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From Our President 
 

What a great time we had  
at the TBMA Conference “Rekindle” 
held at the Hilton Houston  
NASA Clear Lake in Houston on 
April 24-26, 2014. We were  
rekindled to our call to the ministry 
professionally and spiritually, had 
great training, awesome worship  
and fellowshipped with friends. I’m 
sure many of you went back to your 
office “bubbling over” with what you 
learned. Many thanks to the past 
officers; Yvonne McBryde, Becky 
Powers and Linda Bright for all their 
hard work. 
 

Taking advantage of conferences 
such as this will equip you for  
your ministry whether it is in the 
church office, association office, 
state convention office or some other 
Southern Baptist entity. Texas 
Baptist Ministry Assistants was 
founded in 1987.  We have our 

conference every two years.  We’ve 
met in Austin, Dallas, San Antonio, 
Ft. Worth, Houston, Corpus Christi, 
Navasota, and Irving.  
 

Thank you for paying your annual 
dues!  You will receive a token gift,  
a quarterly newsletter and you’ll be 
among the first to know about  
upcoming training opportunities.  But 
more importantly, TBMA relies on 
your support by allowing us to  
represent you at the National  
Conference and state conventions.  
This is where the officers are able to 
spend time together planning for the 
2016 TBMA Conference. 
 

We covet your prayers as the 
new officers are beginning to plan 
for the 2016 conference. We had  
our first meeting in May so that we 
could just get to know each other.  
We discussed our job descriptions 
and where we should begin.  Our 
next meeting will be the first of  

September to visit hotels to decide 
where to have our 2016 conference.  
 

Please share what TBMA means to 
you, to the ministry assistants in your 
area!  Remember to lift each other 
up in prayer and keep in touch.  Start 
budgeting now so the ministry 
assistants in your office can attend.  
As you begin planning your 2015 
budget, set aside the conference fee 
(around $200) and then in the 2016 
budget, set aside money for the 
travel expenses and hotel. We will 
be praying that you will be able to 
attend the 2016 TBMA Conference! 
 

God Bless You, 

 
 

"Be alert, stand firm in your faith, be brave and strong. Your every action must be done with love." I Corinthians 16:13
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IMPORTANT DATES TO REMEMBER 
 
September 5-7       Officer meeting to select location 
                    of 2016 TBMA Conference 
 
November 10-11   Southern Baptist of Texas Annual 
                              Meeting, Fort Worth 
 
November 16-19   Baptist General Convention of  
                             Texas Annual Meeting, Waco 
 
April 22-25, 2015 National Association of Southern  
                             Baptist Secretaries Conference at  
                             Chateau on the Lake in Branson,  
                             Missouri 
 
January 2016    Officer Meeting at 2016 TBMA         
                            Conference Location 

Peggy Post's Golden Rules            
of E-Mail Etiquette 

The right way to write - in the office            
and at home 

To: eliza_boons@HSS.com1 

cc: Subject: 2 
Of course, the day I have to leave early for Danny's 
soccer game is the day you-know-who has to start 
running his mouth. Can you believe how looooong 
that meeting was?! It was supposed to be 30 
min! 3I'm never going to get through all this 
paperwork before I leave. Plus I have to sneak 
out this afternoon to pick up a gift for Jack's 
parents (it's their 50th tonight!) and you know 
how they never like what I get them.... BTW, 
you'll never guess what Jenna told me about her new 
boss. Turns out she's connected — she used to be 
married to that guy who works on the second floor 
next to Jeremy's cubicle! 
WONDER IF THAT'S HOW SHE GOT THE JOB!4 
 

Jennie  

1. Be responsible. Work e-mail is a public document: 
If you wouldn't write it in a memo and hang it on the 
bulletin board, don't put it in an email. E-gossip 
about colleagues could have nasty repercussions, like 
costing you your job. And what's to stop your pal 
from forwarding it to other people? Gossip in person, 
after hours — or better yet, not at all. 
 
2. Hello, subject? Leaving the header blank is a no-
no, even for a social e-mail. Without some clue as to 
the nature or urgency of the message, it's easy for 
the receiver to skip right over it. It also forces 
someone who is busy to stop and open a message 
that could easily wait for the end of the day. 
 
3. Nix the rambling. Sounds like this employee sees 
work as her last priority — which is exactly what the 
company will think if they screen this   e-mail. Also, 
even in casual communication,   partial thoughts and 
rambling run-ons are confusing. Full sentences (short 
ones are best) make for smoother, faster 
communication. 
 
4. No yelling, please! Typing in all caps is the e-mail 
equivalent of shouting at someone. 

TBMA FINANCIAL REPORT 
Statement of Cash Receipts and Disbursements 

June 1, 2012 through June 30, 2014 
 

Operating Cash Balance July 1, 2012                           $8,000.00 
 

Income: 
 Final Transfer of Funds to 2012-14 officers      $461.79 

 Gifts & Donations                              $1,600.00 

 Misc. Receipts                       $120.00 

 2012, 2013 & 2014 Dues                               $7,814.84 

 2012 Conference Receipts                             $20,542.36 

        New Officer Donations                                       $175.00 

        Total Income                                                  $30,713.99 

                              
Cash on Hand                                                             $38,713.99 
 
Expenses: 
 NASBS Conference Expenses                          $3,514.19 

 BGCT Convention Expenses                $1,868.10 

        Baptist Foundation of Texas Endowment Fund 

                                                                                       $3,040.00 

              Postage, Printing & Other Expenses              $1,627.80 

              Officer Planning Mtg. Expenses                     $1,669.74 

              2014 Conference Expenses                           $18,858.51 

 Total Expenses                            $30.578.34 

 
Operating cash balance transferred to 2014-16 Officers               
                   $8,135.65 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.goodhousekeeping.com/family/etiquette/email-etiquette-rules-peggy-post#one
http://www.goodhousekeeping.com/family/etiquette/email-etiquette-rules-peggy-post#two


 
 
 

While cleaning my office recently, I came across a book titled “Instant Secretary’s Handbook”, copyright 1972.  Here is an excerpt 

from the first chapter, “Recipe for a Successful Secretary” subtitled, Learn the Basic Ingredients:  
 

“You will find variety as well as much routine in a secretarial position. Some secretaries have days on the job when they believe 

they have far too much variety – with everything happening at once and several tasks which need doing simultaneously!  Here 

are some possible activities which you may do: 

 meet people who come to the office 

 read, sort, and organize incoming mail 

 take dictation and transcribe notes on the typewriter 

 compose letters and assist in preparing reports 

 answer the telephone and place outgoing calls 

 make appointments for your employer and keep track of them 

 arrange materials needed during conferences 

 file papers of many types so that you can find them promptly 

 type material from your employer’s longhand 

 type material to be printed 

 take and type minutes of meetings 

 type speeches your employer will deliver 

 record speeches in shorthand 

 order supplies and equipment for the office 

 use adding, calculating and duplicating machines 

 prepare budgets and payrolls 

 keep financial records and expense accounts 

 keep personal records for your employer/do personal banking 

 make hotel reservations and travel arrangements 

 maintain a clipping file on employers interests and concerns 

 be a ‘buffer’ or go between for your employer 

 supervise other employees or serve as office manager” 
 

Besides terminology and technology, not a lot has changed in 42 years,  

has it?   I’m sure you recognize, and agree, that this is not an all 

inclusive list and is added to on a regular basis to meet the needs of  

EVERYONE we work for, pastors… deacons….committees….church  

members… other staff….  The community….  another endless list.   
 

Colossians 3:23-24 says “Whatever you do, work at it with all your  

heart, as working for the Lord, not for human masters, since you know  

that you will receive an inheritance from the Lord as a reward.  It is the  

Lord Christ you are serving.”  May you keep this in mind as your daily  

to-do list grows and when we are working for our Father, we can’t help  

but doing it with a grateful heart and a smile on our faces!   Blessings!  

 
 

Your TBMA Officers will be attending the           

National Conference and at that time will          

reveal the location of the 2016 Conference.  

“Like us on facebook” 
Texas Baptist Ministry Assistants 



PURPOSE 
TBMA’s purpose is to  
provide continuing  
education, to encourage  
professional excellence, to  
offer spiritual enrichment,  
and to promote a support  
system among members. 
 

MEMBERSHIP 
Current church employees (or retired), volunteers in a Baptist church, 
association, hospital, state convention, state newspaper, school, 
children’s home, retirement home, or any other ministry position. 

BENEFITS 
Voting privileges, quarterly TBMA newsletter, reduced registration fees for 
TBMA events, networking, and fellowship with other ministry assistants. 

 

ANNUAL DUES 
Initial……………………………………………………… ……………...…….......$45.00 

Renewal………………………………………………………………...…....……….$35.00 
Retiree………………………………………………………………...…....………...$15.00 
Retiree Lifetime ……………………………………………………………………...$75.00 
                                    Membership dues are payable each January 

 

We will be looking 
for you at our  

Conference in 
2016! Watch  

for details  
on our 
website 

$5.00 from each regular and  
renewal membership and $25 

from each retiree lifetime         
membership goes to the         
TBMA Endowment Fund. 

Fund balance to date:  $3,066.87

A Bit of History 
In December 1985, ten women met to discuss a 

state organization for church secretaries. In 1987, 
the first state convention was held in Dallas. 

 

Today our membership has grown to almost 400 
ministry assistants and our purpose remains the 

same. Our future is bright and promising!          
Come join us as we continue to fulfill the           

purposes set before us. 

www.tbma.net

 

TBMA New Member/Renewal Form 
Current or retired employees or volunteers in a Baptist Church, Association, Hospital, State Convention, State Newspaper, School, Children’s Home, Retirement 
Home, or any  other ministry position.  (Please Type or Print) 
 

Name:________________________________________Birth Date (month/day): ______________________ 

Office Position: ______________________________________________Office Phone: (_______) ______ - ___________ 

Church/Association: ______________________________________________________________________________________ 

City: _______________________ZIP+4:_______-_____ Email: _____________@__________________________._____ 

 

 New Member ($45)                       Annual membership Dues: January - December 
                                     Please make checks payable to:  
 Renewing Member ($35)                              Texas Baptist Ministry Assistants (TBMA) 
                                                     and mail to:  Pam King 
 Retiree Renewals ($15)                                                                First Baptist Church 
                                                                         PO Box 1453 
 Retiree Lifetime ($75)                                                                Orange, Texas 77631 

                                                                                             

Dues may also be paid online at www.tbma.net under “How to Join”                                              


