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APPENDIX  


RETENTION APPLICATION


L a s t F i r s t M i d d l e


Street 


C i t y S t a t e Z i p


List Annual Conferences attended in the last three (3) years. Give date & location 


IMPORTANT
A.  Keep the national NACBA office advised of your current address, phone number, fax, and e-mail. 


B.  Application must be received by the national office by June 1 of your retention year. 
C.  All required documentation must be received by the national office by June 1 of your retention year. 


D.  Retain copies of all documentation sent , i.e. applications, evaluations, letters, etc. 


A nonrefundable fee of $75.00 for national NACBA member and $200.00 non-member payable to NACBA is  
required with this application for retention.                                                              CHECK ENCLOSED:


1/26/2010


NACBA 
100 N. Central Expy.  Suite 914  
Richardson, Texas 75080-5326 


800-898-8085 • 972-699-7555 • Fax: 972-699-7617 


Date


NAME


CHURCH


ADDRESS


Date Certification Awarded Date of Last Retention


List years you have been a national member of NACBA


(1) (2) (3)


I have earned at least 4.0 CEU's as documented at the national office of NACBA


Evaluation by Senior Minister/Supervisor has been sent            will be sent         . 


Evaluation by Lay Officer/Co-Worker has been sent            will be sent         . 


Self-evaluation enclosed            will be sent         . 


VISA MasterCard Discover Card American ExpressCREDIT CARD INFORMATION:


Expiration Date


________________________________________________________________ 


Credit Card Number


Signature


Billing address (if different from above


B


Exact Name on Credit Card


CVC Code
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APPENDIX  


Church served when left profession:


• List your continuing education since your last retention date and prior to leaving the profession: 


• List all national conferences attended during your last retention period                     ,                    ,


• List CEUs earned related to the field, obtained while away from the profession: 


L a s t F i r s t M i d d l e


Street     


C i t y S t a t e Z i p


Upon approval for re-entry, the designee will be notified of his or her  position in retention and future requirements. 


A nonrefundable fee of $75.00 national NACBA and $200.00 for non-members payable to NACBA is required with 
this  application for re-entry.                                                                                  
CREDIT CARD INFORMATION:


 Signature  ____________________________________________________________________________ 


1/26/2010


NACBA 
100 N. Central Expy.  Suite 914  
Richardson, Texas 75080-5326 


800-898-8085 • 972-699-7555 • Fax: 972-699-7617 


Exact Name on Card (Please Print)


Credit Card Number


Expiration Date


VISA MasterCard Discover Card American Express
CHECK ENCLOSED


Date left profession


ADDRESS


NAME


Date


CHURCH Title


DOCUMENT OF RE-ENTRY TO PROFESSION


Billing address (if different from above


C


CVC Code
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APPENDIX  


NON-REGISTERED SPONSOR OF CEUs


LAST             FIRST              MIDDLE 


Name of Non-Registered Sponsor


Address of Sponsor


Date(s) Attended


Subject and Title of Material for Which Credit is Requested


Hours Spent in Participation Hours Claimed  
(50 minutes contact time equals one hour of credit as a participant.)


If you are claiming credit from a non-registered sponsor, a completed copy of this form MUST be attached  to 
your submission of proof of attendance and a copy of the agenda with times for credit. (These documents may be 
faxed.) 


1/26/2010


NACBA 
100 N. Central Expy.  Suite 914  
Richardson, Texas 75080-5326 


800-898-8085 • 972-699-7555 • Fax: 972-699-7617 


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________


______________________________________________________________________________________________ 
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________


How does this information increase your professional competency as a CCA?


Signed   __________________________________ 


Date


Name


D
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APPENDIX  


Up to 1.0 CEU’s may be earned through the CEU reading program. NACBA maintains an approved reading list  on the 
certification national website  www.nacba.net/certify . Books are submitted by Training Center Faculty for  inclusion on 
the list. Each book read and reported will earn a 0.1 CEU. Designees must submit this CEU Reading Report Form. If 
additional space is needed, attach pages to this document. 


1/26/2010


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________


______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


Give a brief overview of the book: 


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________


______________________________________________________________________________________________ 
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________


What practical application does this book have on your ministry


How will you implement what you have learned from this reading: 


______________________________________________________________________________________________ 


______________________________________________________________________________________________ 
______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


Date Read


Author


Book Title


Name


CEU READING PROGRAM


E
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CONTRIBUTION TO PROFESSION CEUs


LAST             FIRST              MIDDLE 


Title of Class or Article


Location of Class or Article


Date(s) 


Subject of Material for Which Credit is Requested


Hours Spent in Instruction Hours Claimed  
(50 minutes contact time equals one hour of credit or 0.1 credit for published article.)


If you are claiming credit as a contributor, a completed copy of this form MUST be attached  to your submission 
of written document or outline of classroom instruction  and a copy of the agenda with times for credit. (These 
documents may be faxed.) 


1/26/2010


NACBA 
100 N. Central Expy.  Suite 914  
Richardson, Texas 75080-5326 


800-898-8085 • 972-699-7555 • Fax: 972-699-7617 


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________


______________________________________________________________________________________________ 
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________


How is this information relevant to the professional competency of a CCA?


Signed   __________________________________ 


Date


Name


F
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APPENDIX  


PERSONAL EVALUATION BY THE   
SENIOR MINISTER/SUPERVISOR 


                                                                                 , CCA,   has made application to the Professional Training 
And Standards Committee of the NATIONAL ASSOCIATION OF CHURCH BUSINESS 
ADMINISTRATION for retention as a Certified Church Administrator. A recommendation and 
evaluation from the applicant's Senior Minister/Supervisor is required.  Your cooperation in assisting the 
candidate to complete the application will be greatly appreciated. All matters pertaining to this applicant 
will be held confidential, but all forms must be on hand before the committee will act. 


(Please include in your evaluation the following four areas.)


Ethical Conduct  Personal Relationship with Congregation / Organization


Understanding of the Nature of the Church Personal Relationship with Staff


1/26/2010


Signed   ___________________________________ 


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________


______________________________________________________________________________________________ 


______________________________________________________________________________________________


______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________


COMMENTS


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


_____________________________________________________________________________


NACBA 
100 N. Central Expy.  Suite 914  
Richardson, Texas 75080-5326 


800-898-8085 • 972-699-7555 • Fax: 972-699-7617 


Date


Title


G
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APPENDIX  


PERSONAL EVALUATION BY THE   
LAY OFFICER/CO-WORKER 


                                                                                  , CCA,  has made application to the Professional Training 
And Standards Committee of the NATIONAL ASSOCIATION OF CHURCH BUSINESS 
ADMINISTRATION for retention as a Certified Church Administrator. A recommendation and 
evaluation from the lay officer of the church board to which the candidate  is most closely related or 
co-worker in current position is required. Your cooperation in assisting the candidate to complete the 
application will be greatly appreciated. All matters pertaining to this applicant will be  held confidential, 
but all forms must be on hand before the committee will act. 
(Please check the appropriate box) 


Theory and Practice of Church Finance and Business Law 
Theory and Practice of Property Management 


Theory and Practice of Office Management and Personnel Administration 
Theory and Practice of Communications and Public Relations 


General Proficiency on the Job 


Dependability 


Signed   ___________________________________ 


Excellent        Adequate            Poor


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________


______________________________________________________________________________________________ 


______________________________________________________________________________________________


______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________


COMMENTS


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


NACBA 
100 N. Central Expy.  Suite 914  
Richardson, Texas 75080-5326 


800-898-8085 • 972-699-7555 • Fax: 972-699-7617 
1/26/2010


_____________________________________________________________________________


Date


Title


H
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1/26/2010


SELF EVALUATION  BY 
THE CCA 


NACBA 
100 N. Central Expy.  Suite 914  
Richardson, Texas 75080-5326 


800-898-8085 • 972-699-7555 • Fax: 972-699-7617 


I,                                                                                                                  , CCA, am applying for retention  as a 
Certified Church Administrator and am required to reflect on the past four years as CCA using the 
following areas as a guide: growth in skill of the work of a church administrator; experiences at work;  
knowledge gained from seminars; staff and congregational relationship; and/or my personal spiritual 
journey.


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________


______________________________________________________________________________________________ 


______________________________________________________________________________________________


______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________ 
______________________________________________________________________________________________ 


______________________________________________________________________________________________ 


COMMENTS


______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________


Signed   __________________________________ 


_____________________________________________________________________________


Date


I








What are the requirements for retention?
After persons become Certified Church Administrators they will be required to demonstrate continued life 
long learning in the field of church management in order to retain the designation of CCA. Individuals must 
meet the retention requirements in order to continue use of the CCA designation. An individual who holds the 
CCA and no longer works in a local congregation or denominational setting may retain their CCA provided 
they complete all continuing education requirements. Those who do not meet the requirement will receive a 
letter of instruction to cease using the designation. 


How often does retention occur?
Every four years a CCA must demonstrate retention by documenting through the national office compliance 
with the association’s continuing education requirements. These requirements are documented in Retention 
Requirements (Appendix A).


How do we track the retention process?
A CCA will submit all continuing education experience that qualifies for retention of certification to national. 
These educational units will be tracked in the national database and available online. Each January all active 
CCAs will receive printed documentation of their current status of retention which will include deadlines.


How do you reclaim certification if you leave the profession and 
then return?
A CCA who leaves the field of church administration in good standing and allows the designation to lapse, then 
returns to the field may submit to the national NACBA office the document of re-entry to profession (Appendix 


C). Upon re-entry the CCA will begin the retention policy based on his or her position in continuing education 
at the time of departure.


How do you regain the designation if you do not retain certifica-
tion and later decide you want to re-certify?
	 Candidates who have allowed certification to lapse and decide they wish to re-certify may do so.


If fewer than four years have lapsed since the member has lost the designation, the individual can 1.	
petition the NACBA and PT&S committee through the national deputy chief executive officer to 
be reinstated.


�This petition should be in the form of an essay not to exceed 3000 words. The essay will
	 outline the reasons for failure to maintain certification as well as detailing what, if any, 		
	 continuing education courses or workshops the designee has completed during 			
	 the lapse. It would provide an overview of the designee’s growth in the application of 		
	 church administration to his or her job.
The designee also shall provide proof of completion of the courses or workshops. Upon 		
	 evaluation and acceptance of the petition by the PT&S committee, a plan to reinstate 		
	 will be outlined to the member.
In addition, the member’s senior minister and a lay officer must submit positive evaluations.
(Appendix G & H)


This is the only and final appeal to be reinstated.







If more than four years have lapsed or the PT&S committee has rejected an appeal for reinstate-2.	
ment, the individual will be required to re-enter and complete certification as if he or she had 		
never completed certification with the exception of completing a second project.


What is the PT&S Committee’s process of evaluating a petition for 
reinstatement?
The PT&S committee consists of five to seven members plus ex-officio members, who are center directors and 
assigned NACBA national staff. These seven appointed members are given a copy of the reinstatement can-
didate’s essay to read. After individual evaluation and reflection the committee members cast a vote and sug-
gest actions to be taken to reinstate the member. If the committee votes unanimously to reinstate, the chair of 
the committee and deputy CEO will outline the steps and communicate with the designee. If the vote is not 
unanimous, but a majority of the committee votes yes, the committee will hold a conference call to discuss the 
candidate’s request. After the conference discussion is completed another vote is taken. If the designee receives a 
2/3 vote to reinstate, the chair of the committee and deputy CEO will outline the steps and communicate with 
the designee.


What happens when you RETIRE FOR LOCAL CHURCH WORK?
If a person entered into a retirement recognized by the local congregation or institution for which the applicant 
last worked, they may retain their CCA status with no additional requirements.  It is further understood that 
retirement means that the applicant is not engaged in any full-time Christian business administration employ-
ment.
Individuals who are retiring may want to consider applying for emeritus status. See membership information on the 
web.


What happens when you become an Emeritus member?
Members who hold the designation of CCA at the time of obtaining emeritus status may continue to use the 
designation with no additional requirements.







Complete and submit Retention Application 1.	 (Appendix B) with Application Fee.	                           			 
			   National NACBA Member fee: $75.00  		  Non-member fee: $200.00


Earn 4.0 CEU’s during the four year period. (40 hours)2.	
With respect to Continuing Education, the general rule shall be that one (1) hour (50 minutes of 1)	


instruction with 10 minute break) of CEU-type seminar time equals one/tenth (0.1) CEU. CEU units may be 
obtained from any registered or approved non-registered service provider that offers education in any of the 
fourteen areas of study. These are: 


NACBA’s National Conference is an excellent way to obtain the necessary CEU’s for retention. 
A typical conference will offer a participant the opportunity to obtain between 1 and 2 CEUs each year. 


NACBA CEUs are issued through the education associate in the national office.2)	
Units issued by a non-registered NACBA organization should be submitted to the national office 3)	


within 60 days of completing the course with an accompanying non-registered sponsor form, certificate of 
completion, and outline of the program. (Appendix D) 


Individuals earning credit through an academic degree program where the course subject falls under 4)	
one of the 14 domains will receive credit as follows: 3 hour credit course = 3.0 CEU (semester system); 4 hour 
credit course - 4.0 CEU (quarter system). A transcript should be submitted to show completion. (Appendix D)


Up to 1.0 CEU’s may be earned through the CEU reading program. NACBA maintains an approved 5)	
reading list on the certification national website. Books are submitted by Training Center Faculty for inclusion 
on the list. Each book read and reported will earn a 0.1 CEU. Designee’s must submit the CEU Reading Report 
Form (Appendix E).


A 0.1 CEU will be issued for approved articles that are a minimum of 1500 words on any topic outlined 6)	
in 2.1. (see above) published in a general circulation periodical where “CCA” is indicated with the author’s name. 
A copy of the published article must be provided to NACBA. Upon request a 0.1 CEU will be issued for articles 
published in the NACBA Ledger. Submission should be sent within 60 days of publication (Appendix F).


A designee can receive up to 1.0 CEUs for being a leader at any seminar/workshop where “CCA” is 7)	
indicated with the leader’s name. This includes, but is not limited to, when CEUs are awarded at a certification 
center, the national conference, or a local chapter. The hours earned will be calculated as twice the number of 
hours of instruction (e.g. 3 hours of instruction will earn .6 CEU) for each new topic of instruction. A copy of 
the workshop description and/or brochure must be provided and the person in charge of the seminar or work-
shop must verify the number of hours taught (Appendix F).


3.		  Submit evaluation forms completed by the senior minister/supervisor and one lay leader/co-worker. 		
		  (Appendices G & H)


4.		  Submit to the national office the self-evaluation form. (Appendix I)


Retention Requirements


APPENDIX A


Personnel/Human Resource Managementa)	


Staff Developmentb)	


Congregational Leadershipc)	


Theology Of Stewardshipd)	


Office Managemente)	


Information Managementf)	


Property Managementg)	


Communication And Marketing h)	


Strategic Planningi)	


Financial Managementj)	


Stewardship Of Selfk)	


Legal And Tax Mattersl)	


Christian Perspectives & Theology Of Churchm)	


Theology And Ethics Of Church Administrationn)	





