ORGANIZATION oF
FINANCIAL AFFAIRS AND PLANNING DIVISION

-~ GOALS ‘OF DIVISION

" ONE: To oversee the right and prudent'acgountipg;aﬁd disbursementt

//EN ‘of 411 funds- in accordance with overall corporate policies,
_following all legal requirements.and-generally;accepted.d_:
accounting principles.
TWQ:_”_To prov1de for general and admlnlstratlve supportlng serv1ces
that the organlzatlon needs to carry out 1ts pr1mary goals.
a
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GENERAL SERVICES

LANDSCAPE DEPARTMENT

The general care and maintenance of the College grounds is
the responsibility of the Landscape Department under the direction
of Mr. Ellis LaRavia. The department is maﬂe up of twenty-four
fulltime and twenty-five student.employees who have grown into a
close-knit team that is fulfilling the requirements of the high
~ standards established by Mr. Armstrong. The department's goal as

expressed in its Policy and Procedures Manual is ". . . to dress
and to keep the Ambassador College campus and grounds as beauti-
fully and as naturally as humanly'pdssible."

CUSTODIAN DEPARTMENT

Mr. ﬁarvin Lindsey is Deparfment Héad for fhe Custodian Depart-
ment. Hé haé speﬁt sevenfeén years as manager of é department respon-
sible for a complete range of cleaning services from shampooing carpets
and washing windows to supplying paper and linens.

Each fulltime custodian is in charge of anywhere from one to
six buildings. He must carry out all cleaning and setup for his .
assigned buildings with the help of student labor. All the building

space has been surveyed and catalogued by type of construction as a

g
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_measured maintenance program is recognlzed by seérvice englneers as .

~ the only economlcal and reasonable way to approach the cleanlng of a

facility.

* SECURITY DEPARTMENT

The Security Department is cqmprised.of"eight_emﬁiayeés thsell
job is'to75ecﬁre‘0ur'many campus buildings. and properties. In-addition
to being monitored by electronlc alarm systems our campus bulldlngs
are checked at perlodlc 1ntervals by one of our -campus patrolmen.- A1l -
Collegezpropertles-are-patrolled contlnuously‘by=unlformed security

guafdsrtrained to watch for unusual circumstances, safety hazards, .

and any potential security problems.  Sabbath and Holy Day security-'

duty is performed by an auxiliary force made up of College employees

who voluniteer their time'every sixth Sabbath. In additiom, the -

Security Department maintains the College parking system and controls

campus 1oqk_combinations.and keys.

'MACHINE MAINTENANCE DEPARTMENT

The purpose of the Machine Maintenance Department is td:proﬁide:
maintenantéhand-serice for our office machines and equipment - Their

consc1ent10u51y -trained staff maintains a’ preventlve malntenance

" schedule to minimize emergency breakdowns, 3551sts ‘other departments

in evaluating new equipment, confers with Financial Affairs-regarding



- the advisability of maintenance contracts, and provides technical assis-
tance in the installation or modification of electronic equipment.

Nelson Doucet is the Machine Maintenance Department Head.

COVMUNICATION SERVICES DEPARTMENT

Commmication Services Department is_the_newéSt one in the
FinanCe-Division. It is responsible'for handling all campﬁs PBX and
Telex service; monitoring all campus fire, maintenance,.and_Securityr
alaﬁms; acting as a telephone clearahce house much the same as an
answering service; . installation, moving, and maintenance of our. campus
telephone-system;ﬁdistribuﬁing inter-campus and business méil; and
providing'dupliéating service for all on~cémpus_offices.' Commupication

Services is headed by Fred Gilreath.

TRANSPORTATION DEPARTMENT. .

During 1974 God's ministers will drive ovef Q.ﬁiliion miles to
do their job of visiting, counseling, préaching, teaching, helping the
brethren! That's the'equivalent'of more thaﬁ.eighteen round frips to
the moon ! |
"~ Mr. Leonard Schreiber hﬁs been managing the:TTansportation Depart-
ment since 1967. Presently this includes the following five sections:
- DISPATCH -- primarily_for pick up and delivery of everything.from

T.V. tapes to people..



 HEAVY EQUIPMENT -- which handles household goods in noves,

_ 'prlnted mater1a1 and other cargo for the College and Church

MAINTENANCE SECTION -- which provides care and servicing of

our fleet at Headquarters, including mechanical malntenance and. body -

shop repalrs. _ _

SHIPPING & RECEIVING -- on a routine basis they receive approx1j
mately 60 shipments per day from.51ng1e packages to truckloads of
furniture and custodial supplies. The shipping ASpect includes minis- ‘
teriél supplies, parcel wrapping, air freight shipméhts, and. bulk
literature. _

.FLEET OPERATIONS -- this is the one most are familiar with..
Fleet Operations acqulres manages, and disposes of the autamobiles;
trucks; vans, and carts used by the ministers across the country and

at Ambassador College, Pasadena.

PHYSICAL PLANT QPERATIONS DEPARTMENT

The Phy51cal Plant Operations Department, under the dlrectlon
of Mr. Bob Ashland, provides landlord service to all operatlng depart-
ments on the campus. The purpose of the Department is to provide the
archltectural englneerlng, construction, remodel, malntenance, and
support serv1ces required for the efficient operatlon of our buildings
and associated equipment. This 1nc1udes space plannlpg, architectural

design; electrical, mechanical, and structural engineering; contracting;



constructing, remodeling, maintenance, repair, and replacement; as well

as fire prevention and safety coordination. -



FINANCIAL SERVICES .

:PERSONNEL DEPARTMENT

o The purpose of the Headquarters Personnel Department is to aid
and a551st the College and Church in the procurement development
malntenance and utllrzatlon of the manpower required to accompllsh the
goals of the Church and College Al 1ndustry is accompllshed by and
through people at work Selectlon, placement and treatment of employees
are keys to success Keeping these thlngs in mind, and expandlng the
awareness of them throughout the organlzatlon, the Personnel Department
serves both the College and the Church.

The four magor functlons of the Personnel Department are:
| 1) Employment. | - |
2) Wage and Salary Admlnrstratlon
3) Employee Beneflts Adm1n1strat10n |
' 4j Record Keeping and Report1ng |
The first thing that comes to most people s mlnds when talklng
about a Personnel Department is . . . "it's a place that has somethlng
to do w1th h1r1ng people " That.s one thlng we do. _
| We have many appllcants for every jOb A great many people say
they wrll do "anythlng" to work here. Now, that 's the kind of attltude
we all should have -- but we try to be more real1st1c in our eelect1on
_process than to h1re a palnter and expect him to program for the

" computer, or repalr a typewrlter



The first step in the selection process is to measure what we
call CAN DO factors. We ask "can this applicant do the job?" The
CAN DO factors are described in a job description drawn up by the depart-
ment where a job opening exists. CAN DO factors are comprised of such -

things as training, education, experlence and phy51cal fitness etc.

While screening for CAN DO factors we narrow the field down con51derably.

The next step 1s to measure the WILL DO factors or qualitles. we
need to determine which one of our applicants has the best chance to
succeed on the JOb Whlch one WILL DO the JOb and be happy doing it?

~ These factors are harder to measure. Does he have the right
kind of personality for this job? Does he mix well w1th people? Does'
he work well alone? Does he have dr1ve9 -- too much?

After evaluating the can do S, and determlning the will do s --
the final selection is made by the Department Manager of the department
where the opening exists. .

We have a selection tool that no one'else has or at least we
don't know of anyone else having it - and that's the Ministerial Evalu-
ation. Industry could probably save millions of dollars if they could
get the 1nformatlon about job appllcants that you men supply us with
when we ask for it. When you understand the M E and use 1t properly;
it is a tremendous asset. We are going to be asking for most of this
information bf telephone in the future. However,“if'We'do send a form
to you -~ please answer the questions as thoroughly as p0551b1e -
1nformation of a negative nature will be used as is necessary at the :
time it is given, but no longer w111 be malntained on file. The |

Personnel Department does not maintain a Black Listl
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‘Over_the pasf sevefai years,.we-have dévéloped_a;systematic
wage and salary prbgram.5y=which all;empibyees can be éduitably éqmpgn?
sated; | B . |
'f'AmbaSSadof~Collegé=iStamong-the-relatively.smali_nﬁmbex'ﬁf organir

zations that are'termed nself-insured" in regards to-Disability Insurance,

_-Wbrkmeh's_compensation and.Unemployment-Insurance._ Therefore, the

Personnel Department is responsibletfor'the.reviewing, vétiinng-and.

approving of all claims for payment while insuring accurate reporting of

" records and statistics to the State of California.

In today's- society, record keeping is becdming an ever-increasing

problem, yet federal and state réglilatory agencies continue to reqﬁire

increasing numbers of reports and statistics. This:is another fuﬁction
of Personnel. ‘ _

' Among'the'department's‘accompliéhments_are:- Uhifonm‘jdb-désCrip-
tions'(oflover 300 different jobs); standardized Wage and_Saiary-Scales;
low cost Disability Insurance; expanded Emplbyee_Life insurance§1comj
puter'generated'emplofee profiles; neW'expandéd vacation.policy, aﬁd a
just completed,” long- -needed revision to the Employee Relatlons Manual._

This '"new'' manual was dlstrlbuted to department managers on.Aprll Sth

. PURCHASING-DEPARIMENT;

~ Every enterprise, if it wishes to be sucteséful; must unite two

vital elements into its corporate. life:



‘A, A healthy flow of income.
Prudent management of the expendlture of -this income.

At Ambassador College ‘that portion of the latter respon51b111ty
‘relating to the procurement of goods and services has been delegated to
. the Purchasing Department. :

Purchaéingwalso has the responsibility for re10cation:and disposal
of capltal assets. ' In 1973 the amount of used furniture and. offlce
equ1pment put to use in other areas avoided the expendlture of $90 000
for new equipment.

Beginning in 1974 that oft;quoted‘wnrld and-natiéhal nemisis also
hit Ambassador ‘College -- SHORTAGES. .Delivery dates for critical items
stretched out'to thiee; six, or even nine months, |

Shortages have compunded purchasing problems and brought about
changes in buying techniques. Buyérs now continuallysevaluate.market
conditions affecting their respective commodities. -As in the casés of
‘paper and petroleum products, orders must be placed well in advance to
assure delivery at the required-timé. Because of shortages and rapidly
rising prices,-Stocking of certain critical items may sometimes be advis-
able: -
| Central Stores, a branch of Purchasing, fulfills the role of an
on-campus business. Here participating departments "buy' office supplies
at aﬁ average of 419 under retail priées. In 1973 departmental savings
 totaled over $50 000. - ' I

The Purcha51ng Department is ‘one of the service arms of F1nanc1al
Affairs and Planning which contributes to the sound expenditure of the

Work's funds.
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- PROPERTY. MANAGE’MENI‘ -"-DEPAan'

~ The prlmary fhnctlon of Property Management as a part of Flnanclal

‘_ Affa1rs, 1s to coordlnate the purchase and sale of real property both for |
-the College and the Church -

In order to meet the needs. for more and more space as the Wbrk has
grown, we heye had to coordrnate the acqulsltlon of addltlonal propertles
to meet that need We haye p1np01nted our efforts at Headquarters in -
the area that we call the Industrlal Park Propertles haye been acqulred :

one by one on a 51m11ar ba51s as we acqulred.most of the maln campus Just

'to'the-west_of the freeway. COntactlng and negotlatlng Wlth each 1nd1-

vidual property owner who, in some cases, may‘own only a tlny 30 x 70 lot
is a slow and tedlous process. | o _- I

It is the responsmblllty of Property Management to coordlnate and
file the necessary reports to the County and CltY Tax Assessor for -
property tax exemptlon As a result the Wbrk saved over $600 000 thlS
past year. Property tax exemptlon is not a beneflt we have arbltrarlly
acquired, but is granted according to the Revenue and Texation Code of

the Constitution'of the State of California. We are,shnply taking advan-

tage of what has been granted along with the theusands of other insti-

tutions who are eligible. To those people who say we are taklng propertles -

off the tax rolls.fwe can point out that the past year we paid over

- $625, 000 in property ‘tax alome.

Another important function of Property Menagement is- to prov1de

~or locate hou51ng through our Hou51ng Offlce for those mlnlsters and -



key persommel who are transferred to Hpadquﬁrters. The Housing Office
maintains a file of préperties available fof rent or purchase:énd
a551sts many employees and church members in relocating. | _ _
In 1973 we began the process of selllng those homes occupled by
our ministers throughout the Unlted States. To date, a total of thlrty-
_éight have béén sold. The minister iivihg.iﬁ the home was given the
first.opportunity fo buy,'and in most cases, was able to do:so ".There
are approxxmately twenty five more homes ‘that could be sold and many
would have been sold in 1973 had interest rates and mortgage funds not
made it prohlbltlve. In some instances, loans were JUSt npt avallable.
‘Should the Church decide to, and is able to build local church
.bﬁildihgs, we would coordinate the'acquisition of 1land and*the'building
of these bulldlngs A big factor in determining whEthérﬁto undertake
a pro;ect of thlS magnltude would be the ablllty to find adequate finan-
cing._ The questlonnalre each minister will be asked to fill out will

help determlne whether it is at all feasible.

ACCOUNTING DEPARTMENT

The'accounting function here at the headquarters of God's Work
is to record and then report on the receipts, maintenance, and dis-
bursement of all assets and resources that are donated or otherwise

received by the Work. The auditing function is performed concomitantly

with that of the accounting function, and it proVides_assurances that

 the accounting system is satisfactorily doing its job. In accounting,



reportigg'ie the name of;thefgame;. Reports are required from a11=leﬁels _ ‘;
of operatlons to the hlgher levels of management. On the other hand in
'uaudltlng, ntegrltz is the name of the game . Audltlng tests the |
accountlng system and pr0v1des assurances as to 1ts 1ntegr1ty

A brlef deflnltlon of what accountlng 1s and purports to do,

-and viceé versa what ‘it 1s ‘not is as follows:.

”Account1ng is the act of recordlng, c1a551fy1ng, and summarlzlng,
1ﬁ a significant manner and in terms of ‘money, - transactlons and events,‘
which are in part at 1east of a f1nanc1a1 character, and 1nterpret1ng
the results- thereof "

 RECORDING -- the process of recordlng all transactlons that affect
this business entity.

-CLASSIFYING -- assigning account codes or cost-ceﬁter'codes, etc.,.
Whlch is like hanging a label on each ‘transaction.

SUMMARIZING -- the grouping together in a 51gn1f1cant manner for

reporting purposes.

Of course it must be stated in terms of money -- that way all

activities are converted to a common denominator that is universally .

undérstood. And all events which have a financial ehaxacter:are‘to be
recorded in the accounting process. | |

The A;counting Machine does not of itself generate'ihcome ﬁor._
does it genetate_disbursements,_but rathef it is simply a matter of
recording-receiptS'and disbursements. And furthermofe, all disburse-
- ments are made in accordance w1th,the approved plan or budget There—“

"fore, the budgeting process is a prlmary control over expendltures.



' Certain’ auditing functions are performed throughout the course of
the year. -We have ai internal audit position which has the responsi-

bility of‘auditing and making reCUmmendations for ﬁnprovemgntS'wherever

‘needed in the'écéOURting system. - In addition to-Our bwnuInterna1 Auditor,

all our'annuaiireports are-certifiedjby.an_independent firm of Certified
Puﬁlic Accountants; .Our'firm of CPA's is ‘the firm-of Radei_a_Cornwallﬁ
-Alsb5-AmbaSsédoT Collége-and the Worldwide Churchjof'God i§_periodically
audited by state and federal auditors. |

' In sumiary, the accounting system supports the Work through
maintaining financial reports of all financial transactions relevant
“to the Work and the ‘auditing function assures the Work that the acéount~

ing system is operating completely and accurately in every detail.



LEGAL DEPARTHMENT

DONATIONS
I, Important to have donor wrlte -in or call legal department.'

A. To av01d legal oharge or even appearance of undue ‘.
1nf1uence.-' ' T o

‘B. So that we w1ll be able to fully process the donatlon.: o

C. So as to avoid adverse legal ‘and tax consequences and

' to take advantage of favorable ones.

D. So we can furnish the donor (free of oharge) the needed

“legal counsel and forms

IL. Ba81c Processing of Donatlons '
"A. When donation of specific asset land stocks, cash
personal property, etc.
1. Return 1nformatlon sheet to obtaln spe01f1os
on asset and 1ntentlon
2. Then send form to acoompllsh de81re.
B When donatlon by Will
1. Send form to aid in preparlng or rev1ew1ng Will
prepared by other attorney '
'2._Obta1n inventory of all assets to be'wiiledg

III. By-passing Probate
' A. Important to by-pass probate. One estate took
5 yeafs to close, then only under pressure. Cost
$6,000 in fees. Could have obtained title in 30
days, without fees, by a trust. - :
B. So even if person says they have named Church in
their Will, request they send us copy. o
C. By doing so, under certain conditions, donor may
still keep receiving the income from the asset for
1ife and obtain a tax deduction, so as to actually
increase the income. |
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"III. By- pa551ng Probate (cont'd)
D. If person has a Wlll -as every donor should have,
' and a trust, it is great asset to defend against

unfounded suit.

IV. Miscellaneous

~A. No donation should be taken in your name or the
nanme of any local group _ | o

B. Don't assume the Work Wlll not accept a partlcular
donation and attempt To work somethlng else cut w1th
the asset. Some have tried and resulted in lawsult
and a substantial loss of funds. _

C. We regret that we can no longer type Wills for the
ministers as we_used_to; The number of requests
for Wills and changes have made this impéssible

. Write in and we will furnlsh necessary forms and
information to aid in preparlng your own.

D. Hall leasées should be_ln the name of the Church, not
that of an.indiﬁidual. Copies of the lease should be
sent in to C.A.D, b '

. Donatlons, of course cannot be returned

F. If legal questions arise, write in, and if the same
guestion appears to be common we will furnish the

answer to the entire ministry.
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The Legal Department offers various services to members
and co-workers of the Worldwide Church of God. These services
are as follows: :

(1) Information and assistance on how best to make:
donations of real estate, stocks and bonds, or other property,
in a manner to obtain the best tax savings. The information-
covers outright donations during life, as well as. Wills and
gifts in trust whereby the donor can reserve the 1ncome '
for life.

(2) Information and assigtance for those who are
discriminated against in their employment due to keeping the -
Holy Days, weekly Sabbaths, or for any other religiouS'reason.

(3> Informatlon and assistance for men who are deallng
with the Selective Serv1ce regarding their legal respon81b111-
ties in this regard. '

() Informatlon and a881stance where the children of
members have school problems because of being off for the
Holy Days. :

(5) Assistance in locating local attorneys to aid in
various legal matters so as to assure representatlon of Aan
attorney who 1s favorable.

(6) Informatlon and assistance in any type ofjlegal
controversy in which the religious convictions are in question.

Correspondence to the Legal Department should be
addressed to Ralph K. Helge, Attorney at Law, P. 0. Box 111,
Pasadena, CA. 91123. In an emergency, the phone number is
(213) 577~5380.






