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This form is for deans, interim pastors, council leaders, and the synod office and will specifically outline: 
· Congregational Leadership and Programs

· Congregational Records and Reports

· Pastoral Care Needs

Date: _____________ Dean: _______________________ Conference: _________________

Congregation: ______________________________________________________________

Address: __________________________________________________________________

Telephone: ________________ Fax #: ____________ Email: ________________________

Website: ___________________________________________________________________

Emergency contact person/number: _____________________________________________

Departing Pastor: ____________________________________________________________

Transition Pastor: ___________________________________________________________

Most recent Congregational Report on file (Forms A and C): __________________________

Most recent Mission Support Commitment on file: __________________________________

Mission Support contributed in the last 12 months: __________________________________

Congregational leadership and programs:

Congregation President: ___________________________________________________ 




   Name



            

date of election/term
Email: ______________________________ Phone: ________________________

Vice President: ___________________________________________________________ 




   Name



            

date of election/term

Email: ______________________________ Phone: ________________________

Treasurer: _______________________________________________________________




   Name



            

date of election/term

Email: ______________________________ Phone: ________________________

Council Secretary: ________________________________________________________




   Name



            

date of election/term

Email: ______________________________ Phone: ________________________

When does the council meet? ________________________________________________
What is the current staffing situation? (Full-time, part-time, volunteer)

Secretary/Office Manager: _____________________________ Days/Hours: __________

Email: ______________________________ Phone: ________________________

Sexton/Janitor: ______________________________________ Days/Hours: __________

Email: ______________________________ Phone: ________________________

Music Director/Organist ______________________________ Days/Hours: __________

Email: ______________________________ Phone: ________________________

Deacons

List synodical deacons serving this congregation, responsibilities, and date of call and most recent renewal of call.  List most recent continuing education completed.
Community organizations

List programs or services that use the church building but are not directly affiliated (for example: A.A., Boy Scouts). Include times of building use, numbers of people, and contacts.

What is the congregation’s relationship to these? Where are copies of the contracts or agreements that cover these user-groups?

Property concerns

Who takes care of snow removal or other property needs?

Social ministries

List social services/ministries run by the congregation, including programs, directors’ names, and contact information.
(pre-school, nursery, pre-k, school, senior programs, after-school programs)

What is the congregation’s relationship to these? Where are the copies of their contracts or agreements, governing policies, and personnel policies?
Ongoing programs
What ongoing programs will need continuing pastoral services during the transition?

a.   Weekly worship

Times?

Average attendance?

            Describe the congregation’s current liturgical practices and worship style.

b. Sunday school

Times?

c. Confirmation

Times?

d. First Communion

Times?

e. Bible Studies

Times?

f. VBS

Other congregations

Are there other congregations that use your building for worship or other events on a weekly basis? Please include the name of the church, its affiliation, when it has use of the building, which space, numbers of people and contacts.

What is the congregation’s relationship to these? Where are copies of the contracts or agreements that cover these uses?

Congregational Reports and Records 

1. Constitution.  Attach a copy of the current constitution and by-laws.

2. Annual report. Please attach a copy of the most recent Annual Report to the Congregation.

Include your annual financial report.

      Include annual reports of social ministries and services.

Attach a copy of the minutes of the most recent annual meeting, noting specifically the presence of a quorum for the meeting. 
Our synod’s transition process calls for a review and validation of all current and necessary licenses, permits and other regulatory requirements for safe public assembly for worship and other ministries. Provide copies of these documents to the synod office.

3. Articles of incorporation and church seal. Where are these located? 
4. Attorney. Who is the congregation’s attorney? Contact info:

5. Audits. 
a. Financial audit. What is the date of the latest financial audit? 
Was this an internal or external audit? Where is a copy of it? 
Our synod’s transition policy calls for a financial review conducted by an independent certified public accountant consultant for the congregation, according to the synod’s minimum guidelines and based upon the churchwide Congregational Audit Guide. Provide a copy of this audit to the Bishop’s office.
b. Affiliated organizations audits. Have the financial records of affiliated organizations (nursery schools, senior programs, etc.) been audited? Were these internal or external audits? Where are copies of these?
6. Financial records. Who has custody of the financial records of the congregation? Who has custody of the financial secretary records of the congregation? Who has the authority to sign checks?

7. Insurance. Does the congregation have insurance? 
a. Who is your broker? Contact info:

b. Does your insurance cover the above listed affiliated and non-affiliated organizations that use the building or do the organizations assume all liability? If so, do you have this in writing with copies of their insurance? 
c. City, state, insurance requirements. Have you met all the requirements of your insurance policy, of the city, and of the state to be in good standing, e.g. fire inspections, boiler inspections, workers’ compensation audit, background checks on employees and volunteers? 

d. When was your insurance policy last reviewed? 
Our synod’s transition policy calls for a review and validation of a current insurance appraisal of all properties and review of all current insurance coverage policies. Please provide a copy of the congregation’s current property insurance statements of declaration to the synod office.
8. Maintenance contracts. Are there any pending? If so, what are they, and what are they supposed to fix? Include contractor’s name and contact information, along with congregational contact person. 
Our synod’s transition policy calls for a review of a physical property assessment report conducted by an independent licensed architect/engineer consultant for the congregation, according to the synod’s minimum guidelines. Provide a copy of this review to the synod office.
9. Sexual misconduct policy. Do you have a sexual harassment/misconduct statement or 
policy? *** 

[***What happens if we don’t have policies and background checks on file?

Check your policy – many insurance companies will not provide liability for worker or volunteer misconduct if the congregation does not have a sexual misconduct policy on file or if the congregation has not done background checks on its employees and volunteers.]

10. Synod Reports
a. Sign and attach Attestation of Record and Financial Requirements. 

11. Contact lists
a. Membership List. Attach dated copy.

b. Mailing lists. Are these clearly identified as to their content and usage?

c. Military personnel from the congregation. Is there a list?

d. College students from the congregation. Is there a list?

e. Prospective members list. Do you have one, with some notation as to their status and interests? Please attach copy.

f. Vendors and services. Are there up-to-date files for various services and vendors the congregation uses?

Pastoral Care Needs

Has the congregation been informed that when the pastor leaves, s/he will no longer be available for Word and Sacrament ministry, weddings, baptisms, funerals, etc? See 
Covenant for Departing Pastors.
List of situations that need follow-up, such as:

· Baptisms, anticipated or planned:

· Counseling:

· Crises:

· New members for reception:

· Pastoral care issues:

· People needing continued help (food, clothing, housing, etc.):
· Weddings scheduled: 

· Shut-ins. How many? Names and contact info:

Pastoral Care Ministries of the Congregation:

· Stephen’s Ministry. If you have one, who is the primary contact/organizer?

· Visitation ministry. If you have one, who is the primary contact/organizer?

· Prayer ministry. If you have one, who is the primary contact/organizer?

Calendar of upcoming programs, events, or projects, special and ongoing, in effect or planned, such as: 

· annual meeting

· capital campaign

· church potluck

· festival

· first communion

Community agencies to which referrals may be made:

TRANSITION ADMINISTRATION INFORMATION
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