, you will receive a reimbursement check within two (2) weeks.

Adult Ed Library Computers:

The Adult Ed/Conference Room computers are for use by the congregation.  If you would like to print a document, or access the Internet using these computers, you must sign out a CAT-5 cable from the office secretary.  If you are under 18, an adult must supervise you when on the computer.  Documents printed will be on the Konica in the office.

These computers may not be used to access any site on the Internet that you would not want your mother to know you were looking at.  The computers will be monitored by office staff to see where people are going on the Internet and if this privilege is abused, the user will no longer have access to the computers.

You may not store documents or files on the C: drive of either computer.  Please do not try to print or e-mail very large files.  Do not print out very large files or a lot of non-necessary documents.  Non-church related use is ok if others don’t need the computer. Do not add software or change configuration information without prior permission from the Office.
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