Epiphany Team Manager Responsibilities
  Attend all team meetings and collect any donations that members have collected. Encourage team members to collect donations from their church and friends. 

  At the team meetings also collect money for any shirts, manuals, or anything else that is sold. Document all transactions. 

  If Name Tags are order from AB Products, have them write on the invoice the weekend that is to be charged. 

  Collect any receipts for people that need to be reimbursed. You will need to send those to Tom Kuhn- State Treasurer-with an explanation as to who needs the money, an address, and why this item(s) was purchased. 

  Keep careful notes of what you collect and then enter into a computer program. 

  Make sure to itemize for each thing. Example-if part of a check received is for a shirt and part is a donation that must be documented. 

  If any member needs a receipt for tax purposes make them one. 

  Keep the Lay Director informed of monies that are collected. 

  All inventories from the Starter Kit (shirts, aprons, pens, manuals, etc.) must be accounted for and money collected. The left over inventory MUST be returned to TJ Ratchford; instructions are on the bottom of the invoice/packing slip. If an inventory item is given to a TYC personnel, that item will be charged to your weekend. 

  Please mail out Thank You notes to all donations given for your weekend. 

  At the end of the weekend, send all monies to Tom Kuhn-State Treasurer- with a printout of all monies collected and expenses. Also, send this itemized printout to the Lay Director to use for their money report that has to be turned in. 

Monies can be sent to Tom Kuhn-State Treasurer-after team meetings or after the weekend is over. 

Tom Kuhn
432-547-2930 Home
432-940-0831 Cell
P.O. Box 70
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