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ST. STEPHEN’S ORTHODOX CHURCH
BYLAWS


1.0 Name

1.1 The name of the parish shall be “St. Stephen’s Orthodox Church”, hereafter called " St. Stephens’s " or simply as '"the Church" or the "the Parish." 

1.2 This parish is incorporated as a nonprofit Religious Corporation, in the State of Texas per doc # ……………………………………………………………………………………………….
 
2.0 Affiliation

2.1 	St. Stephen’s Orthodox Church, Houston shall be one of the many parishes or churches of the Malankara Orthodox Syrian Church, hereafter called the "parent church" whose head is the Catholicos of the East cum Malankara Metropolitan residing at “The Catholicate Palace, Devalokam, Kottayam, 686038, Kerala State, India”. 

2.2 	St. Stephen’s Orthodox Church, Houston shall be under the direct jurisdiction and administration of the Diocesan Metropolitan of the Diocese of South-West America (3703 Chesterdale, Missouri City, TX 77459), one of the many dioceses of the Malankara Orthodox Syrian Church, under the governing and administrative control of “Catholicos of the East cum Malankara Metropolitan”. 

3.0 Duties and Responsibilities of the Church 

3.1 	Subject to the provisions of the Constitution and Bylaws of The Malankara Orthodox Syrian Church, and any amendment thereto, and the Constitution and Bylaws of the Diocese of South-West America of the Malankara Orthodox Syrian Church and any amendment thereto, St. Stephen’s Orthodox Church, Houston shall be empowered to: 

(a) Conduct and carry on religious services and divine worship or other religious observances.
(b) Maintain a regular place of worship for preaching of the Gospel of Jesus Christ, the Holy Scriptures, the Faith and the Doctrines and Teachings of the Malankara Orthodox Syrian Church.
( c) Establish and maintain Church Schools to teach and study the Gospel of Jesus Christ, the Holy Scriptures, the Faith and the Doctrines and Teachings of the Malankara Orthodox Syrian Church (MOSC), provided however, that the Church shall not teach or promote the teaching of any subject other than religious (MOSC) education. 
(d) Solicit and raise funds by any and all proper and appropriate means under, and subject to the general laws of the State of Texas, and to receive such funds, money or other property for the support of the St. Stephen’s Orthodox Church, Houston and the Diocese of South-West America and for support of the Malankara Orthodox Syrian Church.

3.2 	Subject to the limitations contained in article 3.1, St. Stephen’s Orthodox Church, Houston shall be empowered to take and hold any grant, donation, gift or devise of real property and to have power to purchase, lease or otherwise acquire real estate and to hold, own, sell, finance, lease or otherwise dispose of same, subject to the general laws of the State of Texas, and to build, construct, maintain, alter and manage any building or buildings, or Church edifice, provided, however, that the Church shall exercise all powers contained in this paragraph only subject to the Constitution of the Malankara Orthodox Syrian Church and the Bylaws of the Diocese of South-West America. 

4.0 Membership And Dues  

4.1 	Any bonafide member of the Malankara Orthodox Syrian Church who has 
a good standing in that Church and any person who desires to become an Orthodox Christian and agrees to abide by the constitution, bylaws, rules and regulations of the Malankara Orthodox Syrian Church and this Parish and who resides currently in or near Houston, Texas will be eligible for membership of St. Stephen’s Orthodox Church, Houston subject to Membership article 4.5. 

4.2 	Any eligible person as stated in Membership article 4.1, who desires to 
become a member of St. Stephen’s Orthodox Church, Houston, shall complete and file a membership application in the Diocesan form to the Vicar. If approved by the Vicar and the Managing Committee, the person will be admitted to the membership and his name will be entered in the permanent Register of the Parish after he/she pays the one time membership fee specified in the attachments of this bylaw.  The payment terms for becoming continuing as a member are also specified in the Attachment.

4.3 	Every parishioner or his family who avail the services offered from of the Parish/Church in any form for more than one occasion (house blessing only) shall have the obligation to apply for membership and if approved, shall give membership fee and annual dues which are detailed in Article 4.7  to the Parish, and to the Diocese and to the Malankara Orthodox Syrian Church as applicable. Other sacraments as Baptism, Mooron, Eucharist, Confession, and Marriage shall be limited to members only.   

4.4 	Annual subscription to the Parish is mandatory per this Parish / Church bylaw and is due for payment every year.

4.5	Every member of the parish shall regularly attend Church services and 
other Church sponsored programs and activities except in unavoidable circumstances. He shall confess and receive Holy Communion at least once a year. 

4.6 	Members who comply with the requirements of membership article 4.3, dues article 4.4 and confession requirement per article 4.5 each year are termed as “eligible members” for participating in the Parish/Church general body meetings and holding offices in any committees of the Parish/Church for that year.

4.7. 	All the mandatory dues towards the Parish/Church, dues to Diocese and the dues to Malankara Orthodox Church are as listed below. If a parishioner/member becomes default on his mandatory Parish/Church dues, his name will be taken off the voters list, and he or his family shall not avail of any of the services/benefits from the Church as a member till the dues are cleared as required per this bylaw.

(a) Mandatory Annual Subscription dues to the Parish/Church as specified in the Attachment. 
(b) Mandatory Annual Food dues to the Parish/Church as specified in the Attachment.
(c) Mandatory Annual Ressisa and Catholicate collections towards the Malankara Orthodox Church. Catholicate Day collections are paid within a month of Catholicate Day (Sixth Sunday of the Lent) and has a deadline specified in the Attachment.

4.8 	Annual Dues shall be collected in the church office prior to the due dates and receipts shall be given for each payment. Announcements should be made prior to the due date to remind parishioners regarding the dues. Respective Managing Committee Members should call their parishioners to remind their members

4.9	Members who are delinquent on mandatory annual dues will NOT be allowed to the following facilities as a minimum:
(a) Special prayers of any kind
(b) House prayers
(c) Other special events as baptism, marriages, issue of marriage certificates and so on 

4.10 	Membership privileges include the following:
(a) Conduct of ceremonial functions for the member’s direct family ie parents, spouse, spouse parents, and children
(b) Renting of the Church hall and also the Church for various religious functions
(c) Utilizing the Church hall for games and sports activities

4.11 	Summary of Parish/Church member’s responsibilities are as listed below:
a) Attend Church on time.
b) Enroll children in Sunday School and bring them to Sunday School on time.
c) Schedule family Morning and Evening prayer to extend the Godly virtues and morals to your family.
d) Observe lent and other prayers and fasting as required per the Malankara Church
e) Attend prayer meetings in the member’s area.
f) Attend retreats and prayer meetings at Church.
g) Inform committee members if going on extended leave.
h) Inform committee member, Vicar if any relatives undergoing sickness, surgery, etc
i) Inform necessary family events to the Vicar or the committee member
j) Inform committee member if the member wants to schedule prayer meetings.
k) Participate in Church activities as much as possible
l) Pray for the Church, the Diocese and the Malankara Church 
m) Pay Dues According to the Church’s payment schedule.

5.0 Administration

5.1 	The general administration of the Parish is to be conducted by the Vicar in accordance with the Constitution of The Malankara Orthodox Syrian Church, these articles and assisted by the following Parish bodies 
(a) Parish/ Church general body, and 
(b) the Managing Committee, in executing the by-laws and implementing the general body decisions

5.2	The existing rule for the conduct of the Qurbana is as follows: 
a) First two and the fifth Sunday of each month will be in Malayalam
b) The Third and Fourth Sunday of each month will be in English
All Church feast day Qurbana and the non-Sunday Qurbana will be in Malayalam.  
The Vicar can make changes to the Qurbana language and location as required to suit the occasion

5.3 	The church will be supporting Philanthropic activities per the guidelines of the Diocese and the Malankara Church

6.0  Church Maintenance:
6.1 The church and hall shall have regularly scheduled cleaning and a semi-annual cost effective deep cleaning by way of:

· Hired Regular Cleaning
· Semi-Annual Deep Cleaning by Church Members

6.2 The lawn shall have a regularly scheduled cost effective mowing and quarterly maintenance (for fertilization, planting new plants, leveling grounds with dirt, cleaning out flower beds, laying down mulch, trimming trees and shrubs, etc) with:

· Hired Maintenance- Specific Instructions Provided

6.3 Pest Control: The inside and outside of the property should have proper pest control done every 6 months.

6.4 All notices, bulletins, announcements should be published only on appropriate bulletin boards with Vicar’s signature and due date (when it should be removed). 

6.5 All walls of the church and hall should not be accessible for church or non-church related announcements and bulletins. The Secretary will maintain this standard.

6.6 There will be several upcoming church clean ups/maintenance/remodeling days as approved by the Church’s general body. Regular pick up of Heavy Trash following these events is essential and shall be arranged by the Managing committee as required.
7.0 The Parish/Church General Body 

7.1 	The Parish Assembly of St. Stephen’s Orthodox Church, Houston shall consist of male members of the Parish who are twenty-one years old or above. Spouses of members shall attend and participate, except for voting.

7.2 	Any member of the Parish who has not paid his mandatory dues as stated in Membership and dues article 4, for more than six months, will forfeit his right to take part or exercise his vote in any Parish/Church General body or Managing Committee meeting or any other meeting. 

7.3 	If any member continues in arrears for more than one year, his name shall 
be TEMPORARILY removed from the Parish/Church membership Register. A member so removed from the Parish/Church membership Register will forfeit the right to be a member of the Parish/Church membership until he has paid up all the arrears with penalty charges. 

7.4	If a member still continues in arrears for more than 6 more months, then the Vicar shall write to the Diocesan Metropolitan, ascertain on what shall be done thereafter with that member, and deal according to the written order of the Diocesan Metropolitan. 

7.5 	The President of the Parish/Church general body and all other Parish/Church committees and sub-committees shall be the Vicar of the Parish/Church, who will be an ordained Priest of the Malankara Orthodox Syrian Church and must be appointed by Diocesan Metropolitan.

7.6 	The President/Vicar of the Parish/Church may in his absence, delegate in writing any Priest of the Parish or any valid member of the Parish/Church to preside over any Parish/Church general body meeting. 

7.7 	The Parish/Church general body shall meet at least four times a year, one in January for taking over charge, presenting the budget for the year, two during second quarter for apprising the progress, three during the third quarter again to appraise the progress, and four during the last quarter for passing the Annual Report, audited Accounts and for electing office bearers for the upcoming year. 

7.8 	The Vicar or the Secretary of the Parish/Church as directed by the Vicar, shall send two copies each of the annual budget, the annual report, the annual accounts and the meeting minutes of the Parish/Church general body meeting(s) to the Diocesan Metropolitan, for His Grace's approval at the end of each year. 

7.9 	The annual election of the officeholders, i.e., Secretary, Treasurer, other members of the Church Managing Committee, leaders of the Sunday school and other sub-committees and any other official or representative as circumstances may warrant shall be held on the first Sunday of December, each year. 

7.10 	The Vicar or Secretary, as directed by the Vicar, shall report about the election of the officeholders and Committee members of St. Stephen’s Orthodox Church, Houston to the Diocesan Metropolitan along with two (2) copies of the Minutes of the Parish/Church general body meeting which conducted the election, within a week after the election and get his graces approval in writing. If the approval of the Diocesan Metropolitan is not received within three (3) weeks after submitting the report, it shall be deemed that the Diocesan Metropolitan has accepted the election and that the officeholders and committee members can perform their duties and responsibilities. 

7.11 	The Parish/Church general body may appoint committees or subcommittees from its members for any special purpose connected with the Parish/Church. The Vicar shall be the President of all such committees or subcommittees. 

7.12 	The Parish/Church general body meetings may also be held as and when deemed necessary by: 

(a) The Vicar, 
(b) by one-fifth (1/5 ie. 20%) majority of the eligible general body members with a written request in Church  meeting request form and proof of majority,
(c) the Treasurer or the Secretary with the Consent of the Vicar, 
(d) by the Diocesan Metropolitan, for any specific reason. 

The Vicar should convene the Parish Assembly on such occasions to the extent possible. 

7.13 	If the Vicar does not convene a meeting of the Parish/Church general body at the request of any sources mentioned in Section 7.12, then a written petition shall be submitted to the Diocesan Metropolitan. The decision of the Diocesan Metropolitan shall be implemented. 

7.14 	The agenda, the time and place of the Parish/Church general body meeting shall be announced in the Church immediately after the Holy Qurbana on two consecutive Sundays by the Vicar or the celebrating Priest as directed by the Vicar.

7.15    If deemed necessary the Diocesan Metropolitan can convene a meeting of the Parish/Church General body without any prior announcements in the Church. However, all decisions of such impromptu meetings shall be ratified in a formal Parish/Church General body meeting within the next two weeks.

7.16	In case of an emergency, the Parish/Church General body meeting may be held with one week notice in writing/email to all members by the President/Vicar or Secretary as directed by the President/Vicar. 

7.17 	The Parish/Church General body meeting shall discuss and decide all matters related to the working of  the Parish/Church within the terms and realm of these articles. 

7.18 	The acquisition and/or disposal of any immovable property on behalf of the Parish/Church, or creation of any remuneration on any immovable property of the Parish/Church, shall be in pursuance of the decisions thereto made by the Parish/Church General body meeting and shall be done by the Vicar and Treasurer jointly in consultation with the Parish/Church Managing Committee and the legal counsel, if required, and approval of the Diocesan Metropolitan.

7.19 	Except when specified by the Vicar or the Diocesan Metropolitan, all decisions of the Parish/Church General body meetings shall be taken by simple majority vote (more than 50%) of the eligible members present. 

7.20 	Any ‘eligible member’ can submit an appeal to the Diocesan Metropolitan against any decision of the Parish/Church General body meeting.  The Vicar shall also be informed simultaneously in writing of such appeals by the appellant. The Vicar shall then stay (put on HOLD) the implementations of the appealed matter, until the Diocesan Metropolitan decides on the appeal matter.

7.21 	The decisions of the Parish/Church General body meeting shall come into effect if the aggrieved party fails to inform the Vicar in writing in the Parish/Church appeal form within five days after the Parish/Church General body meeting decisions, or if no ‘order of stay’ from the Diocesan Metropolitan is received within two weeks after the Vicar and the Diocesan Metropolitan has been notified of the appeal. 

7.22 	All Major Leadership Roles in the church shall be limited to a maximum of 2 consecutive year terms to allow for new leaders to be involved in the daily activities of the church.

8.0 The Parish/Church Managing Committee 

8.1 	There shall be a Managing Committee (hereafter called the Committee) to 
manage the day-to-day affairs of St. Stephen’s Orthodox Church, Houston. The Committee shall be composed of the Parish Vicar, the Treasurer, the Secretary and nine eligible members of the Parish/Church, as decided/elected/nominated by the Parish/Church General body meeting.

8.2 	The Treasurer for the previous year shall be an ex-officio member of the Committee with voting power. The term of the Committee shall be for a period of one Calendar year from 01 January to the 31 December.

8.3 	The Vicar of the Parish/Church shall be President of the Managing Committee. 

8.4	The Vicar/President shall preside over all meetings of the Managing Committee and in his absence can delegate any member of the Committee to preside in a Managing Committee meeting.

8.5 	The Vicar or with his consent, the Secretary, shall issue the notice in writing to all members of the Committee and convene the Managing Committee meeting. 

8.6 	The Managing Committee shall meet at least 12 times a year, on a first Sunday of the month basis. Notwithstanding what has been stated, the Committee may be convened as and when necessary for any specific business, by:

(a) the Vicar/President, 
(b) the Treasurer or the Secretary, 
(c) by more than one-third of the Managing Committee members or 
(d) by the Diocesan Metropolitan,. 

8.7 	If the President/Vicar does not convene the Managing Committee meeting as requested in article 8.6 above, one-third of the Managing Committee members can request the Treasurer or the Secretary to convene the meeting with the written consent of the Diocesan Metropolitan.

8.8 	A simple majority of the members of the Managing Committee shall constitute the quorum for the conduct of the meeting’s proceedings. 

8.9 	The Managing Committee shall review the Church budget for the year presented by the Treasurer before submitting it to the Parish/Church General body meeting for its approval. 

8.10 	Managing Committee shall implement the decisions of the Parish/Church General body meeting.

8.11	Managing Committee shall recommend to the Parish/Church General body meeting any matter of importance affecting the Parish for its decisions. 

8.12 	The Managing Committee shall make decisions on all routine matters concerning the Parish/Church and implement such decisions and submit a report to the Parish/Church General body meeting for its approval. 

8.13 	The Managing Committee shall examine the statements of accounts presented by the Treasurer before they are submitted to the Parish/Church General body meeting for its approval. 

8.14 	Any elected member of the Managing Committee failing to attend three (3) consecutive meetings of the Managing Committee without prior permissions from Vicar or without a compelling reason shall lose his Managing Committee membership. There will be NO appeal on this matter. 

8.15 	If a vacancy arises in the Managing Committee, it shall be filled by the remaining members of the Managing Committee by co-opting an ‘eligible member’ in good standing from the Parish/Church General body meeting with the approval of the Vicar and the Parish/Church general body. 

8.16 	The reigning managing committee shall suggest and initiate actions for the subsequent year’s “passion week celebrant”. However, this shall be ratified in the next general boby meeting.

8.17 	Summary of Managing Committee member’s responsibilities are as listed below:

a. Inform Area members about Prayer Meetings.
b. Remind Area members about pending payments 2 weeks prior to due dates. 
c. Schedule area prayer meetings with the area members for each year at the start of the year. Organize a minimum of 1 area prayer meeting every 2 months. 
d. Call and greet area members on their family’s Birthdays and similar occasions.
e. Inform Vicar and Secretary of any emergent event (ie.death, sickness, etc) that he is aware or that has occurred.
f. Inform Vicar and Secretary of any Area Member who may be sick and try to visit them.
g. Make an effort to meet with any new visitors of the church including Bishops and other dignitaries.
h. Maintain an attendance log of your area member’s participation in Church programs /events and encourage increased participation.
i. Invite newly moved-in Malankara Orthodox Christians in your area to our Parish/Church and help them in general.
j. Help Secretary and Treasurer complete their responsibilities (ie. Distribute receipts)
k. Make follow-up calls to your Area Members who have missed Holy Qurbana
l. Visit your Area Members along with the Vicar

9.0 The Board of Trustees 

9.1 	There shall be a Board of Trustees consisting of the Managing Committee members, elected by the Parish/Church General body meeting from ‘eligible Parish/Church members’. 

9.2 	The Secretary will represent as the Registered Agent of St. Stephen’s Orthodox Church, Houston to the local state and Federal Government.

9.3 	The Board shall represent the St. Stephen’s Orthodox Church, Houston to the local State and Federal Governments in all legal matters pertaining to the Parish. 

9.4 	The Board of Trustees shall be responsible for all legal matters, and execute all legal matters concerning the Parish/Church in consultation with the Managing Committee and/or Parish/Church General body meeting.

9.5 	There shall be an attorney engaged by the Parish/Church to look after the legal affairs of the Parish and to represent the Parish in all legal suits as and when they arise. 


10.0 The Spiritual Organizations 

10.1	The various spiritual organizations currently in order, approved by the general body, are as given below. During the annual election date, the leaders of these organizations are elected/nominated.

(a) Sunday School: The leaders of the Sunday school will be the Principal, and the Asst. Principal, elected by the Church Managing Committee. There will be 12 classes with age base similar to that of public school of Houston, Texas. The class timings shall be determined by the Vicar and the Sunday School principal, and this can be re-scheduled based on the Church events. 
(b) (b) Martha-Mariam Samajam. The leaders will be the Secretary, and an Asst. Secretary. The elected officials should hold regular meetings to keep its members active and interested. The class timings shall be determined by the Vicar and the Secretary, and this can be re-scheduled based on the Church events.
(c) (c) Divya Bodhanam. The leaders will be known as the Coordinators, nominated by the Managing Committee. The timings will be determined by the Coordinators.  The class timings shall be determined by the Vicar and the coordinators and this can be re-scheduled based on the Church events.
(d) (d) MGOCSM (Mar Gregorios Orthodox Christian Students Movement). The leaders will be the Secretary, and the Trustee. The elected officials should try to hold regular meetings to keep its members active and interested. The class timings shall be determined by the Vicar and the Secretary and the Trustee, and this can be re-scheduled based on the Church events.
(e) OCYM (Orthodox Christian Youth Movement). The leaders will be the Secretary, and the Trustee. The elected officials should try to hold regular meetings to keep its members active and interested.  The class timings shall be determined by the Vicar and the Secretary and Trustee, and this can be re-scheduled based on the Church events.(f) Church Choir. The nominated leaders will be known as the Coordinators.  Meetings and Practices should be scheduled regularly by the Lead Coordinators.
(g) Campus Ministry. The Campus ministry activities will be extended preferably on Saturdays at the nearby college campus and time, as scheduled by the Vicar
10.2 	The respective Leaders and their Assistants are responsible for the maintenance of the records for their sub-organization OR sub-committee. 
10.3	Every organization and sub-organization shall submit their annual closure report to the Vicar by end of the year, as required by the Secretary.
11.0 The Vicar 

11.1 	The Vicar of the Parish shall be a duly ordained Priest of the Malankara Orthodox Syrian Church. The Vicar is appointed by the Metropolitan of the Diocese of South-West America. 

11.2 	The Vicar will be the President of the Managing Committee, the Board of Trustees, the Parish/Church General body meeting, the Sunday school and all other sub-committees. 

11.3 	Along with the Treasurer, the Vicar shall be the joint custodian of all the assets of the Parish/Church. 

11.4 	The Vicar shall keep the following in his custody:

a) Membership register
b) Baptism Register
c) Death Register
d) Marriage Register
e) Annual Confession Record register
f) All Kalpana file
g) Official Incoming Correspondences File 
h) Official Outgoing correspondences file
i) State & Federal correspondences file
j) Visiting priests and bishops record book
k) Complaints file
l) All past year record books:
a. Meeting Record books
b. Yearly financial statements-Audited
c. Expenses file
d. Invoices file
11.5 	The Vicar shall be the custodian of the movable articles of the Parish required for conducting worship services of the Church. Other Priests shall have access to them when they are conducting the services. 

11.6 	The Vicar shall conduct or arrange for conducting services of the Parish. He shall supervise and control all affairs of the Parish subject to the superior authority of the Diocesan Metropolitan and the laws of the State of Texas.

11.7 	The Vicar shall settle the disputes in the Parish. If it is not possible by himself, he must, in consultation with the Managing Committee, the general body. Vicar shall report a dispute the matter to the Diocesan Metropolitan for necessary action, when the above mentioned steps fail to bring a solution to the dispute. 

11.8 Vicar’s salary shall be paid through Bank as an Automatic Deposit to the Vicar’s account, as a monthly transfer on the 5th of every month. The treasurer shall ensure to maintain a minimal monthly balance in the bank for this automatic transaction. 

11.9 	Summary of Vicar’s responsibilities is as listed below:
a. Inform Secretary, Treasurer about any pending issues they are responsible for.
b. Inform Secretary about Vicar’s calendar (ie. appointments, meetings, travel)
c. Arrange General Body meetings (min 4 a year).
d. Communicate with Secretary regarding events calendar every year.
e. Inform Secretary about deaths, sickness, events, prayer meetings as Vicar become aware from church members directly.
f. Visit all church members once a year.

12.0 The Secretary 

12.1 	The Secretary shall be elected by the Parish/Church General body meeting of the Parish from its members and the term of office shall be for one year. 

12.2  	The Secretary so elected shall be the Secretary of both the Parish/Church General body meeting, the Parish Managing Committee and also the Board of Trustees. 

12.3 	The Secretary shall write the minutes of the meetings of the Parish/Church General body meeting and Managing Committee meeting. After getting the meeting minutes approved by the respective body in the next meeting, the secretary shall maintain them in  the Yearly correspondences folder. 

12.4 	The Secretary with the permission of the Vicar shall do all correspondence concerning the Parish and keep a file of such correspondence. 

12.5  	At the expiration of the term of office, the Secretary shall hand over all Parish records to the newly elected secretary in the committee meeting or the Parish/Church General body meeting, as the case may be. 

12.6 	In the event of resignation before the expiration of his term, and till a new Secretary is elected, all records must be handed over to the Vicar forthwith. 

12.7	Summary of Secretary’s responsibilities is as listed below:

a) Keep up with Vicar’s Calendar.
b) Create Activities Calendar for Each month and Church calendar each month.(Perunal, Picnic, Camp, Retreats, Common Prayers, etc. and Readings/prayers/fasts, etc)
c) Be aware of visiting Priests/Bishops and arrange for accommodation/transportation, if required
d) Maintain that Cleaning person(s) has adequate supplies every week by communicating with them.
e) Maintain that Church has supplies every week by checking on things. (Supplies List is present with Secretary and should be updated appropriately).
f) Keep Minutes for General Body Meetings.
g) Coordinate Managing Committee Meetings.
h) Record Minutes/Notes of managing Committee Meetings.
i) Arrange flowers for wakes/funerals among the three Churches.
j) Notify committee members about Prayer Meetings/Deaths.
k) Communicate with Various Church Coordinators regarding their tasks/event in order to provide updates to the church and track progress.
l) Coordinate and/or delegate responsible person to print a Church Directory (every 2 years).In the interim year, print an Addendum to the directory for changes of that year.
m) Maintain Birthday List.
n) Maintain Church Members list.
o) Send out Birthday Cards to Members on their Birthdays. (Delegated persons).
p) Maintain or delegate as needed responsible persons to maintain church Bulletin Board/Church Website, and email church members with weekly updates as needed.
q) Inform Vicar of any events that committee members/Church members have contacted  the Secretary directly.
r) Ensure Diocese metropolitan’s approval of the “Meeting Minutes”, “Parish Accounts” till then during the metropolitan visits

13.0 The Treasurer

13.1 	The Treasurer shall be elected by the Parish/Church General body meeting of the Parish from among its members, and the term of office shall be for a period of one year. 

13.2  	Along with the Vicar, the Treasurer shall be the joint custodian of all assets of the Parish. 

13.3 	The Treasurer shall keep records and maintain the accounts of the Parish/Church; shall receive all revenue and make all expenditures of the Parish according to the budget passed by the Parish/Church General body meeting. 

13.4 	The moneys of the parish shall be deposited in the joint account of the Vicar and the Treasurer, in recognized bank(s) approved by the Parish/Church General body meeting, in the name of the Parish. Any withdrawal from the account(s) must be signed by the Treasurer and countersigned by the Vicar. 

13.5 	An updated list of the movable and immovable properties of the Parish/Church shall be prepared every year preferably in January. This shall be signed by the Vicar and the Treasurer, shall be kept in the custody of the Treasurer.

13.6 	In addition to the usual and customary expenditures as authorized in the official budget of the Parish, the Treasurer may spend up to $500 for any unforeseen and emergent expenditure, for which the Treasurer will have to be ratified in the next Managing Committee meeting. Any emergent expenditure above $1000 should have the prior approval of the Managing Committee and for amounts above $2000 should be with the approval of the General Body.

13.7 On the last Sunday of every month, the treasurer shall update the accounts on a spreadsheet and post it on the Church Notice board. This will allow for more efficient recordkeeping, allow members to correct any possible errors sooner than later, and update members of their financial standing and plan for paying the remaining dues. An Area tab (column) should be placed on the spreadsheet to assist committee members in helping the trustee/Vicar remind/encourage their area members of any possible dues that may be remaining.

13.8 	The Treasurer shall prepare a half-yearly statement of accounts in July, and submit it to the Managing Committee to review and thereafter to the Parish/Church General body meeting for its approval. 

13.9 	At the end of the fiscal year in December, the Treasurer shall prepare the annual statements of accounts for auditing before 15 December. The audited accounts must be presented to the Managing Committee and Parish/Church General body meeting for their approval. 

13.10	A copy of the audited and Parish/Church general body approved account shall be sent to the Diocesan Metropolitan and another copy to the state and Federal authorities. 

13.11 	The Treasurer shall hand over all records and properties and balance money belonging to the Parish/Church to the newly elected Treasurer of the Parish at the expiration of the term of office, in the Parish/Church General body meeting. In case of resignation before the expiration of the term and a new Treasurer has not been elected, shall submit to the Vicar forthwith.

13.12	Summary of Treasurer’s responsibilities is as listed below:

a) Prepare the Budget for the year with guidance from the Vicar and the Secretary.
b) Get Budget Approval from Managing Committee and then present to General Body.
c) Pay Vicar’s salary every month.
d) Make payments for Water, Electricity, Vicar’s cell phone, Waste Management, Alarm service, etc. every month.
e) Delegate someone to retrieve money from offertory after any service.
f) Pay Cleaners every two weeks.
g) Pay for Supplies as and when required.
h) Pay visiting Priests/Bishops per the bylaws.
i) Notify Managing Committee members about pending payments from members three times a year.
j) Maintain and update the Member Accounts database for Church members on a weekly basis.
k) Maintain General Ledgers of the Church account every week for inflow and outflow of payments/checks/cash/Donations/Offertory/Payments.
l) Publish Accounts Monthly, Semi- Annually, and yearly.
m) Arrange Breakfast for Clergy with food coordinator and/or delegated committee members

14.0 Visiting and Invited Clergy (Priests & Bishops) 

14.1 	Any Priest or Metropolitan of good standing in the Malankara Orthodox Syrian Church, who is visiting the Parish/Church, may be invited by the Vicar to celebrate the Holy Qurbana in St. Stephen’s Orthodox Church, Houston.

14.2	Remuneration for the visiting clergy and invited clergy shall be per the Amendments (see Attachment). This shall apply to visiting and invited the priests and bishops from within USA/Canada and all other places other than from India and those from India.

15.0 The Diocesan Metropolitan 

15.1 	The Metropolitan of the Diocese of South-West America in which the St. Stephen’s Orthodox Church, Houston is included shall be an approved Prelate of the Malankara Orthodox Syrian Church. 

15.2	His Grace shall directly administer the Parishes in the assigned Diocese under the supervision of the Catholicos of the East cum Malankara Metropolitan. 

15.3 	The Diocesan Metropolitan has the authority to appoint, remove, or transfer the Vicar of the assigned Parish. 

15.4 	The Holy Episcopal Synod is the supreme authority on all matters, temporal, ecclesiastical and spiritual of the Malankara Orthodox Syrian Church. 

16.0 Dissolution

16.1 	If for any reason the St. Stephen’s Orthodox Church, Houston ceases to exist, all properties of the Parish including bank balances shall be distributed to the Diocese of South-West America of the Malankara Orthodox Syrian Church, provided, however, the diocese shall, at that time, be a nonprofit organization, exempt under Section 501 as described in Section 501 (3) of the Internal Revenue Code.

16.2	If for any reason the Diocese of South-West America of the Malankara Orthodox Syrian Church ceases to exist, all properties of the Parish/Church including bank balances shall be distributed to the Malankara Orthodox Syrian Church, under the governing and administrative control of “Catholicos of the East cum Malankara Metropolitan”. 

16.3	If for any reason the Malankara Orthodox Syrian Church, under the governing and administrative control of “Catholicos of the East cum Malankara Metropolitan is not, at that time, be a nonprofit organization, exempt under section 501 as described in Section 501 (3) of the Internal Revenue Code, then shall be subject to the approval of a Justice of the Supreme Court of the State of Texas in which the Church is located, but in no event shall any of its property be distributed to any member or officer of the Church. 

17.0 Authority

17.1 	The Parish/Church General body meeting and any Committee thereof have no authority to make any decision concerning the faith, order, and discipline of the Church. Such matters are dealt with by the Holy Episcopal Synod at Kottayam. 

17.2 	Notwithstanding what has been stated by in these articles about the term of officeholders, or Committee, they shall continue in office until the new officeholders or Committee shall take over charge from them.

17.3 	These articles are adopted from the Constitution of the Malankara Orthodox Syrian Church and, therefore, if any provision herein contained shall be found to conflict with those therein, the provisions of the Malankara Orthodox Syrian Church Constitution shall prevail. 

17.4 	These articles may be amended by a two-third vote of the Parish/Church General body meeting at a regular or special meeting called for this purpose, provided that copies of the proposed amendment(s) have been distributed to the members of the Parish/Church General body meeting at least one (1) month prior to the meeting and that such amendment(s) shall be for the well-being of the Parish and not in violation of the Constitution of the Malankara Orthodox Syrian Church. Before becoming effective, such amendment(s) must be approved by the Diocesan Metropolitan. 

18.0 General Guidelines

18.1 Membership Brochure/Application/Bylaws shall be provided to all new members considering joining our church

18.2 New members may express agreement to the terms with their signature and with approval of the Vicar and the Church’s managing committee, they may become candidate to be member of the church. They will then be subject to the deadlines of the fee schedule of the church. 

18.3 The modified changes to the existing procedure and practices are termed “amendments”. These amendments are approved by a “general body” and are listed as “amendments to the applicable clause of the bylaws”. These are as listed in Attachment-1 of the bylaws. 

19.0 Certification

These bylaws were approved at a Parish/Church general body meeting with a two-thirds majority vote on 31 October, 2010.



Vicar: Rev. Dr. C.O Vargis


Secretary: Mr. Thomas Pallickal


Treasurer: Mr. Raju V. Cherian


Date: 31 October, 2010.




Approved by:
Diocesan Metropolitan of the Diocese of South-West America 
(3703 Chesterdale, Missouri City, TX 77459)
Date:




Legal Consultants: XXXXXXXXXXXXXX
Date:





ATTACHMENT-1				
AMENDMENTS
General Body Meeting dtd. 12 September 2010 has approved the following amendments to the then existing practices and procedures:
Article-4	Membership And Dues
4.3 AM1-Membership 
a. 1-time payment of $3000 to the church. Existing defaulter parishioners (non-members) must take membership and develop a payment plan by 31 October 2010 deadline to pay their membership dues in full. The Final Due Date per the general body decision is 31 October 2010
b. All New members who take membership on or after November 1, 2010 must pay a 1-time payment of $3000 within 3 years from the date that they have started benefiting from the Church/Parish, with a minimum payment of $1000 per year.
c. All member dependents shall be considered as independent parishioners/members when they are employed, and either when they get married, or when they are 30 years old, whichever occurs earlier. They have to pay $ 3000 to become new members in 3 year period.
4.4 AM1-Annual Dues to the Parish/Church, the Diocese and Malankara Church Kottayam: 
a. Mandatory Annual Subscription dues to the Parish/Church: 1% of Gross Annual Family Income
1) If a family’s combined gross annual income is $50,000, they should pay $500 to the church as dues.
2) If a family’s combined gross income is over $100,000, they should pay $1,000, as dues. However, they can pay more if they want to.
3) Due Date(s) for payment in Installments: January 31st , April 30th and July 31st of each year for closing the dues for the year
b. Mandatory Annual Food dues to the Parish/Church :
1) $150 from each family per year to pay for the food expense at the Church
2) Due Date: July 31st of each year 
c. Mandatory Annual Resisa to Malankara Catholicate Church office 
1) $1 from every male adult member (age 21+) per year
2) Due Date: April 30th of each year
d. Annual Diocesan Fee:
1) $100 from each family to the Diocese of SW America for its operating expenses.
2) Due Date: July 31st of each year
e. Annual Catholicate Day Collection to Malankara Catholicate Church office: 
1) One day’s family income to be sent to the Malankara Catholicate office for the operating expenses of the larger church
2) Due Date: April 30th of each year
4.10 (a) AM1-Ceremonial member function fees to the Parish/Church:
a. Marriage: 
1) For an “eligible Parish/Church member’s direct family members such as children” the fee is $300 to the church to be paid prior to the event, to obtain “Desakkuri”. Their names will be included in the Parish/Church Marriage registry. This fee is the same irrespective of the venue of the conduct of the marriage.
2) For all non-members, the fee is $1000 to the church to be paid prior to the event, if their names are to be included in the Parish/Church Marriage registry. This fee is the same irrespective of the venue of the conduct of the marriage.
b. Baptism: 
1) For an “eligible Parish/Church member’s direct family member such as children” the fee is $200 to the church to be paid prior to the event and the name will be entered in the Parish/Church Baptism registry.
2) For non-members, the fee is $500 to the Church to be paid prior to the event, and the names will be entered in the Parish/Church Baptism registry.
4.10 (b) AM1-Hall and Church Rental fees to the Parish/Church:
a. All Rental associated activities will be managed, recorded and fees will collected by a “Designated Rental Manager” of the Managing Committee. The Rental manager must ensure proper signed rental contract, payment receipt and shall maintain all transactions documents on file in the church office. The rental manager shall close the activity by year end and hand over all documents and fees to the Treasurer. A Rental Contract template shall be maintained. Rental Contracts should be filed and kept in file for up to 5 years.  
b. All rentals from Non-members require a damage deposit of $ 500 to be collected along with the signed rental contract and fee payment.
i. If no damage to the property is assessed following the event, this deposit will be refunded in full within 7 business days.
ii. If damage to the property is assessed that is directly linked to the rental, the $500 damage deposit will not be refunded and any additional amount as deemed necessary will be collected in order to repair the damage. 
c. Church and Hall Rental fee for Members: $150
i. If the church and hall is used immediately following regular Sunday Service, no rental fee is charged to members. 
ii. Default and “non-eligible members” shall pay the rate of Non-Members.
d. Church and Hall Rental for all Non-Members: $1000
e. Church Rental only for all Non-Members: $500
f. Hall Rental only for all Non-Members: $500
4.10 (c) AM1-Parish/Church Fees for usage of Hall for sports:
(a) Sports Coordinator(s) nominated annually from the Managing Committee shall be responsible for creating schedule, usage of hall for each sport, collecting dues from every participant, Strict enforcement of contract with NO CLAIM FROM CHURCH FOR ACCIDENTS OR ANYOTHER UNFORTUNATE AND DETRIMENTAL EVENT to any participant. 
(b) Participant names and fees collected should be properly recorded on a monthly basis and record book should be kept in church office and shall be submitted to the Treasurer at the end of each year.
(c) Fee to play sports including basketball, volleyball, badminton shall be as follows:
1) Members: $10/month or $100 per year (lump sum)
2) Non-Members: $20/month or $200 per year (lump sum)
5.3 AM1-Parish/Church’s philanthropic activities:
(a) Philanthropic collections for specific reasons as announced by the Vicar:
Donations from members for the specific cause will be collected by the Philanthropy coordinator of the Managing Committee. This amount shall be disbursed by the Treasurer / Secretary to the specified benefactor within the date specified 

(b)Birthday collections, Vanchi collections and Voluntary charity donations:
These collections will be used for Philanthropic causes such as:
1. Scholarships for those worthy candidates in dire financial need
2. Donations for Weddings for those families in dire financial need
3. Donations to help the sick 
4. Donations for Various Worthy Mission Projects (both in and outside of our church)
The decision on the disbursing of the available funds will be decided by the Vicar and the Managing Committee. This shall be formally approved by the Parish/Church General Body. 

14.2 AM1-Kaimuthu (Donation) to Clergy
The following guidelines shall be followed:
1. Visiting Bishop: $300
2. Visiting Diocesan Bishop: $300 (official visit), $100 (non-official visit)
3. Visiting Priest: $150
4. Local Priest: $100
5. Invited Clergy celebrating the Holy Week or any other occasion:
a. $1000 (+ Coach class airfare as decided by the managing committee) 
b. If there are circumstances/financial need that require a larger sum, it should be discussed and approved by the Church’s managing committee.
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